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	Wyoming Primary Care Association

Fiscal/Accounting

Policies & Procedures


Introduction
This manual has been prepared to document the internal accounting procedures for the Wyoming Primary Care Association (“Association”). Its purpose is to ensure that assets are safeguarded, that financial statements are in conformity with generally accepted accounting principles, and that finances are managed with responsible stewardship.

All personnel with a role in the management of the Association’s fiscal operations are expected to uphold the policies in this manual. It is the intention of the Association that this accounting manual serve as their commitment to proper, accurate financial management and reporting.

Division of Duties
The following is a list of personnel who have financial responsibilities for the Association:
Executive Director:

1. Ensure the Association has established internal controls which are communicated to the Board Treasurer and responsible staff/consultants. As necessary, conduct training on internal controls.
2. Drafts annual budget for Board of Directors review and approval.

3. Provides Board of Director with monthly financial statements including budget to actual variance analysis.
4. Monitors all spending against budgets; oversees all banking and financial matters.
5. Reviews the payroll summary for the correct payee, hours worked and check amount.

6. Reviews all vouchers and invoices for all checks, signs checks up to $5,000.

7. Reviews and approves all contracts for goods and services, signs contracts up to $10,000; presents contracts and purchases over $10,000 to the Board of Directors for their approval.
8. Assist with the annual audit and tax return preparation. Audit letters and tax returns will be signed by the Treasurer and Executive Director (when appropriate.)
Financial Consultant:
1. Processes the payroll, including payroll tax returns.

2. Submits requests for fund transfers.

3. Maintains and reconciles the general ledger monthly.

4. With the Executive Director, develops the annual budget.

5. Prepares all financial reports, including requests for reimbursements.

Office Manager

1. Processes all receipts and disbursements.

2. Reconciles the bank accounts.

3. Reconciles the statement of credit card deposits and service charges.

4. Double-checks all reimbursement requests against receipts provided
Designated Board Members (Currently the Board President, Vice President, and Treasurer)

1. Provide oversight of the annual budget and monitors monthly financial statements.

2. Check signing authority on all the Association accounts.

3. Leads Board review and approval of expenditures in excess of $10,000, except preapproved capital expenditures (such as rent) which might exceed $10,000.
Cash Receipts Procedures
The Office Manager receives all incoming mail. All checks received should be recorded on a cash receipts log which states the account to which the income is attributed, and stamped "for deposit only". The Office Manager then prepares a deposit slip and deposits the funds into the Association’s checking account. The Office Manager then makes a copy of the checks, deposit slip and cash receipts log and forwards to the Financial Consultant. The validated deposit slip should be attached to the cash receipts log and filed. All check copies should be filed according to month received.
No single account should contain more than $100,000 - or the amount over which the FDIC will not insure.

Funds Received by Drawdown or Wire Transfer: 

The Financial Consultant will determine the amount of funds to be drawn down or transferred which will then be approved by Executive Director. Upon approval, the funds will be drawn down or transferred by the Office Manager.
As soon as the funds are credited to the Association account, the bank should send a credit memo to the Officer Manager. The Officer Manager should reconcile these credit memos to the total cash received at the end of the month. The Treasurer of the Board of Directors will review all reconciliations including transfer on at least a bi-monthly basis.
Funds received from Credit Card Charges: 

The Office Manager is responsible for processing the receipt of funds through the credit card authorizer directly into the Association’s account. Transactions should be processed on a weekly basis, with a list of the credits and date processed delivered to the Executive Director in order to double-check against the bank statement. The statement of deposits and service charges will be reconciled by the Financial Consultant.

Cash Disbursements Procedures
Incoming invoices will be compiled by the Office Manager on a check request voucher after reviewing the validity of the invoice against proposals/bids and work accomplished/delivered. The Office Manager will assign budget categories and attach the original invoices before forwarding to the Executive Director for review and approval.  Once approved, the voucher will then go to the Financial Consultant to prepare check payments.
The Financial Consultant should print the checks and attached the checks to the voucher and 
invoices to be submitted for signatures. A check register should be run and filed together with the disbursement transmittal form.

When the Executive Director or Executive Board Member signs each check, he/she should double check the check request voucher. This approval is to ensure the account and grant/project is charged to the correct expense and line item. Any checks made to pay invoices in excess of $5,000 must be signed by the President. All invoices above $10,000 must be authorized for payment in writing by the Board of Directors. Any check of any amount payable to the Executive Director must be signed by an authorized Board member; the same is true for the Executive Director’s credit card approval and payment.
After the checks have been signed, the checks will go to the Office Manager for mailing. All checks will be mailed as soon as this process is completed. Supporting documentation should be filed by the Office Manager in appropriate vendor files.

The Office Manager will refer to the paid invoice files to respond to any discrepancies which arise with vendors or other payees.

Reconciliations
Cash Flow: 

The Association accounting is on an accrual basis, based on an April 1 to March 31 fiscal year. All sources of funding are either drawn down or invoiced as expenditures are paid. The Executive Director drafts the annual budget with the ability to compare expenditures with budget amounts for each award to ensure total costs do not exceed the amounts budgeted for the grant period.
Based on monthly financial statements provided by the Financial Consultant, the Executive Director will review the budget for variances between budgeted and actual expenditures. If significant variances are identified, the Executive Director will work with the Grants Manager or grant staff to reassign budgeted amounts and will document those changes for Board of Directors’ review. The revised budget will be posted for Board reference and the budget to actual document will be updated for future review.
Bank Reconciliations: 

Bank statements are received by the Office Manager, who reviews the contents for inconsistent check numbers, signatures, cash balances and payees and endorsements at a minimum. After this cursory review is conducted, the Office Manager initials and dates the bottom, right hand corner of the first page of each bank statement reviewed. The reviewed bank statement then is forwarded to the Financial Consultant (an individual without check signing rights) to reconcile the bank accounts using the approved reconciliation form.
The Office Manager and Financial Consultant charged with these responsibilities should
reconcile each account promptly upon receipt of the bank statements. All accounts will be reconciled no later than 7 days after receipt of the monthly bank statements. In the event it is not possible to reconcile the bank statements in this period of time, the Executive Director should be notified by a written memo from the Financial Consultant. Once the reconciliation has been completed, the information is returned to the Office Manager for final review and filing. The Fiscal Manager upon receipt of the completed bank reconciliations, prepares any general ledger adjustments.

Completed bank reconciliations should be reviewed by the Executive Director and initialed and dated by the reviewer. Copies of the completed bank reconciliations will be forwarded to the Treasurer for his/her review.

Purchases
To Prompt a Purchase: 

1. 
When the normal cash disbursement procedure of invoice, etc., is not appropriate, (i.e., postage, etc.) a check request should be completed and forwarded with any order form or other documentation to the Executive Director for purchases or the President or Vice President for approval depending on the payment amount. If the check is made out to the Executive Director, President or Vice President, that individual cannot approve the check request voucher.

2. 
Approved check requests should be sent to the Financial Consultant for payment.

3. 
In the absence of backup materials, receipts for the purchase must be provided to the Office Manager for attachment to the check request within two weeks from the check date.

Credit Card Purchases: 

1. The WYPCA recognizes the convenience of utilizing company issued credit cards for Association-related purchases. The WYPCA credit card shall only be used for purchases that are directly related to the Association.

2. The purchase of airline tickets and other authorized travel expenditures should for the most part be handled by the Office Manager, but other employees or board members can make their own travel arrangements but must inform the Office Manager of the costs as they are incurred. 

3. Authorized uses of the credit card include:

a. Airline (purchases should be at the lowest rate taking into account additional baggage, connection or other necessary costs beyond the initial ticket price) for authorized business trips. 

b. Lodging and meal charges that do not exceed customary or agreed upon rates for persons traveling on official Association business.
c. Car rental charges (for mid-size or smaller vehicles) for properly authorized business trips.
d. Properly authorized expenditures for which a credit card is the only allowed method of payment (such as monthly internet access).
4. With the exception of travel related expenses, all credit card purchases must be pre-approved by the WYPCA Executive Director and/or his/her designee as appointed. Any supplies over $250 will require written approval by the Executive Director prior to the purchase of the supplies.
5. All approvals for expenditures shall be attached to the credit card receipt(s) and all receipts are to be turned in to the Office Manager within ten (10) calendar days of the purchase or 20 calendar days upon return from travel.
6. If the Executive Director is the individual incurring the expense and the expense is over $2,500, the purchase will require pre-approval in writing from the Board President or his/her designee as appointed in writing. The Executive Director’s credit card statement should be reviewed by both the Executive Director (for completion and correctness) and the Office Manager (for appropriate business expense and coding). The Office Manager will ask a member of the Executive Committee to review and sign the check to reimburse the Executive Director’s credit card.
7. In every case of credit card usage, the individual using an Association credit card will be held personally responsible in the event that the charge is deemed personal or unauthorized.
8. Unauthorized use of the credit card includes:

a. Personal or non-business expenditures of any kind.

b. Expenditures which have not been properly authorized. 

Capital Expenditures: 

Procurement of supplies, property, and equipment will be based on open competition and purchasing decisions will take quality and cost into consideration. Purchases shall be made in accordance with provisions set forth in the Wyoming Primary Care Association’s (WYPCA) Procurement Policies Required for Federal Grants; all purchases totaling $25,000 or more must be cleared for suspension and debarment before being approved/signed.

The Board of Directors must approve and authorize all expenditures for equipment costing ten thousand dollars ($10,000.00) or more, except preapproved capital expenditures (such as rent) which might exceed $10,000.
For all major expenditures such as computers, furniture, audit services, printing services, etc., three bids must be obtained before a purchasing decision is made. If the annual amount will exceed $2,000, a bidding process and review will be conducted. All bids, including phone quotes, must be recorded and kept on file.
Consultants: 

Consultants will be engaged on a contractual basis to provide expertise and to accomplish Association program goals, as deemed necessary by the Executive Director. Contracts with consultants will include rate and schedule of pay, deliverables, time frame, and other information. Justification for payment should be submitted to file and all work done by consultants must be linked to the negotiated work plan.
The Board of Directors authorizes the Executive Director to enter into any contract or execute and deliver any instrument in the name of the Association with the following exception: any contract in excess of ten-thousand dollars ($10,000.00) total must be approved by the Executive Committee of the Board of Directors prior to signature.
Any contract with a named individual or organizational consultant in the amount of $25,000 or more must be cleared for suspension and debarment before being approved/signed. The contractor will not be awarded a contract if the entity is listed as being suspended or debarred on federal website.
Fixed Asset Management
1. A permanent property log or database is to be maintained by the Financial Consultant for all fixed assets purchased by the Association.

2. The log should contain the following information:

a. date of purchase

b. description of item purchased including its condition and location;
c. received by donation or purchased

d. cost or fair market value on the date receipt

e. donor or funding source, if applicable

f. funding source restrictions on use or disposition

g. identification/serial number (if appropriate)

h. depreciation period

i. vendor name and address

j. warranty period

k. inventory tag number for all items purchased with Government funds

l. number of the Association’s check used to pay for the equipment

3. At least annually, a physical inspection and inventory should be taken of all the Corporation's fixed assets and reconciled to the general ledger balances. Adjustments for dispositions should be made.
4. All property will also be managed in a way to prevent loss or theft by being safeguarded in the WYPCA office space or by being overseen by a WYPCA staff member if the item is used outside of the office.

5. The Financial Consultant should be informed, in writing of any material changes in the status of property and equipment. This should include changes in location, sale of, scrapping of and/or obsolescence of items and any purchase or sale of real estate. All unneeded property purchased with Government funds should be donated to another federal program as appropriate. If of significant value, the Association will confer with the grantor about donation or disposal.
6. All capital items which have a cost greater than $250.00 will be capitalized and depreciated.
Association Audit
On a timeline set by audit contracts, the Association’s Executive Director and Treasurer shall solicit and review proposals for an individual audit of all Association accounts. Based on the findings of the review, the audit contract will be awarded to the qualified bidder offering the required services for the most reasonable price.

Payroll
Personnel: 

1.
The Executive Director is charged with the responsibility of maintaining personnel files

on staff persons.

2. 
Each personnel file should contain the following information, at a minimum.

a. Employment application or resume

b. A record of background investigation as applicable
c. date of employment

d. position, pay rates and changes therein

e. authorization of payroll deductions

f. earnings records for non-active employees

g. W-4 Form, withholding authorization

h. I-9 Immigration Form
i. termination data, when applicable

3.
All personnel records are to be kept locked in a locking file cabinet in the Executive Director's office. Access to these files other than by the Executive Director, President, Vice President or the auditor should be requested in writing to the President.

Payroll Preparation and Timekeeping: 

1. Timesheets are to be prepared by all staff persons and submitted bi-weekly on opposite Fridays from the payroll. Time should be input on a daily basis into the online annual timesheet form. Any unexpected changes for the second week of the pay period should be updated in the next pay period i.e. sick leave taken. The corrected information should be highlighted and initialed by the person who made the correction.

2. Timesheets are to include specific time spent on each grant/project.

3. Timesheets are to be signed by the staff person and his/her supervisor.

4. All approved timesheets should be submitted to the Financial Consultant, who will verify the hours worked against his/her record.

5. The Financial Consultant should then process the time and prepare the payroll and reports in the accounting software. The information reported should include:

a. hours worked, by cost center

b. changes in pay rates or employment status

c. vacation, sick or personal hours used and earned

6. The Executive Director should review the payroll summary page of the payroll service report for inappropriate payees or unusual hours.

7. As an employee benefit, the Association offers direct deposit through the employee's own financial institution. Through direct deposit, payroll is deposited as cash into the employee's account on payday. Employees will be paid every other week on Friday. If a Friday occurs on a holiday, paychecks will be issued on the day before.

8. Payroll advances are not allowed.
Financial Reporting
Monthly Reports: 

The Financial Consultant should prepare a set of monthly financial reports for distribution to the Executive Director and the Treasurer for initial review before being presented to the full Board of Directors at the next scheduled Board meeting. The reports should include: a balance sheet and a statement of income and expenses for each category/grant (operating, project); a consolidated balance sheet and consolidated income and expense report which show all departments combined; a budget-to-actual report for all accounts included in the annual operating budget; and a cash flow projection. The monthly statements will be finalized by the conclusion of the month following the statement period.

Year-End Report/Audit: 

At fiscal year-end, a year-end report will be prepared summarizing the total income and expense activity for the year. A balance sheet should be prepared as of March 31 and should be attached to the income and expense report. This report will be initially reviewed by the Executive Director and then forwarded to the auditing agency.  The Association will undergo an annual audit by a certified auditing firm. Once the audit is complete, the auditing firm will report any findings directly to the Board of Directors.
On a timeline set by audit contracts but at least every three years, the Association’s Executive Director and Treasurer shall solicit and review proposals for an individual audit of all Association accounts in accordance with 45 CFR 75 Subpart F for either a single audit or a program audit depending on the amount of federal funding received in the fiscal year. Based on the findings of the review, the audit contract will be awarded to the qualified bidder offering the required services for the most reasonable price.
Fundraising
The Board of Directors and Staff shall develop and oversee fundraising projects conducted by the Association. The Board of Directors reserves the right to refuse funds from groups or fundraising activities which it deems will be harmful to the image of the Association.

Insurance
The Executive Director shall be responsible for making recommendations to the Board of Directors regarding insurance for the Association and staff. When warranted, quotes will be solicited from a variety of insurance companies and competitive pricing shall be required for the selection of insurance coverage. Adequate liability and contents insurance shall be carried for the Association’s administrative office. Directors and Officers liability insurance shall be carried for all voting Board members.
Association Member Dues
Statements for Association member dues will be sent on or about March 31st of each year, or at the time that a new member joins the Association. Member dues are for the period of April 1 – March 31 of the following year.

Membership is governed by the Association Bylaws. The funds received from payment of member dues shall be tracked separately in the accounting system and shall be used for the purposes of meeting appropriate Association needs and objectives.
Annual Meeting Checklist

During each annual meeting, the following procedures will be performed.

1. Election of Board of Directors Executive Committee officers, President, Vice President and Treasurer.

2. The Board of Directors shall approve new signers to bank accounts if applicable and those Directors will complete appropriate signature cards and corporate resolutions.

3. The Board of Directors shall approve any new and necessary bank accounts.

4. A review of current operating procedures should be made with the Executive Committee of the Board of Directors and reaffirmed or revised.

5. All financial institutions should be notified of any changes to the authorized signers of the accounts within three (3) business days following the annual meeting.

Records Retention
Fiscal/accounting records of the Association shall be maintained on a timeline as stated in the 

Wyoming Primary Care Association (WYPCA) Document Destruction and Whistle-Blower/Code of Conduct Policy.
Reviewed and approved by the WYPCA Board of Directors: July 20, 2005

Reviewed and approved by the WYPCA Board of Directors: December 6, 2006

Reviewed and approved by the WYPCA Board of Directors: February 19, 2014
Reviewed and approved by the WYPCA Board of Directors: January 21, 2015
Redrafted on June 8, 2018; WYPCA Board reviewed and approved on ​​​​​​​​​​​​​​_______________.

Employee Acknowledgement

I have reviewed and agree to comply with the WYPCA Fiscal/Accounting Policies and Procedures.

	Name of WYPCA Staff Member:
	
	Date:

	
	
	

	Signature of WYPCA Staff Member:
	

	

	Name of WYPCA Executive Director of WYPCA Board Member:
	

	

	Signature of WYPCA Executive Director of WYPCA Board Member:
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