Elk River Area Chamber of Commerce Internal Controls Policy & Checklist
Updated: September 2023

SUBJECT:	Accounting Method

POLICY:	It is the policy of the Elk River Area Chamber of Commerce (ERACC) to utilize the cash basis of accounting which recognizes revenues when they have been collected and expenses when they have been paid.

SUBJECT:	Chart of Accounts

POLICY:	It is the policy of the ERACC to maintain a chart of accounts.  Any employees or contracted financial vendors involved with account coding responsibilities or budgetary responsibilities will be given a chart of accounts.

SUBJECT:	Check Disbursements

POLICY:	A numeric log of all checks will be kept and reviewed monthly by the Executive Director.  This log will list all checks, including those voided or out of sequence.  

All checks require one (1) or two (2) signatures.

Checks up to $2000 may be signed by staff, an Executive Committee member or the Executive Director.

Checks over $2000 require two signatures and may be signed by the Executive Director and one Executive Board member or by two Executive Board members.

Any checks written to employees (such as payroll or expense checks) must be signed by at least one Executive Board member.
	
SUBJECT:	Account Maintenance 

POLICY:	All signature cards for demand deposit accounts will be updated when new signers are approved by the Board of Directors.


SUBJECT:	Routine Purchases and Competitive Quotes for Services/Goods 

POLICY:	To insure we are receiving the best cost for goods and services, the ERACC Finance Committee or Board of Directors can recommend or direct staff to seek out price quotes for any purchase the committee or board deems appropriate.  

	For items or services that are put out on quotes, chamber staff will consider a preference for chamber members in good standing, the price, customer service history of the agency, product/service quality, vendor expertise, timeliness and other factors relevant to the purchase of a product or service.  The Executive Director will review all quotes with the Chairman of the Board and a recommendation will be made to the Executive Board by the Executive Director and a decision rendered.
	
The purchase of all office supplies will be made through the office manager with authorization of the Executive Director.  When purchasing online or charging supplies, receipts will be requested and turned in to the Executive Director.  Purchases over $1,000, not already included in the budget must have prior approval from the Executive Board.

SUBJECT:	Control Over Checks and Cash

POLICY: 	One staff person, not responsible for accounts receivable payments will open all mail daily.  All incoming checks will be immediately endorsed with an endorsement stamp.  After the mail has been opened, it will be distributed to the proper personnel for recording.  All checks and cash must be deposited within 7 business days, or when the total receipts exceed $5,000, whichever occurs first.   

SUBJECT:	Debit Card

POLICY:	The Executive Director and assigned staff will be issued debit cards in their name to be used for routine purchases such as office and event supplies, business lunches, etc. Receipts will be reviewed/initialed by both staff members and entered into the check register for reconciliation at the end of the month.  The Board Treasurer is provided a listing of all EFT/Debit card transactions monthly for review.  Debit cards will be restricted to Point of Sale purchases only and capped at $500.  There will be no ATM access. 
________________________________________________________________________________________
SUBJECT:	Non-sufficient Funds Checks

POLICY:	If checks from an ERACC member are returned by the bank due to NSF, chamber personnel will call the check writer to seek reimbursement for the face value plus the bank charge. 

SUBJECT:	Write Off of Outstanding Checks

POLICY:	It is the policy of ERACC to write off outstanding checks over 12 months old in conjunction with year-end procedures, if individual checks in question do not exceed $500.  When a check exceeds this amount, contact with the payee will be initiated to determine the status of that check.  Written off checks will be credited to the pertinent income statement account.

SUBJECT:	Bank Reconciliations

POLICY:	It is the policy of ERACC the Executive Director will reconcile all bank statements monthly, prior to financial reporting in the board packet and agenda.  The Board Treasurer will review the reconciled statement from the bank to verify reconciliation of the account, proper check writing procedures, and any outstanding aged checks. 

SUBJECT:	Petty Cash Fund Disbursements     

POLICY:	For chamber events, a check payable to Cash will be produced for any start up cash needs.  These funds will be returned in a separate deposit after the event.  





SUBJECT:	Accounts Receivable Write Off Procedure and Bad Debts Procedures

POLICY:	It is the policy of ERACC to ensure all available means of collecting accounts receivable have been exhausted before write off procedures are initiated.  Once a write off of dues has been made because of non-payment or non-renewal, further credit will not be allowed to the account holder.  
 

SUBJECT:	Refunds

POLICY:	It is the policy of ERACC to not refund dues payments unless authorized by the Executive Committee.  If a refund is issued, the amount will be recorded in the Membership Dues Account.  

                     It is the policy of ERACC not to refund event payments unless authorized by the Executive Director and only when necessary to maintain good customer service or if an error has been made.  If a refund is issued, the amount will be recorded in the proper account.

SUBJECT:	Financial Statement Preparation and Distribution

POLICY:	It is the policy of ERACC to prepare and distribute monthly financial statements that include a balance sheet with previous year comparison, profit and loss statement compared to budget, including the year to date data.  The financial statements will be sent to the Board of Directors for their review prior to their monthly meeting.

SUBJECT:	Invoicing Procedures

POLICY:	For events and advertising, it is the policy of the ERACC to invoice events and sponsorships prior to the event with the expectation that payment will be made prior to the event. 

	Membership Dues are invoiced at the beginning of each month for those businesses whose anniversary dates fall within the month.  Member records should be reviewed (address, contact & employee count) prior to assessing dues.


SUBJECT:	Collection Procedures

POLICY:	Statements will be mailed monthly to customers whose accounts are unpaid. 

If membership investments remain unpaid at ninety (90) days, the Executive Director will call the member to determine if there is a problem that can be resolved and to encourage payment prior to 120 days.  The Executive Committee will also receive a list of memberships that are unpaid at ninety days.  

	The Executive Board may authorize termination of membership due to non-payment after 120 days.

Non-dues invoices will follow a similar pattern of collections.  The Executive Director will inform the Board of outstanding invoices in a timely manner. 

SUBJECT:	Donated Property

POLICY:	It is the policy of the ERACC not to capitalize property that is donated to the organization.

SUBJECT:	Volunteer Labor

POLICY:	It is the policy of the ERACC not to record the value of contributed labor in the records of the ERACC.  

SUBJECT:	Capitalization of Property & Equipment

POLICY:	It is the policy of ERACC to expense assets in the period purchased if these assets cost less than -$5,000? individually.
	
SUBJECT:	Inventory of Assets

POLICY:	It is the policy of ERACC to create and update an Assets Inventory annually, prior to the tax filing and in conjunction with our casualty insurance premium review.  Any new assets purchased during the year will be added to this list and the need for additional insurance evaluated by the Executive Director and the insurance agent.

SUBJECT:	Staff and Volunteer Reimbursement

POLICY:	It is the policy of ERACC to cut reimbursement checks for purchases made on behalf of the chamber when it is requested via a signed Expense Report with receipts attached.  Mileage will also be reimbursed at the IRS rate when requested by a signed Expense Report. Expense reports should be filed quarterly. Reimbursements will be made up to the budgeted amount for the purchase unless prior approval is received.  Reimbursements to staff must be signed by at least one board member.
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