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Introduction
The central mission of INARS is to make Rubenfeld Synergy Method viable in the world.  Our organization expresses this mission through its programs and activities.  Our strength is dependent on a strong leadership that is committed and dedicated to seeing that programs and activities are performed superbly.  We can be proud of our commitment to excellence and the strong leaders we attract, including our committee chairs who direct the realization of our mission and programs.
The following ‘how to’ or operations manual provides a reference guide for the committee chair to lead the activities and responsibilities charged to his/her respective committee.  

Its primary purpose is to provide direction and empowerment to the committee chair to be successful, efficient and effective in executing and managing committee duties and activities – and this supports INARS to be a powerful organization that fulfills its mission of making RSM viable in the world.
This manual may be continually modified as more efficient and effective processes are developed and implemented, or a new activity comes online that requires the development of a new ‘how to’ process.  The first draft is effective January 1, 2012.  Subsequent revised drafts are noted by revision dates indicated on this manual’s cover sheet.

The collection of all of the committee manuals essentially represent the organization’s Operations Plan – that addresses systems, processes, procedures that run the organization’s programs and activities.  These manuals reside both in hard copy form with current chairs, as well as uploaded in the Members’ Only area of the website.

Background Information 
The Finance
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Per Bylaws

9.4 Finance Committee
(a) Composition. The Treasurer shall serve as Chairperson of the Committee. The Finance Committee shall consist of a recommended minimum of five members, with emphasis on people who are experienced and/or knowledgeable in financial matters. Members shall be selected by the Finance Committee chairperson.

(b) Duties.

1. The Finance Committee shall develop and maintain standard operating policies and procedures, which are approved by the Board of Directors and posted on the RSM website, to accomplish the following:

· The submission of a budget for the next fiscal year for consideration by the Executive Committee in accordance with the priorities established by the Board of Directors.

· The preparation, when necessary and as merited, of IRS tax form (990) and an independent audit.

· The regular review of the organization's revenues and expenditures, balance sheet, investments and other matters related to its continued solvency.

2. Recommend to the Executive Committee and Board of Directors financial standards, fiscal policies and procedures in keeping with sound fiduciary and fiscal responsibility, and perform the fiscal oversight of INARS.

3. Advise the Board of Directors in regard to investing funds when appropriate.

4. Develop and submit an Annual Finance Committee Plan with specific projects and strategies and recommend an annual budget to the Board of Directors.
Policies and Procedures 

The Finance Committee
Rubenfeld Synergy Method Internal Controls

Basic Procedures and Policies for Internal Controls

SECTION 1.  GENERAL INFORMATION

Duties and Responsibilities.  The Treasurer shall be responsible for maintaining the financial records of the organization, collecting dues, paying bills and submitting quarterly financial reports to the Executive Committee and an Annual Financial Report at the Annual Meeting. The Treasurer shall chair the Finance Committee. The Treasurer shall present the annual budget proposal to the Executive Committee on behalf of the Finance Committee.

Composition. The Treasurer shall serve as Chairperson of the Committee. The Finance Committee shall consist of a recommended minimum of five members, with emphasis on people who are experienced and/or knowledgeable in financial matters. Members shall be selected by the Finance Committee chairperson.

1.0
RESPONSIBILITY FOR FUNDS 

The Treasurer, or a party designated by the Treasurer with Board approval, has oversight and is responsible for the proper collection, disbursement and control of all fund monies. This responsibility includes:

· Providing for the safekeeping of monies.
· Proper accounting and administration of fund transactions. 
· Expenditure of funds in compliance with applicable state laws and provision 4.0B and 4.0C (see below).

· Monitoring monthly reports against specific program center budgets and alerting the appropriate Chair or Officer of material variances.

· The Annual Budget will be approved by the Board of Directors.

· Adequate training and supervision to administer activity funds shall be a priority.

1.1
AUDIT OF FUNDS
Funds shall be internally audited annually by the Executive Committee and independently audited by Certified Public Accountants when merited and deemed necessary by the Board of Diretors. In addition, an internal audit is to be performed whenever there is a change in an individual occupying the bookkeeping function or the Treasurer’s position. A Board member may request in writing a special audit if a situation or event warrants it.
1.2 
RETENTION OF RECORDS
The current Treasurer shall keep and safe guard hard copies of the past 7 years of financial source documents in good order and available for audit. All financial source documents will be transferred to the newly elected Treasurer.
1.3 
BUDGET FORMULATION PROCESS
The Treasurer and Finance Committee shall lead the budgeting process resulting in the organization’s annual budget shall include these steps:

1. At least two months from the end of the fiscal year, each committee chair shall receive a Committee Plan that outlines plans, activities and budgetary needs for the upcoming fiscal year.

2. Within 21 days, these completed Committee Plans shall be submitted by the related chair to both the Executive Committee and Finance Committee.
3. The Finance Committee shall formulate a master budget for the upcoming fiscal year that represents the compilation of all individual committee budgets, adding basic elements to run administration and operations (i.e., office supplies, insurance, licensing fee, virtual assistant, etc.).
4. The master budget in draft form will be submitted to the board for input and request for revisions, if necessary. 
5. The Finance Committee will make amendments to the draft master budget to produce the final Annual Budget.  This budget will be presented by the Treasurer to the board ideally at the annual face-to-face board meeting conducted at the annual conference.  If not possible, the final Annual Budget shall be presented by the Treasurer at a board meeting as close to the fiscal year end as possible.  The board will resolve to adopt the budget for the upcoming fiscal year by majority vote.
6. The Finance Committee shall present suggested amendments to the Board of Directors as merited throughout the fiscal year, based on compelling reasons that require budget re-forecasting.
1.4 COMPLIANCE WITH TAXING AUTHORITIES

The Treasurer and Finance Committee shall lead the process to select Certified Public Accounting Firm to ensure the compliance of all required reporting to taxing authorities, including IRS Form 990, any state equivalent, or any other required form due.  The Treasurer, with the President’s approval, shall engage a Certified Public Accounting firm on behalf of the organization to advise INARS which reports are required and to prepare and monitor that the reports are completed and filed by the due date.

SECTION 2. BASIC RECORDS

2.0
QUICKBOOK SOFTWARE
The organization uses QuickBooks Software for accounting purposes and the production of the following reports:

1 Statement of Functional Activity to include last month and YTD totals with percentages.

2 Statement of Position: Balance Sheet after last month is reconciled
3 Printed Bank Reconciliation with attendant bank statement attached
Board can request additional reports on an as needed basis.
2.1  
GENERAL RECEIPTING PROCEDURES

A. Regarding the Recording Cash Transactions

All cash collections must be recorded by the person receiving the money. The receipt must be completed in its entirety, including:
· Date and amount 
· The name of individual or firm submitting the money. A single receipt may not be issued to more than one person. 

· An explanation of the purpose for which the money was received. 
· The correct project fund account code.
· The signature of the person receiving the money. The signature must be manual; signature stamps are forbidden. 
An actual cash count should be made by the person signing the receipt in the presence of the person turning in the money, whenever possible.

B. Recording Credit Card Transactions

The following shall be recorded for all credit card transactions:

· Date of the transaction

· Name of individual

· Credit card number and expiration date

· Amount of transaction

· Purpose of the transaction

Once the credit card transaction has been processed through merchant services and approved, the following information shall be retained for 7 years:

· Date of transaction

· Name of individual

· Last 4 digits of credit card number

· Amount of transaction

· Approval number

All credit card transactions are recorded in Quick Books, including the appropriate classification and accounting codes.

Only the Treasurer and President are authorized to process credit card transactions.

C. Recording PayPal Transactions

Reports downloaded from PayPal provide the source document for recording PayPal transactions in Quick Books. The following information shall be recorded in QuickBooks for each PayPal transaction, using the appropriate classification and accounting codes:

· Date of transaction

· Name of individual

· Purpose of transaction

· Amount of transaction

· Amount of the PayPal Fees

At a minimum once weekly, the Treasurer shall access the INARS PayPal account, review and download a report of transactions, and transfer the PayPal fund balance into the INARS operating account.

As a minimum, the Treasurer, President, and one other person selected by the Treasurer, shall have access to the PayPal account for the purposes of downloading reports and transferring PayPal fund balances to the INARS operating account. In addition, the Web Master shall have access to the PayPal account for the purpose of configuring INARS website shopping carts.

SECTION 3. BANKING PRACTICES AND PROCEDURES

3.0 
BANK ACCOUNTS
A. The organization name must be imprinted on all checks and deposit slips. All monies received will be deposited into the account, and at this time disbursements will be made by a check drawn on this account. 

B. Only approved transactions may be directed through the checking bank account. Currently the President and the Treasurer have banking privileges.

C. Allowing for technological advances, online banking may become the preferred mechanism for deposits and disbursements through electronic transactions. 
3.1 
CHECK SIGNATURE
A. Each bank account maintained by the organization shall have at least two authorized signatories.  As a minimum, the Treasurer and President of the Board shall be authorized signatories.
B. Each check must be manually signed by an authorized signatory. 
C. Under no circumstances shall checks be pre-signed. No signatures shall be affixed until the check has been filled out in its entirety. 
3.2 
BANK RECONCILIATION
A. One of the most important aspects of the financial treasurer’s job is the prompt reconciliation of the bank account. 

B. The bank statement is reconciled to the checkbook in the QuickBooks Accounting Program. 

C. If bank has the ability to provide reduced copies of checks included with the statement, then check copies should be reviewed for unusual items, including unfamiliar vendors, unauthorized signatures and alterations to checks.  
3.3 
PROCEDURES FOR PREPARATION OF BANK DEPOSITS
A. A bank deposit slip shall be prepared in duplicate and shall include the following: 
· The date and amount of the deposit
· The cash receipt number(s) issued that make up the deposit 
· A listing of each check in the deposit 
B. The sum of the amounts of the supporting cash receipts must agree with the amount of the deposit slip. 
3.4 
DEPOSIT OF FUNDS
A. Checks:

All checks shall be endorsed and held until deposit for security purposes as follows:

· For Deposit Only

· Account Number

· Copy of Check Stapled to Bank Deposit Slip

B. Electronic Deposits:

Go online and print report and reconcile with bank statement.

C. Cash

All cash receipts supporting cash deposits shall be deposited in numerical sequence.

SECTION 4.  DISBURSEMENTS

4.0 
GENERAL POLICIES
A. All expenditures shall be paid by check or debit card from the operating bank account. 
B. The Board of Directors shall approve no expenditure of funds unless sufficient funds are available in the operating bank account. Thus, no check shall be drawn on any account which will result in a negative account balance.

C. A request for expenditure of funds that would exceed the allocated balance of a program fund requires approval by the President.

D. Treasurer is authorized to pay expenditures of $500 and less, over $500 requires President’s approval.

4.1 
REQUESTS FOR CHECK
A. A request for a check to process a disbursement must first be transmitted to the President for review and approval.  The request from the sender will include:

1. An invoice indicating payee
2. Date and amount
3. Signature of person requesting check
4. A brief description of the reason
B. The request for a check shall be faxed or scanned email to Treasurer or authorized party performing function for processing.

C. The request for a check shall be attached to the supporting documentation and kept on file for audit purposes. Proper supporting documentation shall be included.
4.2 
ISSUANCE OF CHECKS
A. All payments shall be made by pre-numbered checks (one signature) or online electronic transaction with printed report verifying payment. 
B.  Payments must always be made to a specific person, company or organization. Checks shall NEVER be made payable to "cash."
C. Under no circumstances shall checks be pre-signed by an authorized check signer. 
D. All checks must be typewritten or completed in ink.
E. "VOID" checks shall have the signature area cut off and be retained in the check book.
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Current Activities

A.
Development of the Annual Budget
B.
Management and Oversight of the Preparation of Annual Compliance Requirements including IRS Form 990
C.
Preparation of Quarterly Financial Reports for the Board of Directors
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A. Development of the Annual Budget
Primary Purpose:
The Annual Budget establishes INARS’ priorities for the year in regards to programs and activities, and projects expenses and income for those programs and activities.

Secondary Purpose #1: To engage committees in the organization's planning process.

Secondary Purpose #2: To provide benchmarks for measuring performance.

Secondary Purpose #3: To provide a tool for the Board of Directors to strengthen fiduciary and fiscal controls.
Expected Highest Result:

An Annual Budget, based on sound assumptions and rigorous planning, is produced and delivered to the Board of Directors for approval, and becomes the guide for decision-making and fiscal oversight for the organization.
	Action Step
	Target Date or Time Frame
	Leader(s)

	Committee Plan templates are sent out to Committee Chairs with due date for completion.
	Mid-January
	Chairperson

	Completed Committee Plan templates are returned to Finance Committee Chair.
	Returned by March 15th
	Committee Chairs

	Program Plan (compilation of committee program and activity plans) and Master Budget draft is compiled from the various Committee Plans’ budget requests.
	First draft completed in time for April Board meeting
	Chairperson

	First draft of Annual Budget, and attendant Program Plan is remitted to Board of Directors for input and feedback.
	April board meeting
	Chairperson

	Based on input and feedback from the Board, Annual Budget and Program Plan is revised; Final draft is prepared.
	Before annual conference
	Chairperson

	Final draft of Annual Budget and Program Plan is presented to the Board for approval at annual conference.
	Board meeting at annual conference
	Chairperson


NOTE: This timeline assumes a May conference. The timeline will need to be adjusted if the conference falls at a different time.
NOTE: Except for presentations to the Board of Directors, “Chairperson” is always understood to be “Chairperson or Designee”.
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B.
Management and Oversight of the Preparation of Annual Compliance Requirements including IRS Form 990

Primary Purpose: 
To ensure compliance with all IRS filing requirements and any other authority that requires report filings.

Secondary Purpose #1: To ensure sound accounting practices are followed.

Secondary Purpose #2: To provide oversight to ensure accuracy of financial records.

Secondary Purpose #3: To provide a means for an external professional review of the organization’s accounting methods and compliance with Generally Accepted Accounting Principles (GAAP).
Expected Highest Result:

IRS Form 990 is prepared by a certified public accountant and is filed by the organization on or before the due date of September 15th (15th day of the 5th month after organization’s accounting period ends.)
	Action Step
	Target Date or Time Frame
	Leader(s)

	Sound accounting practices are used to maintain the financial records.
	Ongoing
	Chairperson/
Bookkeeper

	Income and expenditures are accurately recorded in Quick Books in a timely manner.
	Ongoing
	Chairperson/
Bookkeeper

	Confirm the accuracy of all Quick Books entries through 1) auditing of posted transactions, 2) performing reconciliations, and 3) financial reports generated by the bookkeeper.
	Monthly
	Chairperson

	Prepare necessary documents for completion of IRS Form 990: 1) Balance Sheet (Statement of Position) at year end, 2) Profit and Loss (Statement of Activities), 3) Board of Directors Roster at year end, and 4) narrative description highlighting organization’s program accomplishments for the year.
Submit the above documents and reports to President for review and approval.
	By June 15
	Chairperson

	Review and approve documentation.
	By July 1
	President

	Documentation is submitted to CPA firm for preparation of IRS Form 990.
	By July 15
	Chairperson

	IRS Form 990 is signed and mailed to IRS.
	No later than 7 day after receipt
	Chairperson


NOTE: Except for presentations to the Board of Directors, “Chairperson” is always understood to be “Chairperson or Designee”.
The Finance FILLIN  \d  \* MERGEFORMAT  Committee
C.
Preparation of Quarterly Financial Reports for the Board of Directors

Primary Purpose:  

To provide the means for Board to perform oversight (fiduciary responsibility) of financial records as well as the position and performance of the organization.

Secondary Purpose #1: To monitor actual operating performance in relation to Annual Budget.

Secondary Purpose #2: To provide accurate financial information that guides the Board’s decision-making in the refinements of priorities and adjustments as the year elapses.

Secondary Purpose #3: To support the fulfillment Board’s duties and responsibilities.
Expected Highest Result:

Timely and accurate financial reports are prepared and delivered to the Board on a quarterly basis.

	Action Step
	Target Date or Time Frame
	Leader(s)

	Sound accounting practices are used to maintain the financial records.
	Ongoing
	Chairperson/
Bookkeeper

	Income and expenditures are accurately recorded in Quick Books in a timely manner.
	Ongoing
	Chairperson/
Bookkeeper

	Confirm the accuracy of all Quick Books entries through 1) auditing of posted transactions, 2) performing reconciliations, and 3) financial reports generated by the bookkeeper.
	Monthly
	Chairperson

	Prepare financial reports for the Board for the Quarter: 1) Balance Sheet (Statement of Position) at year end, 2) Profit and Loss (Statement of Activities), and 3) Treasurer's Report. Reports are delivered to the Board the month following the end of the quarter in time for that month’s meeting.
	Quarterly: July, October, January

	Chairperson

	Prepare Preliminary Fiscal Year-End documents (see above) for Board review.
	In time for Annual Conference
	Chairperson

	Amend and finalize Year-End Documents.
	By June 15
	Chairperson

	Send financial documents to all members via email.
	By July 1
	Chairperson


NOTE: Except for presentations to the Board of Directors, “Chairperson” is always understood to be “Chairperson or Designee”.
Appendix
Archives, Communications, Notes for:
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1. Email transmitting the Committee Plan to each committee chair
2. Committee Plan

3. Draft Master Budget (PDF document)

4. Quarterly Treasurer's Report (PDF document)
5. Balance Sheet (PDF document)
6. Profit and Loss Statement (PDF document)
1. Sample Email transmitting the Committee Plan to Sub/Committee Chairpersons. Each Committee Plan is sent separately, as they are customized for each committee.

It is once again time to start planning our budget for Fiscal Year 2012-2013. To help your committee in planning next year's activities, I have attached the Committee Plan Template for the (Nominations/Elections Committee). Please use this form to list projects your committee would like to complete next fiscal year, including expected funding needs and projected income.
Please contact me if you have questions about the use of this form.

Please submit the completed form to (President) and the Finance Committee (included in this email) no later than March 15. The Finance Committee will then consolidate the various committee plans and budget requests for presentation to the Board of Directors at the April Board meeting.

Thank you.

Treasurer
2.
INARS

Committee Plan

for

Nominations Committee
Committee


For Fiscal Year:

__________________2012-2013________________
Submission Date:

Finance Committee:___________________

Executive Committee:__________________

Submitted by Committee Chair:

_________________________________

Fiscal Year Goals and Objectives:
Specific Action Plans and Time Lines
	Action Plan
	Target Time Frame

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	


Wish List

Anticipated Income

Source

Amount

Expected Timeline

____________________
$_____________
________________

____________________
$_____________
________________

____________________
$_____________
________________

Timeline Budget Request

Line Item

Budget Request

Expected Timeline
__________________
$_________________
___________________
__________________
$_________________
___________________
__________________
$_________________
___________________
__________________
$_________________
___________________
__________________
$_________________
___________________
__________________
$_________________
___________________
Committee Charge per Bylaws: (example for Nominations/Election Committee)


Duties. The Nominations/Elections Committee shall develop and maintain standard operating policies and procedures, which are approved by the Board of Directors and posted on the RSM website, to accomplish the following:


1.	Determine which offices on the Board of Directors are up for election in a given year, solicit suggestions for nominees for these offices from the membership, select nominees for the offices, conduct an election, and notify the membership of election results.


Monitor the composition of the Board of Directors to ensure it is representative of the culture and values of the RSM community.


Orient new members to the INARS Bylaws and the Board of Directors offices, responsibilities, and practices. 


Monitor the operation of the Board and determine what skills need to be developed in order to help the Board become more efficient and effective.  Make recommendations to the Board of Directors.


Develop and submit an annual Nominations/Elections Plan with specific projects and strategies to the Board of Directors.  Recommend an annual budget to the Finance Committee.
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