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Financial Policies and Procedures 
Board Approved March 18, 2024 

 

Governance 

The organization is governed by a Board of Directors which meets quarterly to assist the 
Executive Director in operating the organization. The Treasurer and Finance Committee 
review financial matters and advise the Board. 

Deposit Accounts 

The organization currently maintains four bank accounts:  an operating checking account 
(Community Interest Checking-AMNB), a general “deposit” account (Business Premium Money 
Market-AMNB), a “credit card” checking account (Basic Business Checking-First Citizens 
Bank), and an endowed flow thru account (Business Premium Money Market-AMNB). 

1. The “operating” account, an interest-bearing checking account, is used to pay 
operating/administrative expenses, including payroll deductions for the paid staff. Checks 
on this account require two authorized signatures, usually the Executive Director and 
members of the Executive Committee. 
 

2. The “deposit” account is used for all general gifts and deposits. No checks are written on 
this account. Transfers are made to the “operating” account and/or endowed flow thru 
account when necessary to cover expenses. 
 

3. The “credit card” checking account receives gifts made by credit card online through 
Network for Good. The Finance Manager is authorized to write a check for the 
Executive Director’s approval and signature from this account to the “deposit” account 
as needed to transfer funds in excess of $200. 
 

4. The “endowed flow thru” account is used for all deposits and withdrawals from the 
endowed funds.  No checks are written on this account. Transfers are made by the 
Finance Manager or Executive Director to the “operating” and/or “deposit” account 
when necessary to rebalance the funds.  Receipt of investment earnings distributions and 
capital call requests require approval from the Executive Director. 
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5. The Finance Manager can rebalance as needed between the four bank accounts, with 
approval from the Executive Director.  

6. If the organization receives any special grant awards that require maintenance of a 
separate checking account, additional accounts will be opened.  

Investment Accounts 

Investment accounts may be maintained for longer-term investments and funds are transferred 
between accounts as authorized by the Finance Committee. The Executive Director and any one 
Authorized Officer as specified in the Foundation’s Banking Resolution has Board authority to 
enter into new investments and to rebalance investment accounts as directed by the Finance 
Committee. 

Receipt and Handling of Funds 

The mail is received and opened under dual control and logged under supervision of the 
Executive Director. The Finance Manager records all checks, cash, online credit card 
contributions, and any other negotiable financial instruments received in a password-protected 
deposit log, notes any restrictions and any designations. The Finance Manager makes copies of 
the checks received.  When cash is received, the Executive Director and Finance Manager will 
both be present to record the receipt. The Foundation Administrator makes deposits and enters 
donations into FIMS using the printed deposit log.  In the absence of one of the staff members, 
the other two staff members will perform those duties. Checks are listed on the proper deposit 
form.  The completed deposit slip, daily log, and checks are forwarded to the Executive 
Director for review.  One copy of the deposit record is made for accounting.  The Foundation 
Administrator takes deposits to the bank when completed and approved.  The Foundation 
Administrator prepares acknowledgments and any additional correspondence to supporters.   

The Executive Director has the discretion to assign receipt and handling of funds tasks to other 
staff members to ensure the completion of these tasks in a timely manner. 

Disbursements and Purchases 

Prior authorization of all routine operating expenditures in excess of $1,000 shall be supported 
by written documentation. 

Payments: The Finance Manager receives invoices from vendors and prepares checks for 
routine and recurring expenses and without additional specific authorization from the Board. The 
Executive Director reviews all invoices and signs checks, and an Authorized Officer, as 
specified in the Foundation’s Banking Resolution signs checks.  Unbudgeted disbursements 
above $1,000 are considered and approved by the Executive Committee.  

Facsimile Signatures: Pursuant with the Banking Resolution approved by the Board of The 
Community Foundation of the Dan River Region at its June 12, 2023 meeting, the Board 
approves the use of facsimile signatures for any ONE Authorized Officer (one signature must be 
the actual signature of one Authorized Officer) as required to complete a financial transaction in 
accordance with the current Banking Resolution. The Authorized Officer whose signature is 



Page 3 of 6 
 

being affixed to the financial transaction must provide in advance written authorization for use of 
his/her facsimile signature for that transaction. The use of facsimile signatures is NOT permitted 
for check disbursements as specified in the “Payments” paragraph of the Financial Policies and 
Procedures.  

Tracking: The Foundation Administrator is the custodian of the operating and grants checks. 
The Grant and Scholarship Manager posts the grant applications and gives the Check Edit 
Report to the Executive Director for review and approval. Once approved, the Finance Manager 
processes all checks in FIMS for signatures.  Supporting documentation for disbursements is 
required.  Documentation is attached to check stubs prior to submitting checks for signatures.  
The Finance Manager inputs disbursement information into FIMS while preparing the checks.  
The supporting documentation and check stub are then filed by vendor.  Similar supporting 
documentation is maintained for all online drafts.  An expense reimbursement form is available 
for those seeking reimbursement. No blank checks are issued.  

Capital Asset Purchases: The Executive Director and the Chair of the Finance Committee shall 
make or authorize purchases of Capital Assets for the organization. Given the organization's 
limited resources, efforts are made to ensure acquisitions are at the lowest cost for the best 
quality.  Several bids will be obtained prior to the purchase of Capital Asset ($5,000 value) to 
ensure price analysis, quality assurance, and competitive bidding of vendors. Capital Assets 
costing $5,000 or more are capitalized for the depreciation schedule.  Property control is 
maintained through records that include asset description, cost, purchase date, source of funding, 
location and condition.  A physical inventory of property is conducted annually.  Organization 
office building is locked to protect against theft. 

Credit Cards:  The organization maintains a credit card, which is held by the Executive 
Director. Prior approval of all expenditures and use of the organization credit card is granted by 
the Executive Director, per established guidelines of the organization as outlined in these 
financial policies and procedures.  A receipt must be presented for purchases when the credit card 
is returned to the Executive Director so that purchases may be entered in FIMS by the Finance 
Manager.  Credit card statements are monitored monthly to match purchase receipts with total 
statement charges.  Personal purchases using the organization credit card are not allowed.  

Travel: Travel expenditures for the Executive Director shall be approved by a member of the 
Executive Committee. Advance approval by the Executive Director in writing is required for all 
business-related travel.  Travel expenditure reimbursement requests are submitted to the 
Executive Director for review and approval using a travel reimbursement form (requires 
reporting type, purpose, mileage, meals and lodging information) to ensure that only necessary 
and reasonable expenses are incurred.  Receipts must be attached for all expenses for which 
reimbursement is requested.  Travel expenditures incurred by the Executive Director are 
submitted to the Finance Manager using these same procedures.  Any exceptions to these 
standards must be justified and receive prior approval by the Executive Director.  
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Mileage: The Board of Directors may choose in the annual budget to provide a mileage 
reimbursement for employees expected to incur driving expenses. Mileage will be reimbursed at 
the rate set annually by the Internal Revenue Service. 

Employee Reimbursements: It is the policy of the Organization to reimburse employees for 
expenses incurred on behalf of the organization. All requests for reimbursement should be 
itemized on a reimbursement request and accompanied by associated receipts. Employee use of 
personal funds for organizational expenses, however, is discouraged. An organization credit card 
obtained from the Executive Director should be used for organization expenses, if possible.  

Special Grant Awards: When the Organization receives a special grant award, funds will be 
deposited according to the grant's requirements.  Costs are allocated to budgeted 
categories/subcategories and charged directly. The financial report and associated requests for 
reimbursements on reimbursement type grants is completed monthly, upon the Executive 
Director’s review of expenses and according to grant standards. 

Staff and Payroll 

The Organization’s staff is comprised of the Executive Director and other staff members.  
Payroll administration and documentation is contracted through a third-party payroll processor. 
The paid staff members receive paychecks every other Friday after submitting time sheets before 
the pay date. 

An employee orientation is conducted for new hires. It includes 1) completion of a W-4, VA-4, 
and I-9 which are kept in their personnel files; 2) instruction on time attendance documentation; 
and 3) review of any employee policy manual maintained and available in Executive Director’s 
office.  Employees complete new W-4’s as needed when withholding changes. 

All employees complete a payroll time sheet, recording daily hours worked and noting any 
vacation and/or sick leave time used, if the employee has been approved for this time off.  The 
employee signs as certification of accuracy and the Executive Director approves.  The 
Executive Director periodically compares employee time sheets with corresponding payroll 
records. 

The Foundation Administrator submits payroll hours to the payroll processor to prepare 
payroll drafts from the operating account. Foundation employees are co-employees of the payroll 
processor who makes the payroll tax deposits as required and prepares the required quarterly 
reports for state and federal payroll taxes. The payroll processor also completes any annual 
federal and state payroll reports and prepares W-2's and any 1099's after the final December 
paychecks for distribution in January. 

Financial Information Processes 

The Foundation may either employ or contract with a third-party Accountant to prepare daily, 
monthly, quarterly, and annual accounting services as needed: 

Daily:  The Accountant maintains the General Ledger to ensure that all revenue and expense 
transactions are recorded properly within the funds; provides support to staff with regards to 
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handling gifts and grants; processes transfers and checks as needed; monitors the budget on an 
ongoing basis; and works with the payroll processor to ensure compliance with applicable state 
and federal employment laws. 

Monthly: The bank statements (with images of cleared checks) are sent directly to the Executive 
Director, Treasurer, Finance Manager, and Accountant, who reconciles the bank statements to 
the computerized general ledger balances and prints a copy of the reconciliation reports.  The 
reconciliations are reviewed and initialed by the Executive Director and the Finance Manager.  
The total receipts per the deposit log are reconciled with the receipts per FIMS each month.  
Calls are made by the Finance Manager to the recipients of any checks that have not cleared the 
bank after three months to determine if the check has been received. If the organization has 
received the check, a request is made to deposit the check so that it may clear.  In the occasional 
event when a check has not been received, the check is voided in FIMS and a new check is 
issued. If necessary, the Finance Manager will contact the bank to stop payment on the lost 
check. 

Available monthly investment information is received by the Executive Director.  The 
statements and monthly transaction information is then given to the Accountant, who reconciles 
the investments to the information in FIMS.  The reconciliations are reviewed and initialed by 
the Executive Director and Finance Manager.   

The Accountant submits to the Executive Director, Treasurer and Finance Committee Chair the 
following monthly reports 1) a statement of financial position reflecting ending account balances 
for assets, liabilities, and net assets, 2) a statement of operating activities that reflects the 
monthly revenues and expenses per line item as they correlate to the budget along with year-to-
date amounts, and 3) an administrative actual versus budget statement.  The Finance Committee 
and Executive Committee review and approve the quarterly financials before presentation to the 
Board. 

Quarterly: The Accountant reconciles and adjusts the investment information in FIMS to the 
quarterly report from the investment consultant to record unrealized and realized gains or losses 
and dividends earned.  The Finance Committee reviews the quarterly investment report. 

Annually: An annual audit is arranged by the Finance Committee. The Accountant prepares the 
schedules and other information for the annual audit and information tax return (Form 990) to 
assist the CPA firm. The CPA firm presents the audit report to the Finance Committee for review 
and recommendation to the Board. 

Budget  

The Executive Director, along with the Accountant, prepares a draft of the annual budget and 
presents the budget to the Finance Committee for approval and recommendation at the final 
fiscal year-end Board meeting. The approved budget is then presented at the Executive 
Committee and Board meetings. Financial reports (statement of financial position and statement 
of operating activities), prepared by the Accountant and approved by the Finance Committee are 
presented at the Executive Committee and Board meetings. The actual revenues and expenditures 
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are shown compared to budgeted amounts to provide for budget analysis and variance 
explanation.  

Insurance Coverage 

The Foundation carries the following insurance coverage:  Directors and Officers Liability 
Insurance, Commercial Crime Insurance and Business Owner’s Liability and Property Insurance. 
The Finance Committee reviews the renewals of the policies annually. The Finance Committee 
shall make recommendations for any changes in coverage to the Executive Committee for final 
approval by the Board. 

Consultants and Subcontractors 

Evaluation of in-house capability is conducted prior to obtaining external assistance.  Requests 
for contractual services specify the nature and scope of activities and are solicited to ensure 
competitive bidding and reasonable costs/fees.  Contracts for consulting services are approved by 
the Board of Directors. 

Financial Policy and Procedures Amendments 

Either the Executive Director or the Finance Committee may propose amendments to the policy 
with amendments being first considered and approved by the Finance Committee and then 
forwarded to the Executive Committee and Board. 

Acknowledgment:  Adapted from policies developed by Harry D. Dickinson, PhD, CPA, and Bishop, Farmer & Co., 
LLP (formerly known as Bowling, Franklin & Co, LLP).  Used with permission. 

 

 

 

 

 

 

 

 

 

 

Revision History: Revised and Board approved 2018; revised and Board approved 12.14.2020; 
revised and Board approved 6.21.2021; reviewed and Board approved 6.13.2022; reviewed and 
Board approved 06.12.2023; revised and Board approved December 11, 2023; revised and Board 
approved 03.18.2024.  


