THE NEBRASKA CHAPTER OF NAHRO

BUDGETING AND FINANCIAL PROCESSING POLICY
Approved by the Executive Board—June 29, 2006
The following policy is established to guide the Executive Board and Treasurer in the process of developing an annual budget (September through August), disbursing payments, and financial reporting.

BUDGETING:
1. Each year, the officers, the Standing Committee Chairs, and the State Service Officer will present budget requests at the February Executive Board meeting for review and discussion, or as soon thereafter as requested by the Treasurer.  These budgets will cover anticipated expenses under each office of the organization or standing committee for the next fiscal year.

2. The board will offer suggested revisions and guidance to the Treasurer.
3. The Treasurer will prepare a budget document.  The compiled budget will be presented at the June Executive Board meeting for approval.

4. The board-approved budget will be included in the Annual Meeting membership packets, and published in the next regular issue of the Nebraska newsletter.

DISBURSEMENTS:
1. The Treasurer will make routine payments of all board-approved contracts and State Service Officer payroll and related taxes without additional approval.  The Executive Board approves all service contracts prior to processing payments.  Payments requested on proposed contracts will be placed on hold until the next regularly scheduled board meeting when approval can be made.  The President signs all service contracts, excluding conference and professional training contracts, on behalf of the board, and maintains a copy in the President’s official records to be passed on to the next president.

2. The Professional Development Chair and Conference Chair may sign contracts on behalf of Nebraska NAHRO for budgeted activities related to training and the Fall Conference under the jurisdiction of their respective committee.  The respective chair will request the Treasurer to make payment as necessary to fulfill the contracts.  

3. The Treasurer will pay other routine budgeted bills upon approval by the President or the appropriate committee chair.
4. Requests for payment on non-budgeted and non-routine expenses require approval by the President.  Non-budgeted items over $500 require board approval before being processed for payment.

FINANCIAL REPORTING:
1. Income and expenses will be recorded on a spreadsheet according to each budget line item.
2. The Treasurer will provide financial reports to the Executive Board at its regularly scheduled meetings.  The report will show the approved budget line items and the actual year-to-date income and expenditure line items. The financial reports to the board shall also include copies of the following: Check Register and Expense spreadsheet for budget line items; Check Register with deposited revenues;

Check Register with dates, check numbers, deposits and balances; Bank Reconciliation for all bank accounts including status of Certificate of Deposits. 
3. All Standing Committees will provide the Executive Board a detailed financial report on all income-generating activities sponsored by Nebraska NAHRO.

4. The Treasurer will provide the membership with an annual report in the same format as described in item #2.  This report will be included in the Annual Meeting membership packets.
5. The Treasurer is responsible for the payroll: Generating SSO quarterly payroll check; preparation and submission of quarterly 941, 941N, W-2, W-3N and also 1099(s).  Outsourcing these functions would require prior board approval.

6. The Treasurer gathers information, sends to the 990 Tax preparer for             preparation/completion of the 990, signs and mails prior to January 15, submits a             copy to the President. This is a budgeted line item and does not require board      approval for outsourcing.  The preparer shall be selected by the Treasurer.
