Assorted Guideline Samples

I. FINANCIAL GUIDELINES

A. ______ shall maintain a P.O. mailing address and a bank account.

B. The ______ shall donate all monies above its working prudent reserve (to be determined annually in the budget) to the WSC. 

C. The ______ financial policies include:

1. These guidelines are set forth for the sole purpose of having continuity in the areas of financial responsibility and accountability between the areas, the RSC, its committees, resource persons and the fellowship as a whole. 

2. Committee chairs and resource people will create a yearly budget with an itemized breakdown based upon past expenses and future goals. This budget will show both the previous year's goals in comparison to accomplishments and goals for the upcoming fiscal year (August 1 to July 31), and will be submitted to the RSC treasurer prior to 7/1.

3. The RSC treasurer will compile all budget information into an overall annual budget to be brought before the RSC for approval at the August RSC meeting. 

4. The RSC approved annual budget will serve as the guide for the payment of various committee expenses. 

5. All committee funds will be handled though the RSC treasury, in accordance with the recommended financial guidelines for treasurer by the WSC.

6. All RSC funds will be handled through a consistent checking account. The treasurer and one of the following must sign each check (Secretary, Regional Chairperson, Regional Vice-chairperson).

7. A typed bimonthly report will be provided by the RSC treasurer for inclusion in the minutes. This report will include at a minimum:

a) A statement of cash flow (income/expenses) for the previous four months.

b) A year to date expenses to budget report. 

8. Committees that have an expense in excess of 10% of their budget must receive prior RSC approval.

9. The RSC treasurer will create a prudent reserve after compiling past financial information committee goals, WSC contribution request and need. This will be in effect for the current fiscal year. Any funds exceeding prudent reserve will be donated to the WSC at the end of the fiscal year, July 31. The prudent reserve will be approved by the RSC at the October meeting. 

10. Funds will be dispersed from the RSC treasury to committee chairpersons, who must provide receipts accounting for all funds received. Unused funds will be returned to the RSC general account at fiscal year-end. 

11. In the event that there should ever be a lack of funds to sufficiently meet the budgeted expenses, the priority of the expenses will be in the following order; Meeting room rent, P.O. Box Rental, Secretary Expenses, All other Accounts as proposed to the RSC for Approval.

12. All non-sufficient fund returned checks will be debited from the records. The ______ treasurer will make one effort in writing and a follow-up phone call to contact the check writer to make an attempt to counter balance the returned check.

13. All checks the ______ receives will be deposited within sixty days.

14. Written ledgers and journals will always be maintained.

Treasurer: 

1. Is custodian of the ______ bank account, maintaining required signatory updates

2. Gives a financial report at each ______ business meeting making all journals and ledgers available.

3. Makes available for auditing, all ledgers, journals, etc.

4. Is signatory on the ______ bank account.

5. Sends all monies over a prudent reserve to the WSC on an annual basis.

6. Prepares estimate and recommendations of prudent reserve requirements and reports these to the ______ on request. 

7. Always operates within ______ Financial Policies found in Section III C. 

8. Suggested Clean-time, three (3) years continuous abstinence from all drugs. 

