<Insert Name of Corporation Here>

Accounting Policy Manual

FISCAL POLICY #:  100

SUBJECT:  FISCAL MANAGEMENT OF THE AGENCY

It is the policy of the Board of Directors of the Corporation that the agency shall be fiscally managed in accordance with policies which are approved by the Board of Directors, and implemented through procedures and directives issued by the Executive Director or designee.  Furthermore, approved fiscal policies are to be contained in a Fiscal Policy Manual, to be used as a reference for compliance with policy and for consistency of management decisions.

PROCESS:

1.  Fiscal policies shall be developed in accordance with General Policy ( see attached) which may be summarized as follows:

The need for policy can be identified by many sources; it may be worded by staff or board member; it must be studied and approved by the applicable committee; it must be approved by the full Board of Directors; it is implemented by the Executive Director.

RESPONSIBILITIES:

1.  Implementation:  Executive Director or designee.

2.  Upkeep of Manual:  Director of Administrative Services.

POLICY ON FORMULATION OF BOARD POLICIES

It is the policy of the Corporation that policy is established and approved by the Board of Directors.  Policy is comparable to law; procedures are comparable to administrative rules. As such, the Board of Directors passes policy and the executive Director establishes procedures.  The purpose for this policy is to clarify the division of responsibilities in the process of developing Board policies.

PROCESS:

1. The need for policy in an area may be brought to the attention of the Board by any member of the Board or by the Executive director or authorized designee, or directly from an outside party such as an auditor, representative of a funding source, attorney, etc.

2. The wording for policies may be proposed and developed by staff, by an individual member of the Board, or by a committee effort.

3. All policies must be approved at a committee level even if proposed by a non- committee member.  The proposed policy should be routed to the committee which normally deals with its subject matter; if a proposed policy does not clearly fall within the jurisdiction of an established committee, it will be routed to the Executive Committee for study or , if needed, an Ad Hoc Committee shall be established by the President.

Policies should be analyzed in terms of benefits to the Center, modified as necessary, and voted on for approval or rejection by the committee.

#4: Alternative A

4. When a policy has received approval at the committee level, the committee has the option to deciding whether the policy requires full Board approval, or whether it may stand with approval of the committee only.

#4: Alternative B

4. When a policy has received approval at the committee level, the policy must be sent to the full Board for approval at least two weeks prior to the projected date of voting at the full Board level.*****

FISCAL POLICY #:1000

SUBJECT:  AGENCY OPERATING BUDGET - POLICY

It is the policy of the Corporation that a Preliminary Summary Operating Budget be prepared at least 60 days prior to the commencement of each fiscal year, based on the most current information available and updated periodically, whenever projected changes in Revenue and/or Expenditure warrant, and at least as often as required by applicable funding sources. All Agency's Operating Budgets must be approved by the Board of Directors.  The format and content of such budgets are to be established by the Finance Committee of the Board of Directors.

It is also the policy of the Board of Directors that a deficit Budget cannot be approved.  A deficit budget is defined as a budget in which the projected revenues are less than the projected expenditures, after adjustments for non-cash items.

Other Budgetary Submission:

Furthermore, it is the policy of the Board of Directors that budget submissions to other funding agencies such as the State of Florida, Metro-Dade County, City of Miami, United Way, etc., be approved by the Board of Directors.

PROCESS:

The Agency's Executive Director or designee shall submit to the Finance Committee such Operating Budgets as required and shall provide whatever additional information is needed for the Committee to make informed decisions.

As for the extent that such budgets impact on other Board committee responsibilities, it shall be the responsibility of the Chairperson of the Finance Committee to hold joint meeting with such other committees to obtain consensus.

The Finance Committee shall present such budgets, with recommendations, to the full Board for approval.*****

FISCAL POLICY#: 1001

SUBJECT: PREPARATION OF BUDGETS

Procedure:

Periodically, the Director of Administrative Services (DAS), may require unit directors to submit operating budgets due to requirements of the Agency or outside interests.

PROCESS:

1.  Instructions will be issued along with all the forms necessary to complete the budgets.

RESPONSIBILITIES:

1.  Enclosed are the latest Budget instructions to be used for all Budget submissions.

2.  When charges are made these instructions will be updated.

*****

FISCAL POLICY #:1002

SUBJECT:  BUDGETARY CONTROLS - AGENCY WIDE

GENERAL

While the Executive Director has overall responsibility for the Agency's operating budget, the responsibility to develop monitoring systems and to report on variances has been delegated to the Director of Administrative Services (DAS) or designee.

PROCEDURE

The DAS has developed the following reports to monitor the budgetary performance of the Agency and to report on variances on a monthly basis.

1.  Income Comparison Report:  This report contains an analysis of each item of Revenue showing the Annual Budgeted Revenue, the year-to-date Budgeted Revenue, the year-to-date Actual Revenue, Unearned Balance and % of annual budget earned.  All variances of 10% or more shall be analyzed in a written narrative and published by the Wednesday after the 2nd full week following month end.

2.  Expenditure Comparison Report (Unit Totals): This report summarizes the totals by Unit showing the Units Annual Budget, the Units year-to-date Actual Expenditures.  Unexpended balance and % of budget actually spent (incurred).

All variances of 10% or more shall be analyzed in a written narrative and published by the Wednesday after 2nd full week following month end.  This analysis will be related to the analysis of line item expenditures discussed below.

3.  Expenditure Comparison Report (By Category):  This report contains the major categories of line item expenses and shows Annual Budget, year-to-date Budgeted Expenditures, year-to-date Actual Expenditures, unexpended balance and % of budget actually spent (incurred).

All variances of 10% or more shall be analyzed in a written narrative and published by the Wednesday after the 2nd full week following month end.

4.  Cash Flow Report:  This report contains the actual cash received for the month and year-to-date.  Also, the report shows the beginning and ending cash balances.

All the above reports are issued to the Finance Committee for approval and

submission to the full Board on a monthly basis.

5.  Weekly Cash Flow Forecast:  This report projects the estimated cash revenues and cash expenditures for each week of the fiscal year for at least 8 weeks and monthly thereafter thru fiscal year-end.  Each week the year-to-date actual results are posted so that the forecast contains prior period actual and future period forecasts.

This report has a vital role in the financial management of the Agency and forms the basis for short-term and intermediate-term financial decisions including borrowing and major expenditure outlays.

Quarterly Expenditure Reports and Analysis:  Each quarter the Agency's expenditures are compiled according to State funding sources and analyzed to determine that the Agency is complying with expenditure requirements including match to justify the State contracts.

These reports are due 30 days after the quarter and are summarized for submission to HRS after review and approval of the Executive Director.

Year-End Income and Expenditure Report:  This report summarizes the financial operations for the year and is based on the Agency's audited Financial Statements.  Similar to the quarterly report, it is designed to determine that expenditures by funding source are sufficient to justify contract amounts.

This report is prepared within 120 days of year-end, using audited results, and is summarized for submission to HRS after review and approval of the Executive Director.

Other Controls:  In addition to these agency-wide reports, the DAS also reviews Monthly Expenditure Reports by line item for each Unit and Monthly Revenue Reports by source of revenue by Unit for all sources of Earned Income.  Each Unit Director has primary responsibility to operate within the approval Unit Budget, however, coordination with the DAS is part of the control.

Quarterly Economic Viability and Cost Efficiency Report:  This report summarizes quarterly expenditures by Unit (excluding Capital Outlays) and utilizes production data such as clients seen, number of events, direct service hours, and FTE's (Full Time Equivalent Staff).  The report calculates the cost per event, cost per direct service hour and cost per client.  These costs are calculated with and without overhead.

These reports also form the input for the quarterly MBO reports generated by the MIS section.

*****

FISCAL POLICY #:1003

SUBJECT:  BUDGETARY CONTROLS - UNIT SPECIFIC

PROCEDURE

It is the responsibility of each Division and/or Unit Director to monitor their budgetary expenditure levels throughout the year and to take corrective action when variances require such actions.  Corrective action must include contact with the Director of Administrative Services (DAS) to discuss approaches to be taken.

In addition, as part of the Finance Committee review, the DAS may initiate investigations on variances and may require Unit Director's input.

Monthly Expenditure Reports:  To assist the Unit Directors in their responsibility for budgetary control, the Accounting Dept., will issue monthly expenditure reports by line item, by unit, within 2 weeks after the month-end.

These reports will contain actual and budget expenditures for each month and year-to- date, as well as variance amounts.  The Unit Directors should use these reports to determine compliance with budget level programs.

Labor Distribution Report

As part of the monthly expenditure reports, the Unit Directors will also receive the Labor Distribution Report for their units.  The Labor Distribution Report will list the names of all staff members being charged to the unit and will contain the amount and percent of salary charged for each such staff member.  The total must agree with the Current Month Salaries and Wages shown on the Monthly Expenditure Report.  If there are any difference, the Director of Administration should be consulted.

It is required that each Unit Director review these Labor Distribution Reports to verify that the listing of employees is proper.  This is part of the internal controls to assure that no one in the payroll or personnel offices can fraudulently place or retain a person on the payroll.

Since our current system cannot "block out" additional employees by using the Personnel Job (Code) Number, the next best thing is to provide these listings to the Unit Directors for verification.

Monthly Revenue Report:  Each month a fiscal year-to-date report will be issued of Earned Revenue by unit by Source of Revenue.

These reports will also be issued within 2 weeks after the month-end.

At the time of budget preparation, each unit will be consulted to establish Revenue Goals.  The Monthly Revenue Report will be measuring the actual performance against these Goals.

Budgetary Responsibility of Unit Directors:  Whenever a Unit Director is aware that expenditure levels or revenue levels applicable to the Unit are or may be at variance by more than 10%, a written action plan must be submitted detailing correcting action to be taken to rectify the situation.

Action Plan Reports are due at least by the Wednesday following the 2nd full week following month end.

These reports should be issued to the Division Director who will include these in the Division's report to the Executive Director.  (Copies of the Division report should also be sent to the Director of Administration).

*****

FISCAL POLICY #:1004

SUBJECT:  BUDGET CONTROLS - CHANGES TO BUDGET

It is the policy of the Corporation that changes to the Agency's Annual Operating Budget must follow the level of authorization shown below.

1.  Unit Director may shift up to $500 for any category of expense so long as the total Unit (Cost Center) budget remains unchanged.

2.  Division Director may shift up to $1,000 in any category of  expenses within the division so long as the division overall budget remains unchanged.

3.  The Director of Administration may shift line item budget for any operating unit (cost center) as long as the total operating budget is not exceeded.

4.  The Executive Director may authorize shift in the center wide line item budgets up to 25% and must notify the Finance Committee of the Board of Directors of such shifts at the next regularly scheduled meeting.

5.  Budget Revision in which the Agency's total budget is changed,  must be brought to the Finance Committee for evaluation.  The Finance Committee shall present such budgets with recommendations, to the full Board for approval.

If individual unit budgets or line item changes are proposed and the total changes do not require a revised budget, a Budgetary Change Form must be prepared and approved by the level of authority shown above.

Personnel Changes

If the change is in Personnel, show the position number in the first column, the Employee name and position title under the "Category" column, and Current and Revised amounts in the applicable column.  The Current amount should always agree with the latest approved budget.

If the position being proposed is a new position, the Current columns would be zero "O" and there would be no position number, since no new position can be approved until the Budgetary Change Form is approved.  Under the Revised column for such new position show the amount of salary thru the end of the fiscal year.

For all other changes to personnel, show the fiscal year effects of the proposed changes. Show the effective date of the change and whenever possible try to start the change for the beginning of a pay period.

If these personnel changes are approved, the signed approved copy of the Budgetary Change form should be attached to the Change of Status Form and/or the Authorization to Hire Form.

Other Expenditures Categories

In the first column of the Budgetary Change Form, show the Line Item # for the expenditures as contained on the Budget Detail Form.

The type of expenditure should be listed under the "Category" column.  The Current and Revised Amounts should be recorded as applicable.  Whenever possible show the effective date of change. 

Reason for Change

Indicate in sufficient detail the reason for change.  If necessary, attach additional material.

Processing of Changes

The Budgetary Change Form should be prepared by the level of authority requesting the change and signed by the levels of authority shown above.

In all cases, regardless of the authorization levels required, the Director of Administration must sign off to evidence that the budget changes will be incorporated into the overall Operating Budget. 

BUDGETARY CHANGES FORM

TO: 

 FROM:

DIVISION:______________________________DATE___________________

COST CENTER:  _____________________________________________________

PROGRAM:____________________________________________________

CHANGES:  (Describe, specifying position number, title, employee name, if applicable, effective date, other, if applicable)

Pos # or Line #
Category 
 Amount 
 Revised  






TOTAL


REASON FOR CHANGES:

_________________________________________________________________ _

_________________________________________________________________ _

DATE______________________

SIGNATURES:    


:

DIVISION DIRECTOR:_________________________________  

UNIT DIRECTOR:______________________________________

EXECUTIVE DIRECTOR:________________________________

ADM. SVCS. DIRECTOR:________________________________

Note:  If these changes affect Personnel, an approved copy of this Budget Change form must be attached to the Change of Status form and/or Authorization to Hire form.

*****

FISCAL POLICY #:  101

SUBJECT:  METHOD OF ACCOUNTING

It is the policy of the Board of Directors of the Corporation, Inc., that the books, records and accounts of the agency be maintained on the accrual method of accounting.

PROCESS DEFINITIONS:

1.  The accrual method of accounting requires that expenses be recorded when incurred and that revenue be recognized when earned.  In a like manner, assets will be recorded when earned or obtained, and liabilities will be recorded when incurred.

2.  A general ledger shall be maintained as a book of final entry to record the financial transactions of the agency under the accrual method of accounting.

3.  Balance sheet accounts will be established and maintained on an agency wide basis.

4.  Revenue accounts will be established in sufficient detail to reflect sources of funds earned and, whenever practical, to reflect the operating unit (cost center) that generated the revenue.

5.  Expense accounts are assigned on a cost center basis, with each cost center (operating unit) assigned a complete set of expense accounts.

6.  Cost Center Listing:  See page 101.3

7.  Chart of Accounts:  See page 101.4

RESPONSIBILITIES:

1.  The manager of the accounting office is responsible for overseeing the maintenance of and the entries into the general ledger, and for establishing and maintaining the chart of accounts, and cost centers assignments.

2.  The director of administrative services supervises the manager of the accounting office and is ultimately responsible for the integrity of the accounting system.

*****

FISCAL POLICY #: 102

SUBJECT:  INDEPENDENT AUDITS

It is the policy of the Board of Directors of the Corporation that the financial statements for the Agency shall be audited at least once per year by Certified Public Accountants who are qualified to perform governmental agency audits.

Further, it shall be the policy of the agency to rotate independent auditors at least every five years.

The rotation policy fosters objectivity of the auditors, enhances the quality of services and brings forth different ideas and recommendations to improve the efficiency of the Agency.

PROCEDURE:

The selection of audit firms to conduct the above referenced audits shall be the responsibility of the Finance Committee of the Board of Directors, who will develop a Request for Proposal (RFP) and establish the term and condition of the request, following appropriate practices for selection of independent audit firms.

Agreement with the audit firm shall be negotiated for three (3) years with an option to renew for two (2) additional years or not to exceed a maximum audit period of five years.

To properly effectuate this rotation policy, the audit firm at the end of the audit period shall be precluded from submitting proposals.

*****

FISCAL POLICY#: 103

SUBJECT: CHART OF ACCOUNT

//

Enclosed is the current chart of accounts used by the agency.

*****

FISCAL POLICY#: 104

SUBJECT: COST CENTER LISTING

REVISION DATE:

Enclosed is the current Cost Center listing used by the agency

.*****

FISCAL POLICY #: 105

SUBJECT:  PURCHASE AUTHORIZATION LEVELS

It is the policy of the Corporation to establish purchase authorization limits which are consistent with sound business judgment, economy, and efficiency in making purchasing decisions.  In accordance with this policy, the following schedule of authorization levels has been established:

PROGRAM DIRECTORS  may authorize purchase of goods and services up to a limit of 1/12th of the budgeted line item amount, not to exceed $500.00 per purchase.

DIVISION DIRECTORS may authorize purchases of goods and services up to a limit of 1/12th of the budgeted line item amount, not to exceed $1,000 per purchase.

ADMINISTRATIVE SERVICES DIRECTOR may authorize purchase of goods and services up to the center wide budgeted line item amount, or $5,000, which ever is less.

EXECUTIVE DIRECTOR may authorize purchase of goods and services up to the center wide budgeted line item amount, or $10,000, whichever is less.  All purchases over $5,000 must be reported to the Finance Committee at the next scheduled meeting.

FINANCE COMMITTEE OF THE BOARD OF DIRECTORS may authorize purchase of goods and services up to the center wide budgeted line item amount, or $25,000, whichever is less.

BOARD OF DIRECTORS authorizes purchase of goods and services which exceed $25,000.

CLARIFICATIONS:

1.  Nothing in this policy shall be interpreted to change the check signature authorization levels which are contained in the cash management policy.

2.  Authorization limits pertain to single purchases.

3.  The authorization levels required for lease approvals shall 

be determined by the total amount obligated for the term of the lease.

4.  All contracts which involve the expenditure of funds fall within the purchase authorization levels of this policy.

5.  Administrative Services Director may veto or defer any expenditures on the basis of cash flow.

6.  Executive Director may veto or defer any expenditure on the basis of any reason.

7.  Administrative Services Director may authorize shifts in line item budgets for any operating unit (cost center) as long as the total operating budget is not exceeded.

8.  Executive Director may authorize shifts in the center wide line item budget up to 25 %.  The Executive Director notifies the Finance Committee of the Board of Directors of such shifts at the next regularly scheduled meeting.


*****

FISCAL POLICY #: 106(b)

SUBJECT: Purchasing of PRIDE Materials

It is the Policy of MBHC that any articles which are the subject of, or are required to carry out the contract with the Florida Department of Children & Family Services shall be purchased from Prison Rehabilitative Industries and Diversified Enterprises, Inc. (PRIDE), provided that the product or service meets the comparable price and quality requirements of the purchasing unit. Therefore, whenever MBHC is seeking bids and quotes for the procurement of materials, PRIDE should be solicited. {Since it is our intention to use PRIDE when applicable a notation should be made on each purchase when PRIDE is not selected.  State reason for exclusion.}  An abbreviated list of products\service is available in the Offices of the Director of Administration or can be obtained from PRIDE at (904) 487-3774.

*****

Fiscal Policy: #106

Subject: Guidelines for Making Large Purchases/Contracts

It is the policy of the Corporation to use the purchasing or contracting process which is most convenient, efficient, expeditious, and conductive to a standard of quality. When making large expenditures of money, or large purchases, renovations and other such items. Although economy is always a major consideration, the Corporation need not always choose the least expensive course, if this is not consistent with other more desirable factors.

Guidelines:

1.  
Competitive sealed bids will be used when a contract or purchase is anticipated to exceed  

$25,000.  This process will always be used regardless of dollar amount, when required by 

the funding source which is funding the purchase and/or contract.


a..  Vendors/providers will be pre-qualified.


b.  The contract will be advertised.


c.  An RFP process may be used.


When competitive sealed bids are use, the MMHC reserves the right to select a bidder 

which is not the lowest, and reject our all bids.  This shall be stated in the advertisement.


Selection of vendor will be made by the full Board or by a committee designated for that 

purpose on a case to case basis.

2.
Negotiation for professional services.



When the standards of a profession, such as accounting, or a particular goal of the Center, 

dictate that competitive sealed bids may not be used, the negotiated choice of vendor may 

be used.


a.  Contract may be advertised, RFP’s, or a list of qualified contractors/vendors shall be compiled.

b.  Contractors/vendors shall submit qualifications.


c.  Contractors/vendors shall be ranked ordered.


d.  Fees will be negotiated with the top ranking contract/vendor, if agreement with regard  to the fees cannot be reached, negotiations shall be conducted with the 
  

 contractor/vendor next in rank.


e.  Final selection of vendor will made based on the dollar limit authorization levels 

contained in Fiscal Policy FM #1-91.

3.
Negotiation Method


The Agency may use the negotiation method of vendor selection when:


a.  The product or service is considered unique or of a one-time nature.


b.  When specific results are required (and must be specified).


c.  When contractors can describe the specific techniques which will result in a benefit to 

MMHC.

4.
Price Quotation


a.  May be used when considering the purchase of bulk items.


b.  When considering the purchase of standard shelf item purchases.


c.  When considering the purchase of leasing of equipment in excess of $2,000.

5.
Sole Source


a.  May be used when a product or process is so unique that there is no other vendor available to provide the product or service to MMHC.


b.  Purchases of a repeat nature and any single purchase of $1,500 or more are strongly discouraged.  When this is the case, the approval in writing of the Executive Director Is required.  When the projected purchase is over $5,000, the approval of the Board  of Directors is required.



c.  In any event, written justification for any sole source purchase of over $1,500 must be prepared and show approval date as well as signature of person(s) approving it.

*****

FISCAL POLICY #: 106(A)

SUBJECT: Purchasing of Materials with Recycled Content

It is the policy of MBHC that any product or materials which are the subject of, or are required to carry out the contract with the Florida Department of Children & Family Services shall be procured with materials that have recycled content whenever possible.

Therefore, whenever purchases of materials are undertaken, vendors should be informed that whenever possible materials with recycled contents should be provided.

*****

Fiscal Policy: #107

Subject: Purchasing: Leasehold, Improvements, Re-modeling, Major Repairs

Every major repair, leasehold improvement, remodeling, and construction venture must be pre-approved by the Executive Director and the Director of Administrative Services before it is ordered or carried out.  Only emergency repairs, such as those that place in jeopardy the life or safety of the staff or clients may be authorized by other than the Executive Director and the Administrative Director.

Procedure:

1.Planning Leasehold improvements, remodeling, and minor construction ventures are normally conceived during the month of September, when preparations for the October budget are being made.  In the interest of good planning, Unit Directors and staff should plan needs in the above area between July and September, and should be ready to submit a Capital Budget Request during the budget construction period.


a.  Major Repairs:  Unplanned Major Repairs shall be treated in the procedural manner as below, 

except that a major consideration shall always be the relative merits of repairing vs. replacing an item. Since the need for repairs cannot always be anticipated, an unspecified amount in this category shall be put into the budget..


b. Minor Repairs:  Repairs estimated to cost under $200 are considered to be minor, and  may be 

initiated and carried out by the Unit Director.  The Unit Director must consult the expenditure reports in order to be alerted to the possibility of  running over the unit’s repairs and maintenance budget.  If so, then the same procedure as for Major Repairs must be followed.


c.  Emergency Repairs: Emergency repairs are those which pose a threat to life, safety,  or property, 
and for which authorization cannot be obtained in a pre-planned manner.  A Unit Director or supervisor may authorize such a repair and must be prepared to justify it.

2.Authorization: Those items which are approved by the E.D. and the A.S.D. shall be included in the budget as “approved capital outlays” for each unit and shall have the first priority for expenditure during the year.  Items not approved shall be kept in the ADS Office under “Pending Capital Requests.”

Because of the demands of cash flow, even approved capital outlays cannot be carried out without specific authorization.  In order to assure that approved funds are not expended without proper authorization, and to assure compliance with regulations, the following procedure is to be observed:

a.  The Assistant Director for Facilities Services shall review each request for leasehold 

improvements, remodeling, minor construction, or major repair from the standpoint of:


1.  Health and safety issues


2.  Licensing and permitting issues


3.  Efficiency issues.


4.  Other qualitative issues


b.  The ADFSS will approve or disapprove the request and pass it on to the E.D. for comments, discussion, and approval as to substance.


c.  The E.D. shall approve or disapprove the project, and pass it on to the ASD for approval as to:


1.  Status of authorization


2.  Availability of funds


 Any of the above may disapprove a project on the basis of it not having been pre-planned, and 
require justification as to why an unplanned project has taken precedence over a previously planned project.


d.  Once the project is approved and authorization to spend has been given by the ASD, the ADFSS shall coordinate the project, although the actual work may be delegated to unit staff.

3.
Contingencies

In recognition of the fact that events can occur which will require or make desirable the consideration of unplanned projects, the ASD will periodically review the budget with an eye toward determining whether funding is available for previously unplanned items, or whether new grants received require mid-year planning processes.4.
Board Approval

The Board of Directors must approve any project which is over the amount of $10,000 even when the item has been included in the budget which the Board has already approved.  Therefore, time must be allowed for the process of obtaining Board approval, and must be anticipated and planned for.

All individual projects under the amount of $10,000 which are in the approved Center wide budget, or their financial equivalents, may be approved by the Executive Director.

5.
Commitments and Contracts 

The Executive Director is the only staff member who is authorized by the Board of 
 Directors to sign binding contracts, up to the amount of $5,000.  Contracts exceeding $10,000 have to be signed by a Board Officer,
usually the President of the Board alone or in addition to other Board Members or the Executive Director.

*****

FISCAL POLICY #:108

SUBJECT:  APPROVAL OF FUNDING CONTRACTS

Background and Definition

Funding contracts are defined as contracts in which an outside entity and the Agency enter into an agreement whereby the Agency provides services in consideration for receiving funds.  All of the Agency's funding sources such as State of Florida Department of HRS, Metro Dade County, City of Miami, as well as other Agencies' funding agreements, are included in this definition.

Approved Levels Required:

$25,000 or less

If the total annual funding amount for a funding contract is $25,000 or less, the Executive Director is authorized to execute the agreement on behalf of the Agency.

Over $25,000

If the total annual funding amount for a funding contract is over $25,000, the approval of the Board of Directors is required.  At the time such board approval is obtained, the authorized signators will be identified based on the requirements of the funding source.

Such board contract approvals will be made through formal Corporate Resolutions.

Contract Amendments

Amendments to contract over $25,000 may be made by the Executive Director who is thereby acting on behalf of the Board of Directors provided that:


a.  the original contract was initially approved by the Board of Directors as required above, and

b.  any changes in the funded amounts are less than 15% of the   original amount or not greater than $100,000, whichever 
    is less, and Approval of Funding Contracts


c.  any such amendments are reported to the Board of Directors at the next scheduled board meeting.


d.  any significant changes in the language or scope of the contract  shall , prior to their Amendment by the Executive

Director, be reported to the Executive Committee and shall be subject to that  Committee's approval.  The term "significant" shall mean a change that, in the opinion of the Executive Director, alters the meaning or scope of the contract.

*****

FISCAL POLICY#: 109

SUBJECT: RETENTION OF RECORDS

FISCAL RECORDS:

According to 10E-14.02 F.A.C., financial records and all records necessary to document expenditures; income, and assets must be kept five years.  If any litigation etc. were initiated prior to the five year limitation, records must be kept until the resolution of all issues arising from these actions.

PROCESS:

1.  If any funding source or governmental regulation require addition retention periods, these requirements will be added to this policy.

RESPONSIBILITIES:

In order to comply with the above-stated Retention of Records Policy, the following procedures will be enacted:

1.  The five year period to be used will include the five full fiscal years prior to the current year.  For example, during Fiscal Year July 1, 1995 - June 30, 1996, the period of retention will include fiscal year July 1, 1990 - June 30, 1991 to fiscal year July 1, 1994 to June 30, 1995.   Subsequent to July 1996, the records for the July 1, 1990 - June 30, 1991 may be discarded.

2.  The following type fiscal records are to be maintained:


a).  General Ledger


b).  Subsidiary Ledger

  
c).  Transaction Listings


d).  Bank Statement and Reconciliation


e).  Account Payable - Vendor Files



f).  Payroll Ledgers, time sheet and other payroll documents


g).  Cash Receipts Deposit documentation


h).  Services Invoice Documents for billing to HRS


I).  Reimbursement Request documents for other reimbursement Contracts


j).  Funding Contracts

3.  Records for the two prior fiscal years will be retained on site.  Records for other periods may be retained off-site.  Records shall be placed in storage boxes labeled as to contract source and fiscal year.

4.  Because of the volume of details and since summary documentation is available and is being retained for the full five year period, the following items can be retained for a shorter period:


a).  Daily cash receipt with individual payment records for Clients are used to post details to the Client Accounts Receivable - these can be discarded one year after the fiscal year end.


b).  Time cards, which are posted to time sheets, as evidence of time worked can be discarded one year after the fiscal year end, since the time sheets, signed by the employee, are being retained.

CARE, CUSTODY AND CONTROL OF RECORDS - FISCAL:

The Manager of Accounting shall be responsible for the Care, Custody, and Control of all records discussed in this policy.  The Manager of Accounting will assure that storage areas for record retention are properly ventilated, dry and secure.  On a periodic basis but at least semi-annually the Manager of Accounting must inspect the storage areas to assure continued compliance.

ADMINISTRATION:

Administration records including correspondence, records and memos from the files of the Executive Director, Director of Administration, Deputy Executive Director, and other Administrative Management Staff are to be retained for 5 years following the fiscal year in which they were created.

PROCESS:

Files and records for the 2 year prior to the current fiscal year may be retained on site.  Records for other periods may be stored off site.  The records shall be placed in storage boxes labeled as to content, source, and fiscal year.

CARE, CUSTODY AND CONTROL OF RECORDS - ADMINISTRATION:

The Executive Director  Secretary shall be responsible for the Care, Custody, and Control of all records discussed in this policy.  The Administrative Secretary  will assure that storage areas for record retention are properly ventilated, dry and secure.  On a periodic basis but at least semi-annually the Administrative Secretary  must inspect the storage areas to assure continued compliance.

PERSONNEL RECORDS:

Personnel Records of terminated employees must be retained for 5 years after the fiscal year in which termination occurred.

PROCESS:

Files and records for the 2 years prior to the current fiscal year may be retained on site.  Records for other periods may be stored off site.  The records shall be placed in storage boxes labeled as to content, source and fiscal year.  

CARE, CUSTODY AND CONTROL OF RECORDS - PERSONNEL:

The Personnel Aide shall be responsible for the Care, Custody and Control of all records discussed in this policy.  The Personnel Aide will assure that storage areas for record retention are properly ventilated, dry and secure.   On a periodic basis but at least semi-annually the Personnel Aide must inspect the storage areas to assure continued compliance.

Method of Record Destruction

The following levels of controlled record destruction is to be used when outdated records are to be destroyed:

1.
Client Clinical Records and any other records described as confidential are to be destroyed by a bonded Records Destruction Company such as Insta-Shred, which is currently used by the Agency. Such Record Destruction Companies will provide a certificate acknowledging disposition.

2.
Personal Records and Financial Records are to be shredded internally.

3.
All other items can be discarded by placing them in trash bags, tied and put into the recycling containers.

 *****

FISCAL POLICY#: 1200

SUBJECT: HRS - A.D.M.: REVENUE ACCOUNTS 301-325

Contracts with the State of Florida, Department of Health and Rehabilitative Services, Alcohol, Drug Abuse, and Mental Health Program represent a substance portion of the agencies total revenue each year.  The funding is subject to change based on legislative appropriations and the categories may also change.  Therefore the specific revenue categories for which individual revenue account are requested will depend on the Funding Details contained in each contract.

PROCESS:

Billings to HRS are made on a reimbursement basis.  However, in the first two months of the fiscal year (July and August) the amounts billed are based on estimates and are considered advances.  Starting in September, the billing is based on units of service for the second prior month i.e. in September the billing is for services rendered in July. Even though the payment methodology for the ADM. Contracts contain language such as “Advance Reimbursement“, we shall recognize the revenue and set up the receivable in the month of billing, except that when HRS contracts allow multiple month billing the deferred revenue account (#227) will be credited for the future month revenue.  For example, when advance billing for July and August are allowed to be submitted in July, the total billings will be recorded as a Receivable in this account (101.14) however, the July amounts will be credited to Revenue by funding type and the August amounts will be credited to the Deferred Revenue Account (#227).

RESPONSIBILITIES:

The details explaining how the billings for the HRS - A.D.M. contracts are to be prepared are contained in the Guide to Performance Contracting, incorporated herein by reference.

1.  A subsidiary Account Receivable Ledger is to be maintained for each of the funding sources contained in the HRS Contracts Funding Details Schedule.

2.  Each month the subsidiary Accounts Receivable Ledger is to be reconciled to the General Ledger control number (101.04).

*****

FISCAL POLICY #: 1201

SUBJECT: OTHER STATE AND FEDERAL REVENUE (ACCT. 326-339)

These account numbers have been reserved for recording of revenue from other State and\or Federal Grants and contracts.  While the nature of such contracts may change from year to year, the following accounts have been assigned during the current period:

Account #326- HRS Fixed Capital Outlays:

Currently inactive by from time to time, HRS identifies funds for Fixed Capital Outlays and when such specific contracts are granted, the revenue will be recorded in this account.

Account # 327- Homeless Grant: 

Currently inactive, its is anticipated that the State of Florida may identify and contract funds for Mental Health and\or Substance Abuse Services to Homeless Clients.

Account #330- Federal Probation Grant:

Revenue from a contract with the Federal Probation Office for Substance Abuse Residential and Out-patient Services to Federal Clients.

Account #333- HRS Special Project:

Revenue for reimbursement of expense for Transitional Group Home special staff to provide one-on-one supervision to a client brought to the Agency by HRS.  The client has special needs and HRS reimburses for 24 hours, 7 days\week supervision by per diem staff.

Account 334- Disability Determination Income: 

Revenue paid by the Social Security Office for Psychiatric evaluation of individuals seeking Disability due to mental illness.

Account #335 - HRS-CSU Funds:

The Capital Funds Revenue received from the State of Florida for the purchase and renovation of a facility for the Crisis Stabilization Unit.  This project known as the 3800- 3850 West Flagler Street Facility has its costs captured in Account #180 CSU Capital Project, the State contract for these funds in the amount of $1,200,000 in KEC.

Account #336- DCA-CSU Funds:

The Capital Funds Revenue received from the Department of Community Affairs for the above cited project in the amount of $1,000,000 ( less $10,000 withheld for DCA Administration).

Account# 337- HRS-CASP:

The revenue received from HRS for a project to provide residential and support services to clients relocated from South Florida State Hospital.

*****

FISCAL POLICY #: 1230

SUBJECT: LOCAL, CITY, COUNTY REVENUE: ACCT.#:340-353

The above range of accounts are assigned to Revenue Contracts from other Government Agencies.  The current listing includes:

ACCT #: 341
CITY OF MIAMI SPECIAL PROJECT: Capital funds in the amount of $100,000 for the renovation of the Casa Nueva Vida Program at 

1560 S.W. First Street.

ACCT #: 342
CITY OF MIAMI: The regular finding for services rendered to clients in the Coconut Grove Community.

ACCT #: 343

*****

Operational Directive # 1271

SUBJECT:  PROCESSING OF DONATIONS AND CONTRIBUTIONS TO THE CENTER

When any person or organization makes a donation or contribution in cash, check or in kind to the Corporation, regardless of the program for which it is intended, the Director of Administrative Services is to be given the donation, or in the case of in kind contributions, must be notified in writing of the donation.

The individual receiving the donation is to prepare a Receipt for Donation or Fund- raising Solicitation Form (receipt form) for all of the following type items.

a.  Cash 

b.  Clothing

c.  Supplies

d.  Food

e.  Tickets to events

f.  Equipment and furniture 

g.  Gifts for clients

h.  Books and magazines

I.  Videos, records, tapes, etc.

Fund-raising

The receipt form is also to be used for acknowledgment of fund-raising solicitation receipts.

Name of Donor

Since we will be acknowledging in writing all donations and fund-raising contributions, please be sure to complete the donor name and address section with as much detail as possible.

Received By

The individual receiving the goods or cash, must sign the receipt form, date, and for non-cash item, use the donor's estimate for the value (amount) of the items donated.Type of Receipt

Unless a specific fund-raising solicitation is underway, most contributions will be considered as "Donation".

Whenever a fund-raising solicitation is underway, the Director of Administrative Services will be notified.  Therefore, if in doubt as to the type of receipt, contact the Director of Administrative Services.

Usage

Unless the donor specifies a restriction of the donation usage, mark "non-specified".  Otherwise, obtain the donor's request and indicate the name of the benefitting program designated by the donor.  Also determine from the donor if the donation is for client use only.

Comments

Indicate in the "Comments" section, the description of non-cash items as well as any other notation that would be helpful in evaluating the donation.

Processing of Receipt Form

After completing the receipt, give a copy to the donor.

If the donation is cash or a check, bring the donation to the accounting office cashier, give the donation and a copy of the receipt form to the cashier (and obtain a cashier signature on the receipt for your record).

Copies of all receipt form must be given to the Director of Administrative Services, who will determine that the coding is correct and will cause a thank you letter to be sent to the donor.

Internal Process (Administration)

Within one week of receipt, the DAS Secretary is to write a thank you letter to the donor using the standard approved format (See Sample).

The Secretary is to maintain a donation log on a fiscal year basis listing the items of information contained on the receipt.

As a back up to assure that all donations are being reported, the Secretary will review the posting to the contributions, donations, and fund-raising accounts each month to verify that these activities have been reported under this directive.

Donations of Capital Equipment and Small Office Equipment

Furniture and equipment with a value new of at least $25 but less than $500 are classified as small office equipment.

Furniture and equipment with a value new of $500 or more are classified as Capital Equipment.

In addition to the procedure described above, donations of Capital Equipment and Small Office Equipment will require additional accounting treatment.  See Policy on Fixed Assets #501.

*****

FISCAL POLICY:  #200

SUBJECT:  SELECTION OF BANKS

The selection of banks and type of accounts to be used for the funds of the Agency shall be the exclusive right of the Board of Directors.

The following is a listing of currently approved bank accounts by name, account number, type of account and signature authorization.

  .    .

NAME OF BANK
ACCT. #
TYPE OF ACCT
AUTHORIZED SIGNATURE








Special Instructions:  Checks under $500 require (1) signature; $500-$1,500 require two signatures; Over $1,500 requires two signatures, one of which must be an officer of the Board of Directors.

*****

FISCAL POLICY #: 2001

SUBJECT:  PAYROLL

It is the policy of the Corporation to pay employees on a bi-weekly payroll period cycle and to establish procedures to assure that hours worked are recorded and reported properly.  Further, payroll controls should be established to assure the propriety and validity of all individuals receiving payments.

PROCESS:

A.  Pay Periods

The bi-weekly payroll period shall be for a fourteen day period commencing on a Saturday and concluding on a Friday two weeks hence.  The payroll pay date shall be one week after the concluding Friday of the payroll period. In the event that a pay date occurs on a legal holiday, payment may be made on the last workday prior to the holiday(s).

B.  Time sheets

The Personnel office shall prepare pre-printed Time sheets for each payroll reporting component of the Agency. As a general rule a time sheet shall contain the listing of all employees reporting directly to an individual supervisor.

Time sheets will be available in the Personnel office on the Friday prior to the start of the pay period.  Time cards for components using the time clock will also be available on the Friday before the beginning of each pay period.

It shall be the responsibility of each supervisor to obtain such Time sheets and Time cards from the Personnel office.  A supply of time logs are also available.  (See FM________ for procedure concerning preparation of time logs and Time cards).

The supervisor is responsible to record the employee's work hours to the time sheet on a daily basis.

In some components, time clocks are available and are to be used by overtime eligible employees to record their hours worked.  Whenever time clocks are not available, time logs are to be used by overtime-eligible employees to record

their hours worked.


These time clock and time log reporting systems are provided to assist the supervisor in controlling time worked. However, the official documents for payroll time reporting continues to be the time sheet.

Reporting Paid and Unpaid Absences and Benefits

In addition to hours worked, the Time sheets should contain any hours of paid or unpaid absences.  (See Personnel Policy Manual for eligibility and type of absences and benefits available).

Such absences and paid benefits must be authorized by the supervisor using the Advance Authorization which are to be attached to the applicable time sheet for processing.  A separate authorization must be completed for each pay period even if the time off is consecutive such as vacation.  For example, a vacation or other absence that extends over two pay periods must be authorized on two separate Advance Authorization forms, each covering the dates of the applicable pay period.

The following codes are to be used on the Time sheets to indicate the type of non- worked hours being reported and should be recorded in red ink:

Leaves of Absence

The Personnel Policy Manual allows employees to request leaves of absences for extended periods of time. Whenever such absences are granted, the employee may have a considerable number of unpaid days included in the leave of absence.  In order to simplify the time sheet reporting process, the following exception to the Advance Authorization request and time sheet recording is being made.

a.  Whenever there are no paid hours to be reported for an absent employee on authorized leave of absence, Advance Authorization forms do not have to be submitted with each time sheet.  The supervisor should write across the entire 14 day period of the time sheet on the line, for the employee  involved, "Leave of Absence".

b.  However, if any paid hours are included on the time sheet in any pay period, then the remaining work days must be accounted for thru the   Advance Authorization form as described above.  If the paid hours are notworked hours, these must also be included and explained on the Advance Authorization form.

Submitting Time sheets

Supervisors are required to turn in completed Time sheets to the Personnel Office no later than 12 noon on the Monday following the conclusion of the pay period.  If the Monday is a Holiday, special instructions will be issued covering the reporting requirements.

The Time sheets must be signed by each employee and by the supervisor. 

Advance Authorization forms must be attached for any non-worked hours included on the Time sheets.

In a separate envelope, Time cards or time logs are to be submitted, the envelope should be attached to the Time sheets and should be labeled with the component name, supervisor name and inclusive pay period dates.  The envelopes which will be filed in pay period order must be legal size and can be obtained from the Personnel office.

If employees are not available to sign Time sheets, supervisors are to process the Time sheets as required. Employees must be informed that they must go to the Personnel office to sign their Time sheets and that the employees will not receive their paychecks until the Time sheets are signed.

In some components such as the 24 hour programs, employees work shifts in which they cannot always be available to sign Time sheets at the end of the pay period and would thus have to come to Personnel every pay period.

In order to accommodate these exceptions, such employees will be allowed to sign the Time sheets prior to the conclusion of the pay period so that the Time sheets can still be processed on time.

In so doing, some hours reported may be estimated based on scheduled work.  It will be the responsibility of the supervisor to subsequently verify that the estimated hours were actually worked or an amended time sheet was prepared and submitted.

Distribution of Checks

After the Payroll office has prepared the paychecks, obtained authorized disbursement signatures, and have assured that all paychecks are signed and accounted for, the payroll office shall deliver the paychecks to the Personnel office for distribution to the supervisors and employees.

The Personnel office shall prepare a master listing for supervisors to sign acknowledging receipt of paychecks for their employees.  In addition, the supervisor will have a receipt log listing all employees whose checks have been given to the supervisor.

As the supervisor distributes the checks, the employee shall sign the receipt log acknowledging receipt of this paycheck.  The receipt log is to be returned to Personnel along with any undistributed checks.

As discussed earlier under "Submitting Time sheets", pay checks for employees who have not signed their Time sheets will not be distributed.  Instead these pay checks will be retained in Personnel and the employees must come to the Personnel office to sign their Time sheets before receiving their paycheck.

An exception to the rule of retaining paychecks until Time sheets are signed may be made under the following special conditions:

a.  If the employee is on an approved absence or vacation on the dates when the Time sheets are signed and when the payroll checks are distributed the employee may request, in writing, to the Personnel office that his    paycheck be mailed or given to an authorized party.  However, upon return to work, the employee must sign the previously unsigned Time sheets before the next paycheck can be issued to him.

b.  If the employee is unable to come to the Personnel office to sign the Time sheets or pick up his paycheck due to unusual circumstances such as illness and/or hospitalization, and the absence is not covered by an approved Advance Authorization (covered by (a) above), the employee may request in writing that his paycheck be mailed or given to an authorized party.  Such request must be approved by the individual to whom the employee's supervisor reports.  However, upon return to work, the employee must sign the previously unsigned time sheet before the next paycheck can be issued to him.

c.  For handling of documentation pertaining to death of the employee, see  FM________.

*****

Fiscal Policy: #2002

Subject: Procedure for Advance Authorization for Overtime and  Extra Hours Worked

General:

Employees are not authorized to work overtime or extra hours without the prior approval of their supervisor.  To assure compliance to this Policy, and to evidence prior authorization, the following procedures are to be followed:

Procedure:

Whenever a supervisor is to authorize overtime and/or extra hours to be worked by an employee, the supervisor must prepare an Advance Authorization for Overtime______Extra Hours____ From (copy enclosed).

This Advance Authorization can be held for the entire pay period and submitted to Personnel with the time sheets.

Completion of the Form:

*  The name of  the staff member who is to do the work and that person’s position number are listed in the applicable section of the form.

*  The date the work is authorized, the authorized hours to be worked and the reason for the work shall be indicated in the appropriate column.  Completion of the next two columns will depend on the type of work and condition.


a.  If the staff person is working extra hours in his/her own job, both the position number covered and the position number charged will be the same as the staff member’s own position number.  (However, see Overtime Exempt Section for Exception).


b.  If the staff member is working for an absent employee, the position number covered and the position number charged will be the position number of the absent employee.


c.  If the staff member is a regular employee (not a  per diem employee) but is working for an absent employee in a unit which has per diem shifts to cover such absences, the position number covered will be the number of the absent employee, but the position number charged will be  the per diem position number.  (Since a per diem position 
number is being charged, this information must also be posted to the Quarterly Per Diem Report).


d.  If the staff member is working to cover an authorized, vacant, unfilled position, the position number charged will be the unfilled position number, even if the unit has per  diem positions.  

Situations that may not be covered by this policy:

*  A separate reporting requirement exists for coverage of per diem positions.

*  In those units that are authorized per diem positions to cover gaps in regular coverage, as well as absences in 24 hour operations, the individuals hired as per diem employees are called in as needed.


a.  If the per diem employee is working to cover a per diem shift, the Advance 
 uthorization Form does not need to be prepared.  However, this work must be  recorded to the Quarterly Per Diem Report to account for actual per diem shifts  worked versus budget.


b.  If the per diem employee is working to cover an authorized, vacant position, the     Advance Authorization Form should be completed. The position number covered and     the position number charged will be the vacant position numbers. Also, if a per diem     employee is working to cover a non-per diem position, the Advance Authorization Form is to be completed.  Under these circumstances, the hours worked would not be  recorded to the Quarterly Per Diem Report, even though the individual is a per diem employee.


c.  As stated above, per diem employees working per diem shifts are not to have their hours reported on the Advance Authorization Form, but on the Quarterly Per Diem Control Sheet.  However, if the per diem employee works more than 40 hours in a week, the Advance Authorization Form must be completed for the overtime hours.

Overtime Exempt Employees:

Employees who are overtime exempt are not paid for extra hours worked since their salary and position generally have taken these factors into consideration.  Therefore, the only time that overtime exempt employees’ extra hours would be reported is if they are to be paid for such hours.  In such instances, the prior approval of the Executive Director is required.

The most common circumstances in which this may occur is when an exempt employee works another shift for an absent employee.

Accommodation:

From time to time, an exempt employee may be required to work extra hours, attend workshops, or work on their days off.

While such work does not automatically entitle the employee to receive accommodation time off, the Executive Director may grant time off  depending on the circumstances, provided prior approval was obtained, except in emergencies.  If accommodation time off is granted, an Advance Authorization for Accommodation Time-Off Form should be completed indicating the conditions justifying the accommodation time off. 

The Advance Authorization Form is to be signed by the Executive Director and then given to the employee.  When the employee takes the accommodation time off, the Form is turned in to the supervisor for inclusion with the time sheet for the pay period, and the time is coded “A” for Accommodation Time Off.

*****

FISCAL POLICY #: 2003

SUBJECT:  EXTRA HOURS, AUTHORIZATION PROCESS

Directive:  If a full time, salaried employee wishes to work additional time in a department, unit or program which is different than the one in which he is regularly employed, authorization must be obtained from the primary Supervisor and the secondary Supervisor.  Such authorization may be given for a maximum of two additional work days per week only.

Background:  In accordance with Labor Law, if an employee's primary position is salaried, he or she may work additional time in another position and the exemption from overtime is carried over to the secondary position even if the secondary position would normally be eligible for overtime payment.  This will hold true as long as the number of hours worked in the secondary position are not excessive, thereby rendering the secondary position "primary".  It is in the best interests of Corporation to control extra hours worked by salaried employees so that their overtime exemption will not be threatened.

Procedure:

a.  The employee who seeks or is offered additional work must request the proposed secondary supervisor to get authorization from the primary supervisor to employ him or her.  If the primary supervisor approves, a memo to the Personnel File is written, with a copy given to the secondary supervisor for verification.

b.  The employee is responsible for the proper routing of his or her time sheet, labeled "SPECIAL TIME SHEET", which can be obtained from any supervisor and from the Personnel Office.  The employee gives his secondary supervisor the time sheet to be filled out.

c.  The secondary supervisor fills out the "SPECIAL TIME SHEET" completely, signs it, and makes a copy for his or her own files.  The time sheet is returned to the employee for further routing.

d.  The employee takes the "SPECIAL TIME SHEET" to the primary supervisor. 

e.  The primary supervisor signs the time sheet, makes a copy of it for his own files, and turns in the "SPECIAL TIME SHEET" together with the regular time sheets to the usual place.

f.  It is in the employee's best interest to keep a copy of all "SPECIAL TIME SHEETS" turned in on his behalf.

g.  If the special time sheet is not turned in on time for processing for the upcoming payroll, or is unsigned, then it will be held over to the subsequent payroll date.

h.  It is the responsibility of the primary supervisor to assure that the employee is not working more than two additional shifts, or its equivalent, in any and all other departments, units or programs.  

I.  The Executive Director may make exceptions to this directive under temporary, unusual circumstances, and in emergencies, if it is in the best interests of the center to do so.

j.  The Payroll Department will make a journal entry immediately after each payroll.

 
k.  A salaried employee who is authorized to work extra hours must be given by his primary supervisor a memorandum of understanding regarding this directive for signature.  The memorandum will be filed in the  personnel file. 

l.   An employee who violates this policy will be subject to disciplinary action up to and including termination.

*****

FISCAL POLICY #:2004

SUBJECT:  PROCEDURE FOR ESTABLISHING PERSONNEL POSITION NUMBERS

All work positions in the Agency must be authorized by the Executive Director before anyone can work on the premises.  This includes voluntary subsidized positions, students and other non-paid positions as well as all regular paid positions regardless of method of payment.

Other policies establish the process for obtaining prior approval.  This policy is concerned with establishing the method for assigning position numbers to each person.

Cost Centers

A Cost Center is an accounting designation that is used to identify and accumulate expenditure categories (costs) for activities of a like nature or activities that are defined by the Agency management as appropriate for such treatment.

In the past we have used the term "Unit" to designate a cost center.  For example, the Aftercare Outpatient Unit is a cost center.

Effective 7-1-94, the term "Cost Center" will be used to identify those entities that were called "Units" and will be used to identify future activity groupings.

The Agency's accounting system is also set up to capture expenditures on a Cost Center basis.

The Director of Administration has the responsibility to establish cost centers and to assign cost center numbers.

Each Cost Center is assigned a unique two-digit number for identification and control. (Exhibit A has the current listing of Cost Centers and Cost Center numbers).

Position Numbers

Each person authorized to work on the premises will be assigned a unique six-digit position number.

The first two digits will represent the Cost Center.  Individuals whose salary expense is allocated to two or more cost centers will be assigned to the Cost Center with the greatest allocation.  If equal allocation, the Cost Center's Director will make the assignment decision.

The second two digits will represent the employee pay status as follows:

  01-Full time employee scheduled 40 hours per week.

  02-Full time employee scheduled 37.5 hours per week.

  03-Part time employee scheduled at least 20 hours per week but less than 37.5-eligible for 
benefits on a pro-rata basis.

  04-Part time employee scheduled for less than 20 hours per week not eligible for any benefits.


  05-Commission employees-contracted employees who are to be paid based on a commission
related to their billable services-not eligible for any benefits.

  06-Pro Personas Mayores (non-employees) subsidized staff-individuals assigned to our 
Agency by the Pro Personas Mayores Agency and paid by them.

  07-Senior Companions (non-employees) subsidized staff-individuals assigned to our    
Agency by Metro Dade County Senior Companion Program and paid by them.

  08-Students (non-employees)-individuals working on a volunteer,supervised basis for work  
 experience credits from a college or university or other institution of higher learning.

  09-Supported volunteers (non-employees)-individuals who work for our Agency but are  
compensated for their services by another entity.  (Dade County school teachers,  
etc.).

  10-Volunteers (non-employees)-individuals who donate their time free of charge to    
work for our Agency.

  11-Court ordered workers (non-employees)-individuals who are directed by the Courts to    
 perform volunteer community services and are assigned or accepted by our Agency for that 
purpose to perform non-clinical functions.

  12-Court ordered workers-clinical (non-employees) individuals who are directed by the courts 
to perform volunteer community services and are assigned to or accepted by our Agency for 
that purpose to perform clinical functions.

  13-Temporary - Full Time.

  14-Temporary - Part Time.

  15-MDCC - Full Time.

  16-MDCC - Part Time.

  17-39-To be assigned as needed.

  40-49-Per diem positions-individuals who are hired to work on an "as needed" basis to cover 
  for staffing shortage due to shift requirements, sickness or vacation of regualr staff, 
 etc.  Per diem employees are not eligible for benefits.  Each per diem position must  
 be approved by the Executive Director in advance and re-approved each fiscal year.

For budget purposes, individuals assigned to the per diem positions will not be    listed, only the position.  For example, in CSU a Human Services Counselor III perdiem position is coded 13-40-00.  The authorized number of shifts and hours per shift would be shown in the"Employee Name" column of the Personnel Details Form, i.e.; "260 shifts @ 8 hour each".  No per diem position can be authorized for more than 2080 hours per year.  If a greater number of hour is required, a second per diem position will be assigned.

The third two digits will represent the individual filling the position and will be assigned in sequential order in each cost center by pay status order beginning with "00" for Division Directors and the Executive Director.  These Directors will be assigned to a "Flag Ship" Cost Center.  Mental Health Division Direct is in "01".  Substance Abuse in "06", Crisis Services "12", the Medical Director in "30" and the Executive Director in "16".  Subseqent numbering should be in hierarchical order where appropriate.

For example, the Executive Director position number is 16-01-00, the Deputy Executive Director is 16-0101 and the part time (16 hrs. per week) Receptionist is 16-04-01.

*****

Fiscal Policy: #2005

Subject: Job Descriptions

Each job position shall have a correspondent job description.  Each employee shall receive a copy of the job description for his position upon being hired, and when changes are made to the job description.  It is the responsibility and right of management to change job descriptions as the requirements for work in a position change. 

The Executive Director shall receiveinput and hear recommendations from Unit Director about the adequacy of current job descriptions and authorizes changes and shall supervis the integrity of the personnel files in this regard as well as in other areas.

Unit Director shall receive input from supervisors and other staff  about adequacy and currency of job descriptions and make recommendations to the Executive Director for changes.  The Unite Directors shall review the adequacy of job descriptions at least once a year and discuss changes with affected employees and provide training if needed.

Supervisors and other staff shall bring to the attention of Unit Director perceived need for changes to the job description and in performance required by changes in the job description.

Personnel Secretary shall Implement the procedures as described below.

Procedures for Making Changes to Job Descriptions:

1.
The changes made are submitted to the Executive Director for approval, with a copy of  the old job description attached.


2.
If the Executive Director approves the changes, then final typing of the new job description is done, and the amended job description is entered into the computer disk labeled “Job Descriptions 

3.
The amended Job Description is marked “Obsolete” and dated with the date when the new job description is effective.

4.
The Personnel Secretary marks “obsolete-and the date” on all of the job descriptions contained in the personnel files of employees currently employed who occupy that job position.  The obsolete job description stays in the employee’s file.  Issues each affected employee a copy of the new or amended job description.  Places new job descriptions in each personnel file.  Places a copy of the obsolete job description, properly marked, in a hard copy file.  Purges all supplies of obsolete job descriptions, and assures that new hired and/or rehired employees receive the current one.

NOTE:   The computerized file of Job Descriptions will contain only the updated versions of  the job descriptions. To review old job descriptions, the hard copy file must be examined. When a job description is being entered into the computer files, it must be dated with the date of the new version.

*****

FISCAL POLICY:  #201

SUBJECT:  LOANS, LINES OF CREDIT, AND OTHER ENCUMBRANCES

All loans, lines of credit, and/or other encumbrances incurred by the Agency must be approved by the Board of Directors.  The President of the Board, and one other officer of the Board, and when required, the Corporate Secretary are authorized to sign such documents of indebtedness.

PROCEDURE:

From time to time, the financial needs of the Agency may require funds thru loans, lines of credit, and/or other encumbrances.

When such circumstances occur, the Executive Director or designee shall present the request for such funding to the Finance Committee of the Board of Directors for evaluation.  The Finance Committee shall submit the request to the Board of Directors and shall include the committee's recommendation for approval or disapproval.

Use of Lines of Credit:  When Board approved, and a Line of Credit is obtained, the manner of drawing down funds is as follows:

  a.  The Executive Director or the Director of Administration shall  determine the amount of funds needed and shall prepare a Request for Funds as required by the bank.  The Request for Funds shall be signed by the Executive Director, or the Director of Administrative Services, or the Deputy Executive Director and one Officer of the Board of Directors.

b.  Copies of all such Request for Funds will be forwarded to the Manager  of Accounting who will oversee the transfer of funds and record the appropriate accounting entries.

*****

FISCAL POLICY: #2010

SUBJECT: Salaries Account #604 (By Cost Center)

Compensation paid to the Agency’s employees is to be charged to Account #604- Salaries (by Cost Center).  This account will be used to record gross salaries for each payroll.  Usually there will be two payroll payments per month.  Since the Agency pays on a bi-weekly basis, there are 26 pay periods per year.  Therefore, in two months each year, there will be three payrolls charged.

It should be noted that the salary account is always charged with full payroll period   expenses. Accruals for partial pay periods will be charged to Account #602-Other Salaries, which will be discussed in Policy #2011.

By charging only full pay period expenses, the Cost Center managers can control and evaluate monthly expenses by reviewing the Monthly Labor Distribution Report, which lists each employee charged to the Cost Center for each pay period of the month.  (See Budgeting Controls Policy # for more details). 

*****

FISCAL POLICY #: 2011

SUBJECT: VACATION PAY ACCOUNT

The Vacation Pay expense account is only charged or credited at fiscal year end when the year end accruals are made to record the liability for earned, unpaid vacation.  During the year, vacation payments are simply a part of the regular salaries charged to expense each pay period.

The logic being that budgets for the year are calculated on each individual annual salary.  This may be 50 weeks of regular pay and two weeks of vacation or any combination thereof.

However, at year end the liability for vacation pay is calculated for all eligible employees.  The Accrual Vacation Account is adjusted to the new liability, increase, or decrease as compared to last year’s accrual.  The offsetting entry is to this Vacation Pay expense account #605. 

*****

FISCAL POLICY: #2012

SUBJECT: Other Salaries-Account #606 (By Cost Center)

Procedure:

This account is to be used to record accruals  for partial payroll expenses per month as well as other salary expense adjustments whenever needed.

Since full payments are charged to Account #604, an accrual is required each month to charge expenses for the salaries incurred for the days since the last full payroll.  The accrual, by Cost Center, will be calculated based on the average daily cost of  (assuming 10 days) the latest payroll recorded in the month accrual, multiplied by the number of days needed for the accrued.  For example, if the latest payroll recorded in the month was $200,000, the average daily payroll is $20,000 ($200,000/ 10 days).  If the latest payroll covered the period ending on the 25th (always a Friday) and the month has 30 days, the accrual would be for three (3) days (Monday-Wednesday) for a total of $60,000.

Even though some Cost Centers operate for seven (7) days per week, the Agency will always accrue for weekdays only since the average daily payroll is based on a 10 day pay period, i.e., the seven (7) day Cost Center’s average based on 10 days is higher and compensates for this treatment.

Of course, in the next month, the prior months accrual is reversed.  The offsetting account for these accruals is Accrued Salaries Account #207.

*****

FISCAL POLICY:  #202

SUBJECT:  INVESTING OF CASH

Whenever the agency's cash funds are in excess of current cash needs, it is the policy of the Board of Directors that such excess funds be used to pay down indebtedness where applicable or be deposited into interest-bearing Money Market Account (s).  Such Money Market Accounts shall be selected by the Board of Directors as per policy.

Revolving Line of Credit

Whenever Revolving Lines of Credit are in force and indebtedness exists, excess cash should be used first to pay down such indebtedness whenever possible.

In order to maximize savings of interest expense by paying down such Revolving Lines of Credit, the Executive Director or the Director of Adminintstrative Services are authorized to transfer funds between the Agency's Revolving Line of Credit and its  Commercial and/or Money Market Accounts by telephonic transfer. 

Control Over Telephonic Transfers

Each such telephonic tranfer shall be evidenced by a written authorization signed by the Executive Director or the Director of Administrative Services and forwarded to the bank with a copy sent to the Treasurer of the Corporation.

The bank shall be instructed to issue debit and credit advices evidencing these transfers and also shall be instructed to acknowledge in writing the limits of telephonic transfers as discussed above.

Money Market Accounts 

Whenever payments to reduce Revolving Lines of Credit are not appropriate or applicable, the Agency is to deposit excess funds into the interest-bearing Money Market Accounts established by the Board of Directors.  
  

*****

FISCAL POLICY#: 2020

SUBJECT: PROFESSIONAL FEES - ACCOUNT # 644-648

Professional Fees are expenses made for services of lawyer, auditors, accountants, lobbyists, outside psychiatrists, consultants, and other type professionals that are not employees.

Acct. #644 - 
Auditing - Expenses for the annual audit of the Agency’s Financial Statements 
(See Policy #103 for selection of Auditors).  The expense is recorded in the audit 


 year, even though the actual audit and payment may extend well beyond the fiscal year end.  Changed to Administrative Cost Center.

Acct. #646 - 
Legal - Expenses for lawyers and other legal consultants.  Charge to Administration Cost Center, unless specified.

Acct. #647 - 
Other Professional Fees - Expenses for professional fees other than legal, audit, 
and psychiatrists.  This account is also used to record expenditures for lobbyists.  Allexpenditures for lobbyists will be made from non-governmental funds, i.e., no federal, state, county, or city funds can be used .  These lobbyists expenditures will also be excluded from the “Computation of Matching Requirements” schedule reported in the Audited Financial Statements.  The exclusion will be labeled as “Non-reimbursable expenses.”

Acct. #648 - 
Psychiatrist on call - For expenses to non-employee.  Psychiatrists who work on call whenever coverage requires. 

 


*****

FISCAL POLICY:  #203

SUBJECT:  CASH FLOW FORECASTING

Background

Cash management begins and ends with good planning.  While it is a policy of the agency that operating budgets be balanced as to revenue and expenditures, the timing of these activities can cause great fluctuations in the agency's cash position. Therefore, cash flow forecasting is a vital tool in the agency's cash management system.

Responsibility

While the operational responsibility for cash flow forecasting rests with the Executive Director, the actual preparation and monitoring of cash flow forecasts is delegated to the Director of Administrative Services.

Forecasting

Cash flow forecasting shall be updated on a weekly basis and shall be in sufficient detail to identify sources of revenue and expenditures for monitoring and planning.

Forecasts shall display weekly estimates for the proximate 12 week period and monthly for the balance of the year.

Each week, the prior weeks actual revenue and expenditure will be posted to the forecast.  In so doing, the results for the periods prior to the current week will reflect actual activities.

Input estimates for the forecast are obtained primarily from the agency's operating budget.  However, off-budget items such as payments on capital leases, payments on long term obligation, bank loans and repayment of same for short term cash flow purposes, and accounts payable and accounts receivable from prior periods are also factored in to the forecast.Uses of the Forecast

There are several uses for the cash flow forecasts including:

a.  Cash deficits:  Being able to predict periods of cash defects is one of the primary purposes of the forecast and it's a critical function in cash management.    The annual forecast done prior to the fiscal year helps to pin point deficit periods and is used to determine if, and what type, of short term borrowings are appropriate.  In addition, expenditure plans can be altered when cash deficit periods are anticipated. Also, funding sources can be contacted to request assistance to move up payment schedules.

b.  Cash Excess:  Especially vital in Cash Management is the ability to predict periods of excess cash.  With such information, management can determine the best use of such excess funds.  (See Policy #202, Investing of Cash).

*****

FISCAL POLICY #: 2030

SUBJECT: COMMUNICATIONS: ACCT..# 658-662

The following expense accounts have been assigned to record expenditure pertaining to communication.

ACCT..#658:
TELEPHONE: The monthly telephone bill is analyzed by the Supervisor of the Reception Area, who verifies the charges, especially long distance calls and approves the bill for payment.  Distribution by cost center is made based on the number of telephones assigned to each cost center.  In other locations that have separate systems, the cost center director is responsible to approve the telephone bill.  All approved telephone bills are returned to Accounts Payable for processing.

ACCT..#660: POSTAGE: The Main Office utilizes the Pitney-Bowes Mailing System with the Postage By Mail Program.  All mail is processed through   the Main Office, Administration Department.  The Postage By    Mail Program allows the Agency to mail correspondence using    the metered mail machine.  Postage Deposits in increments of    $400.00 are paid to the Pitney-Bowes System.  As the meter   reading gets down to below $400 (Starting form $800), a   deposit is made.  The charges are allocated to all units equally,   since the amounts are too small for a more exact allocation    basis.

ACCT..#662: BEEPERS: Certain positions need to be on call at all times.  These employees are authorized to obtain a beeper; however, all requests and leasing of beepers must be handled by the Director of Administration.  Those Cost Centers obtaining beepers will be charged for the cost in this Acct.. (662).

It should be understood by the holder of beepers that the individual is responsible for the care and ? of the beeper.  As part of ? Leasing, the Agency will obtain insurance for the loss and damage of the unit.  If the individual responsible for the beeper damages or loses the beeper, that individual will be liable for the insurance cost of the replacement beeper.

*****

FISCAL POLICY #: 204

SUBJECT:  PETTY CASH FUNDS

The establishment of a petty cash fund requires the prior written approval of the Executive Director and the Director of Administrative Services.  This approval can be evidenced on the check request that establishes the fund.

The custodian of the petty cash fund must be a different person from the one who approves the fund reimbursement. 

PROCEDURES

One person is to be identified and is responsible for care, custody, and control of the petty cash fund. All reimbursement checks are issued in the name of the custodian of the petty cash fund, i.e.; Jane Doe, Petty Cash.  The custodian is responsible for maintaining the funds in a secure place especially after hours.  For funds under $100. $300 and under, a locked file cabinet or locked desk is acceptable for storage of the fund.  For funds of $100., and over $300, a safe is required.

All disbursements from the petty cash fund must be evidenced by signed receipts, which identify the items purchased, the amount, and the unit to be charged and counter-signed by the Unit Director or Supervisor, and shall be recorded on an expense voucher for each item of disbursement.

The petty cash fund cannot be used to make personal loans or to cash personal checks.


PETTY CASH REIMBURSEMENT  AND FUND RECONCILIATION FORM:

Reimbursement of the petty cash fund shall be submitted on the "Petty Cash Reimbursement and Fund Reconciliation Form".

In the Reimbursement section list each item of expenditure showing amount and type of  expense and the unit to be charged.  The total of this list is to equal the amount of “disbursement receipts” in the Reconciliation Section. Leave the account code column blank, this will be posted by the Accounts Payable Clerk.  Receipts must be attached to the form in a secure manner, preferably in a sealed envelope so that access to the receipts can be obtained without destroying the receipt.

In the Reconciliation Section, list the detailed count of cash on hand where it says “Cash Count”, the total amount of “petty cash vouchers” (for cash\receipts in transit) and the total amount of disbursement receipts.  The total of these three items should be equal to the total “Fund Amount”.  Any difference between the Reconciliation Total and the Fund Amount should be listed in “over(short)”. (See Cash Losses.)

NOTE TO ACCOUNTS PAYABLE:  After receipts are verified to the Reimbursement Form, each receipt must be stamped "PAID" so that it cannot be used for subsequent reimbursement.

Timing of Reimbursement

Petty cash funds should be established at an amount equal to at least 2 weeks cash needs. Reimbursement requests should be made each Friday or whenever the fund is close to 50% exhausted, since the reimbursement check will not be received until the Friday following the week in which requests were received in Accounts Payable.

It is the responsibility of the petty cash custodian to plan ahead and to request reimbursements with sufficient lead time to prevent cash deficiencies.

Cash Losses:

The custodian of the petty cash fund is responsible for the fund and any losses that occur, unless extenuating circumstances, such as burglary of secured funds, exist.  In such instances written statements of the facts, police reports and other documentation must be approved by the Executive Director before reimbursement is allowed from agency funds.

Changes in Custodian:

Whenever a change of custodian is to be made, a petty cash reconciliation is to be completed.  A statement should also be included on the reconciliation indicating that the new custodian accepts the fund as reconciled.  Both prior and new custodian should sign.  Each should receive an original signed copy and another original signed copy should be sent to the accounting department.  This should be done even for short transfer periods such as vacation or leaves.

Controls:  The accounting office must maintain a file of current petty cash custodians, with signed evidence of responsibility.

On an unannounced basis, at least once a year, the accounting office must conduct a petty cash count and reconciliation to the General Ledger.

In analyzing the petty cash funds, accounting office is to determine if the amounts are appropriate for the activities involved.  Recommendations to the Director of Administration should be made if adjustments are required.

Supervisors of petty cash custodians are to reconcile the petty cash fund on a monthly basis each time reimbursement is requested on the Petty Cash Reimbursement and Fund Reconciliation Form and submit evidence of such reconciliation to the accounting department.

*****

FISCAL POLICY #: 2040

SUBJECT: PRINTING AND REPRODUCTION ACCT.#:

The following expense accounts have been assigned to record expenditures pertaining to Printing & Reproduction:

ACCT #:______  OUTSIDE PRINTING: All arrangements to obtain outside printing of forms, brochures, reports, documents, manuals, etc must be approved in advance by the Director of Administration if the amount exceed the purchase limits of the Cost Center Director or Division Director and\or the purchase exceeds the Cost Center’s budget for this category.

Generally, purchase quantities should be limited to one year usage and may be charged directly to this account at the time of purchase. Cost Centers purchasing outside printing items will be charged at the time of invoice processing.

The Clinical Record Department purchases large amounts of outside printing items including forms, client record documents, etc. These purchases will be charged directly to the Clinical Record Department (MIS Cost Center) since the overall costs of the operations are allocated to the benefitting Cost Center anyway.

ACCT.#:_______ IN-HOUSE DUPLICATING: The cost of paper and other supplies necessary for the in-house copiers will be charged to this account. Cost Centers that have been provided with copiers should order paper and supplies through the Administration Department. Depending on the space available at each copier site, the paper and supplies will either be drop-shipped or stored in Administration.  Charges to the Cost Center will be based on allocations at time of purchase or quantities specified for the Cost Center, whichever is appropriate.  (NOTE: The costs of leasing the copiers is charged to Equipment leasing. Maintenance costs copiers is charged to Repair & Maintenance Equipment).*****POLICY #: 205

*****

FISCAL POLICY:  #206

SUBJECT:  CONTROL OVER CASH RECEIPTS- RECEPTION AREA

Background:

At the Reception area, clients usually pay for services at the time of the service visit prior to seeing their therapist.  To assure that adequate control exist over such receipts, the following system has been established:

In addition to the Self-Pay (client) Subsidiary Accounts Receivable Ledger contained on the computer at MIS, the Reception Area has Pay Cards for each client.  These Client Account Cards (Pay Cards) contain various client information and are also used as a memo record of payments received from clients.  (For additional information on Client Account Cards see the Admission, Billing, and Collection Manual).

Payments by Clients

When clients make payments for services, a special two-set pre-numbered receipt form is used.  Using the pegboard system, the Client Account Card is lined up over the Ledger Sheet.  The receipt form is then lined up on the Client Account Card so that a write-it-once transaction is made with the amount of payment recorded on the two-set receipt, the Client Account Card, and thru to the Ledger Sheet. The Ledger Sheet is a continuous record of payments received during the day.  In addition to the information posted on the receipt form, the right hand columns of the Ledger Sheet are posted with the client's name and number as well as the pre-numbered receipt number.  One copy of the receipt is given to the client; the other copy is retained for processing.Payments for Pharmacy Service

When a client comes to the Pharmacy with a prescription, a unique sequential prescription number is assigned to the prescription.

The clients name and prescription number are posted to a Pharmacy Dispensing Log.

The processing will follow  the following procedures.

A.  Medicaid

Client goes to Pharmacy with a Medicaid Prescription Form.  No charge is made   

*****

FISCAL POLICY#:208

SUBJECT: MONEY MARKET - DCA #95.06

The State of Florida, Department of Community Affairs (DCA) has agreed to partially fund the agency’s CSU - Capital Project, the purhcase and renovation of a facility at 3800-3850 West Flagler Street.

PROCESS:

1.  As part of the agreement, the Agency must open and maintain a separate interest- bearing account into which all deposits, reimbursements, and expenditures relating to the DCA funds are to be recorded. At the end of each quarter, as part of the reimbursement request, the interest earned on this money market account is to be paid to the DCA.

RESPONSIBILITY:

1.  The interest earned shall be debited to this money market account (#95.06) when reported on the bank statement and credited to the Interest Income Account (#431).  When paid to the DCA the Interest Income Account is to be debited.

*****

FISCAL POLICY #: 

SUBJECT: Building Rental - Account #:

Rental Agreements that commit the Agency to rent payments over several months or years must be approved by the appropriate level of authority based on the total obligation over the full termof the Agreement. ( See Policy #  ___ for Purchase Authorization Limits).

Rental Lease Agreements, with a total obligation of $50,000 or greater must be reviewed by an attorney representing the Agency. While the Board of Directors is not bound to accept the recommedation of the attorney, the meeting minutes in which these decisons are made should reflect the reasons for same.

PROCEDURES:

The lease files are to be maintained by the Director of Administration, who will institute a follow up program to notify the Agency when leases are schedules for rent charge, renewal, or tenants at least 60 days prior to the date necessary for action.  Longer lead times may be established when applicalbe.

In addition, the Director of Administration will developed a detailed rent schedule to be used by Accounts Payable as authorization to make monthly or provide payments.  The rent schedule shall include Landlords name, Address, Rental Location Address, Monthly Rental Amount termination Date of Lease.

As changes are made, Accounts Payable will be given written notification in advance.  Also, commencing with the month of change, revised Rent Schedule will be issued.  As rent payment checks are copy of the current Rent Schedule is to be attached to each check so that the check signers can have evidence that the payment is appropriate.


*****

FISCAL POLICY #: 2150

SUBJECT: EQUIPMENT RENTAL-ACCT. #:

:

The following accounts have been assigned to record the expenditure for Equipment Rental.  As a general rule all equipment rental & agreements must be included in the Cost Center budget and it must be approved in advance by the Director of Administrative Services as well as the appropriate ? authorized level.

Acct.#:
___ POSTAGE METER: This account is used to record the ? expense for Postage Meters and equipment including scales, and mail processing machines.  The expense will be charged equally to all benefitting cost centers.

Acct.#:
 _____ COPIER RENTALS: This account is used to record the rental costs for copiers and copier ? Equipment.  AS part of the lease negotiation process an evaluation will be made as to the requirement of treating the transaction as a Capital Lease.  If so, the full purchase price will be set up as a fixed assets and the monthly “lease” payments will be split between purchase and debited to the Capital Lease Account and Interest debits the Interest Expense Account.  When in doubt the transaction will be set up as a copier rental and will be re-evaluated at year end audit.  The expense will be charged to benefitting Cost Centers on an equal basis, except that the copier cost in the Administration Cost Center will not be allocated, since ? Cost are subsequently allocated.

Acct.#:
____ COMPUTER EQUIPMENT & SYSTEM LEASE: As mentioned above, these leases will be evaluated to determine if they meet Capital Lease Treatment. The expense of Computer leased equipment & system pertaining to the Main Frame system in the MIS department and the intergrated equipment in other locations tied in to the Main System will be charged to the MIS Cost Ceneter, which is allocated in total.  Other computer equipment susch as PCs and support equipment used int he const centers will be charged directly to such cost center.

*****

FISCAL POLICY #: 2160

SUBJECT: DEPRECIATION AND AUTHORIZATION - ACCT. #:

In order to comply with recent State of Florida, Department of HRS requirements, depreciation and Authorization expense is to be calculated by Cost Centers.  It is the Agency’s policy to calculate depreciation and authorization on a straight line method, i.e. the value of the asset is divided by the useful life (in months) and that amount is charged each month equally.  Depreciation is an accounting method to write off the cost of Fixed Assets to expense. Authorization is similar but refers to the write off of non-tangible Fixed Assets, i.e. leasehold improvements and other such rights.

The following accounts have ben assigned to record the Depreciation & Authorization expense:

ACCT. #:

TYPE ASSET

USEFUL LIFE

PROCEDURE:

When Fixed Assets are purchased, the invoices will be coded with the appropriate asset account and the Cost Center.  In addition to being posted to the Fixed Asset Ledger, the purchase is also posted to the Depreciation Schedule, maintained by the Manager of Accounting, who will calculate depreciation by asset category and Cost Center and prepare monthly Journal Entries.

*****

FISCAL POLICY #: 2170

SUBJECT: CONFERENCE AND ? ACCT.#: 822-829

The following accounts have been assigned to receive the expenditure for Conferences, ? Including workshops and staff training and development:

ACCT.# 822:
Conference Registration Fees- This account will be used to record the Cost of Registration fees for outside conference.  It is not necessary to breakout the cost of a lunch which may be included in the fee.  However, if room costs are included these need to be separated and changed to Room & Board (? Expenses) Account #692.

ACCT.# 827:
In House Workshops- This account will be used to record the costs of conducting in-house workshops other then staff training and development. For example, workshops conducted by Agency staff for the General Public or outside attendees, fees are charged or not.  Brochures, stipends to speakers, refreshments etc ate included in this category.

ACCT.# 829:
Staff Training & Development- This account will be used to record the costs of conducting or providing staff training & development, either in-house or outside.  Such in-house programs as AIDS Training, Safety Training, First Aid Training etc qualify.

One difference between Conference ( ACCT 822) and Staff Training & Development Acct. #829 is that if the event is going to be considered as part of the Cost Center Training requirements the charge should be to Account # 829.

*****

FISCAL POLICY #: 2180

SUBJECT: PERIODICALS, BOOKS, AND SUBSCRIPTIONS - ACCT. # 830

This account is to be charged with expenditures for subscriptions to magazines, periodicals, professional journals, books for staff library, annual purchase of P.D.R. (Physicians Desk Reference) and other type of expenditures for Agency-business related education printed material, not intended for staff training.  For example cost of workshops given to employees as part of a training would be charged to Staff Training & Development Acct.#829.  

However, a series of book purchased for the Cost Center staff as reference materials would be charged here.  If materials are purchased for clients education the cost will be charged to Acct. # 748-Education Supplies.  Video cassettes would be handled with the same distinctions as discussed above. 

*****

FISCAL POLICY #: 2190

SUBJECT: PROFESSIONAL DUES - ACCT. #836

This account will be used to record expenditures made to Professional Organizations to which the Agency is a member.  Generally, all such memberships must be approved by the Board of Directors as to propriety  as well as amount of such dues.

Such Organizations are created to provide members information and resources pertaining to the members business.  This is differentiated from payments made to organizations in which an ownership interest is obtained.  Expenditures resulting in an ownership interest would be a Capital Investment.  Unless otherwise directed, all expenditures for professional dues will be made from non-governmental funds, i.e., no federal, state, county, or city funds are to be used.  These expenditures will also be excluded from the “Computation of Matching Requirements” schedule reported in the Audited Financial Statements.  The exclusion will be labeled as “Non-reimbursable expenses.”

Unless specifically authorized, no Cost Center except Administration is allowed to incur expenses for this cost.

*****

*****

*****

*****

FISCAL POLICY#: 305

SUBJECT: A/R - DCA #101.06

ISSUED BY: DIRECTOR OF ADMINISTRATIVE SERVICES

APPROVAL DATES

EXEC. DIRECTOR:   FINANCE COMMITTEE:

BOARD OF DIRECTORS:

REVISION DATE:

POLICY:

This account is to be used to record the amounts due from the State of Florida, Department of Community Affairs, for the CSU Capital Project (See Account #180).  The agreement allows requesting an advance equal to 25% of the total less a 10% hold back.  This advance billing is recorded to their A/R Account (101.06) and the credit to Deferred Revenue(#227).

PROCESS:

1.  On a quarterly basis, the DCA is to be charged for reimbursement of amounts spent according to thefunding agreement. 

 Also, as part of the agreement, a separate interest-bearing checking account is to be used in to which deposits and payments from the DCA as well as expenditures made for the agreement are to be recorded.

RESPONSIBILITY:

1.  The quarterly reimbursement request is to be added to the previous to date expenditures and reduced by
  amounts previously received. 

2.   The amount that will be paid by the DCA will be the amount necessary to replenish the initial advance 
  amount.  Therefore, the entry to record this transaction will be:

Debit: A/R - DCA #101.16 $xxx   (The net amount expected to be paid by the DCA).

Credit: HRS - CSU DCA Revenue (#336) $xxx (The actual amount of the quarterly expenditures).

Debit: Deferred Revenue (#227) $xxx (The difference between the amount spent and the amount expected paid).

When payments are received this A/R account is credited and the DCA Bank Account #95.06 is debited with the deposit.


   *****

FISCAL POLICY#: 306

SUBJECT: A/R - GOVERNMENT #101.22

This account is a control account that is used to record in total the amounts due from various Government Agencies.  In addition, a subsidiary ledger is to be maintained for each of the specific other governmental contracts.

PROCESS:

1.  In general, this account will be used to control amounts due from contracts with governmental agencies.  Usually, all these funding sources support specific services based on proposals and expenditure budgets approved in contractual form.  Also the approved budgeted expenditures are reimbursed after actual disbursements are made by the agency.

RESPONSIBILITIES:

Each month, the subsidiary ledger shall be reconciled to this General Ledger Control Account.  The reconciliation shall contain information having the outstanding amounts and the Service dates involved for each of the subsidiary accounts.

******

FISCAL POLICY: 308

SUBJECT: A/R - MISCELLANEOUS #101.35

This account will be used to record amount due from any entities not covered by other receivable accounts.

PROCESS:

 Billings to attorneys for deposition fees, billing to other agencies on an occassional basis when a continued relationship does not appear likely, and other, such activities will be recorded in this account.

RESPONSIBILITIES:

1.  Again, a detailed subsidiary ledger will be maintained for each of their billing and monthly detailed reconciliation to the General Ledger Control Account (#101.35) will be made.

*****

FISCAL POLICY #: 402

SUBJECT: SECURITY DEPOSITS ACCOUNT # 142

BOARD OF DIRECTORS:

This account is to be used to record payments made for security deposits such as leases, utilities, etc.  The distinguishing point is that the disbursement is not an expense but is being held by outsiders as security against possible future expenses or to be applied to future purchases.  Often these payments are held for a long term and interest is sometimes earned.

This account must be analyzed each month by the Accounting Manager, who will prepare a detailed listing showing payee, check number, date, amount, and purpose for the security deposit.

*****

FISCAL POLICY #:501

SUBJECT:  ACCOUNTING FOR PROPERTY :  PURCHASES, TRANSFERS,  DISPOSITIONS, ETC.

Definition:

A.  Property includes all office furniture, equipment, electronic units such as calculators, typewriters, T.V., VCR.  All kitchen equipment.  Copier machines, movie cameras, projectors, and other tangible assets. These assets (property) are capital assets if the unit cost is $500.00 or more.  If under $500 they are classified as small equipment, provided that the unit price is at least $25.  If under $25, the item is classified as supplies.

Procedure:

Since capital assets ($500 or more) may require prior written approval from funding sources before expenditure can be made, preplanning of  these expenditures is mandatory.  Usually, request for such capital asset purchases are to be submitted during the budget process, using the Planning Form 101. If the Planning Form 101 line item is approved, the capital assets requests will be forwarded to HRS for approval. Unit Directors will be notified of the approved requests.  When actual purchase is requested, the Unit Director is to complete a Request for Authorization to Expend Funds form (copies can be obtained from the D.A.S.).  The form is to be submitted to the Executive Director for approval and processing. Approved requests become purchase authorizations.  If special bidding or solicitations/quotations are to be obtained, Purchasing Policy guidelines are to be followed.  When items are purchased, approved invoices and all appropriate documentation is to be submitted to Accounts Payable, along with a copy of approved request.

ACCOUNTING PROCEDURES:

Invoices will be coded as capital assets or small equipment as applicable.  On a monthly basis, the Property Accountant will schedule (list) all entries for the month and will prepare a Property & Equipment Inventory sheet for keypunching to the Computer Program of Property & Equipment.  Also, the Property Accountant will assign an MMHC Inventory Control Number (sticker) and will be responsible for having the sticker placed on the item.  Please note that all items inventoried as capital assets or small equipment shall be assigned to an individual in addition to the Unit identified.  If an item or equipment is for common use, someone shall be assigned "care, custody and control" of the item.  That person's name will be included in the inventory record.  In the event no one is so assigned, the Unit Director will be identified as the responsible party.

Transfer and/or Disposition of Property & Equipment

Whenever an item of property or equipment is transferred, loaned, out for repair, discarded, sold, or re-assigned within the Unit, the following procedures shall be followed:

A.  Transfer:  Whenever an item of property or equipment is transferred to another unit, a Property Inventory Transfer/Disposition Form is to be prepared.  The transferor (unit sending the property) is responsible for completing the form. Of course it is essential that the signature of the transferee be obtained.  Completed forms are to be sent to the Property Accountant.  After the transfer is recorded in the Property Ledger, both parties will be notified of the transfer by copy of a notated transfer form.  Transfers within a unit should also be documented using the transfer forms.  Since all property is assigned to an individual, when care, custody and control is re-assigned, the transfer form should issued to document the change.  Distribution is as described above.

B.  Out on Repair:  If property is sent out for repair, the transfer form should be prepared as an internal document and retained by the Unit.  When the item is returned, the transfer form is discarded.

C.  On Loan:  Property temporarily loaned to other units/individuals should be documented by a transfer form as an internal document and retained by the Unit.

D.  Discarding of Property:  When property is either no longer needed by the Unit and transfer to another unit is not appropriate and/or when property is no longer functional, a transfer form should be prepared describing the facts and sent to the Director of Administrative Services.  The D.A.S., will review the request with the Executive Director and a decision as to disposition will be made and notated on the transfer form.

Note:  If property was purchased with Federal, State or County funds, approval from these agencies may be required prior to disposition.  In addition, all dispositions of capital equipment and all adjustments to the Fixed Asset Account must be approved by the Finance Committee in advance.  When disposition is completed, the transfer form is sent to the Property Accountant for recording.

E.  Sale or Donation of Property:  Sale or donation of property can only be made with the prior written approval of the Executive Director.  In addition, all dispositions of capital equipment and all adjustments to the Fixed Asset Account must be approved by the Finance Committee in advance.  A transfer form would still by prepared describing the circumstance involved. Approval of the Executive Director as to propriety and of the Director of Administration Services as to process will be required. Upon completion, the transfer form is sent to the Property Accountant for recording.

Note:  If property was purchased with Federal, State or County funds, approval from those agencies may be required prior to disposition.

Valuation of Donated Equipment   

Whenever anyone offers to donate property or equipment to the Agency, the Director of Administration should be notified.  A decision will be made as to acceptance and an individual will be assigned to coordinate the receipt of the property or equipment.  The coordinator will prepare detailed documents describing the goods and indicating the condition.

The documentation will be forwarded to the Director of Administration who will be responsible for assigning a value to the items involved.

Establishing Valuations

The Director of Administration will obtain comparable prices (new) for the donated items and will depreciate the values to an amount consistent with the remaining use life of the item.

The following use life will be used as a guide:

  Medical & Education Equipment -

12 years

  Kitchen & Food Equipment Service -  
12 years

  Transportation, Vans - 
  

5 years

  Office Furniture -   



15 years

  Office Equipment -    

  
5 years

  Other Furniture  -    

  

5 years

Recording Donated Equipment

The Director of Administrative Services shall indicate the valuation to be used on the Donated Equipment Form (price new) and forward the Form to the Property Accountant, who will record the transaction on the Fixed Asset Input Form, tag the asset and enter the data to the Fixed Asset Ledger.  Code the input form under conditions as used and Funding Source as #5 Donated.  At the same time, the DAS will issue a journal entry to the Accounting Department to record the transaction.

The entry will be as follows:

  Debit:   Property & Equipment (as applicable) (at new cost)

  Credit:  In Kind (donated) Revenue - (at new cost)

A companion entry will also be made to record depreciation as follows:

  Debit:   Depreciation Expense

 Credit:  Reserve for depreciation to reflect est. depreciation of donated equipment to arrive at remaining value.

The items will be included on the Depreciation Schedule with like item of similar remaining use life.

For example, if a copier was donated to the Agency and was determined to have a value new of $10,000 and two years remaining use life, the entry would be:

  Debit:   Office Equipment  $10,000

  Credit:  In Kind (donated) Revenue $10,000

And the companion entry would be:

  Debit:   Depreciation Expenses $6,000

  Credit:  Reserve for Depreciation $6,000

On the Depreciation Schedule, the copier would be included with other Office Equipment having a remaining use life of 2 years, (i.e., equipment purchased 3 years previously).

Small Equipment

If the donated items have a value new of under $500 they would qualify as Small Equipment.  In such instances the valuation to be used is the estimated use life value.  The value would be recorded as follows:

  Debit:   Small Equipment (Est. use life value)

  Credit:  In Kind (donated) Revenue (est. use life value)

No depreciation is recorded.  However, the units should be tagged as Small Equipment and recorded as such in the property inventory.  The Donated Equipment Form would be coded as "Small Equipment" in the Price New Column, so that the property accountant would know to use the estimated use life value and record the items as small equipment. 

*****

FISCAL POLICY#: 502

SUBJECT:  AGENCY PROPERTY ASSIGNED TO EMPLOYEES - PROPERTY

Definition:

Assigned Property refers to agency property that is given to employees in connection with their work and may from time to time be removed from the agency premises.

Such items may include keys, manuals, office equipment, computers and computer terminals, fax machines, automobiles, etc.

The above are differentiated from office equipment and property which may be used by the employee is not authorized to remove such items from the agency premises.

This Directive is in addition to the Directive________ on Accounting for Fixed Assets, which assigns all small equipment ($25-$499), and all capital equipment of $500 and over to individuals for purposes of inventory control.

Procedure:

All assigned property must be acknowledged in writing as received by the employee and authorized by the agency using the Assigned Property Document.

Division Directors may authorize assignment of property up to a value of $500.  Over this amount requires the approval of the Executive Director.

Completed Assigned Property Documents are to be distributed as follows:

  The original to the Personnel office for filing in the employee's personnel    file.   
 

  One copy to the Property Accounting office, if item over $25.

  One copy to the employee.

Return of Property

In the event the employee is requested to return the property or desires to return the property previously assigned, the authorized representative of the agency should obtain a copy of the Original Assigned Property Document from the Personnel office and should verify the propriety of the items being returned.

A new Assigned Property Document should be prepared and on the line entitled "Property Assigned to" cross thru and write "Property Received from".  The authorized representative should date and sign for each item listed and should explain the reason for return in the "Comments" section.

Distribution of the form is the same as the original.

Termination

When an employee is being terminated, the supervisor must ascertain from the personnel office.

*****

FISCAL POLICY#: 503

SUBJECT: CAPITAL PROJECTS #180-189

The Capital Projects accounts are to be classified as part of the Fixed Assets for Balance Sheet presentation.  

PROCESS:

1.  These Capital Projects accounts are to be used to record all expenditures made for special projects that  have been identified for specified Capital Funds. In this way, all expenditures will be captured in one account so that accountability of disbursements may be more easily made.

RESPONSIBILITY:

1.  Each month a detailed analysis will be made and updated that will include check copies and will identify check #, date of expenditures, amount, payee, and type of expenditures, and will be reconciled to the applicable General Ledger Account.

2.  When projects are completed the amounts accumulated in the Capital Projects Account will be re-distributed to the appropriate Fixed Asset and/or expense accounts. 

*****

FISCAL POLICY: #601

SUBJECT: Accounts Payable

General

As a compatible elements of the Accrual Method of Accounting, expenses are to be recorded when incurred.  For this to be accomplished, invoices for goods and services are to be recorded in the benefitting month.  Also, the liability incurred when goods and services are obtained, must be reflected in the books and records of the Agency.

Policy

To accomplish these objectives, it is the policy of the Agency to establish a system to record expenses in the benefitting month(s) and to record liabilities for these goods and services in the month in which the liability was incurred.

Procedure

This procedure is presented with the understanding that a formal purchase order system is not in operation, However, purchasing contracts do exist and are discussed in Policy #   

Receipt of Invoices

Each day invoices are received and forwarded to the Accounts Payable clerk.  These invoices are gathers in a grouping of “work to be processed”:   In addition, requests for disbursements are submitted by cost-center directors and authorized managing staff, either with approved invoice for services or a Check Request with other supporting documents.  These also are gathered into the grouping of “work to be processed.”

Processing of Invoice and Check Request

The first step in the process is to verify that the invoice , as requested, is not a duplicate by verifying the invoice to the vendor’s accounts payable file.  If it is a duplicate, the vendor and/or the requester will be notified and the invoice/request will be disregarded.  If  the invoice/request is not a duplicate, the document will be stamped with the Accounts Payable stamp:

The Accounts Payable clerk will indicate that the invoice has been verified (not a duplicate) and calculation have been verified.

Purchase of goods will require a receiving document to be signed and dated by the individual that actually reviewed and verified the items, this is usually the purchasing location.  Such evidence of receipts are brought to the Accounts Payable clerk for subsequent verification to the vendor’s invoice..  The “receipt” line on the Accounts Payable stamp may be cross-reference to the receiving documents or the receiver can also date and initial the A/P stamp.  All other invoices for which Receiving Reports are not created, must be initialed and dated.

All invoices over $1,000 submitted for payment including subcontracts and requests for checks, will be reviewed and approved by the Director of Administration. All invoices up to $1,000 submitted for payment including sibvontracts and requests for checks, will be reviewed and approved by the Unit Director if $500 or less or Division Director if $1,000 or less.   Evidence of supervisory review and approval shall be adequately documented on all invoices and requests for disbursements.

Disbursements will not be processed unless they are approved by authorized personnel.  All disbursements must be supported by original receipt or invoice.  In emergencies when service

The due date for payment will be recorded by the individual approving the invoice for payment.  If no due date is indicated, meaning that the invoice should be paid in due course, the A/P clerk will schedule the payment for the next available payment cycle.

Invoices can only be approved for payment by individuals who have the appropriate level of authority based on purchasing policy.  The invoices will be coded with the cost center numbers and general ledger accounts numbers.  These are approved either by the purchasing location, the Accounting Manager or the Director of Administration.

After invoices and check requests are verified and approved, the Accounts Payable clerk enters the information to the MIS Accounts Payable Program.  Vendors are identified by vendor number.  The Accounts Payable clerk assigns vendor numbers in alphabetical and vendor’s number order.

Payment of Invoices and Check Requests

For ease of processing, invoices are processed for payment on the Friday closest to the due dates. Before the actual checks are printed, a listing is obtained and verified to ascertain that nothing unusual exists and that cash flow availability is still appropriate.

If any adjustments are required, they are made and the checks are the created.  Checks are prepared in triplicate.  The original will be sent to the payer, the pink copy will be filed with the invoice in the vendor’s file, and the yellow copy is filed in check number numerical sequence.

Before the checks are submitted to management for signature, the control (yellow) copy is removed and retained in accounting.

The check signer will have the original duplicate check and invoice, and other back up data present when signing the checks.  Checks are signed by individuals authorized to do so based on the Distribution Policy.

*****

FISCAL POLICY:  #700

SUBJECT:  ACCRUED LIABILITIES

GENERAL:

Since the Board of Directors has established that the books and accounts of the agency shall be maintained on the accrual method of accounting, transactions must be recognized and recorded in the appropriate benefitting period.  Likewise, liabilities must be recognized when incurred.

PROCEDURE:

Each month during the month end closing process, the Manager of Accounting and the Director of Administration shall review the activities of the period to determine if there are any events that must be recognized through an accrual entry.

Some of the areas of evaluation shall include:

Accrued Payroll - Since the Agency's bi-weekly payroll is paid one week after the pay period ends, and since the pay date will usually determine the month in which the transaction is recorded,    there will always be a need to prepare an accrual entry to record the payroll liability for the time worked but not yet paid.

The period of accrual shall include the dates since the last  recorded payroll period to the end of the month.  For example, if    in the month of March the last payroll recorded in the month was for the pay period ended on March 24 and paid on March 31, an  accrual would be required for the period from March 25 thru March 31.  The amount of the accrual would be an estimate based on the amount and account distribution contained in the last recorded payroll.  Even though some units (cost centers) have staff working  on week ends, the payroll shall be considered to cover 10 work days and the accrual estimate will be made for the number of week  days contained in the accrual period.

Using the example above, the full two week payroll for the period  ended March 24 would be listed showing the amount of payroll charged to each unit (cost center) and total payroll.

Since the pay period always ends on a Friday, we know that the  accrual period runs from Saturday, March 25, thru Friday, March 31.  As stated above, we shall make an accrual estimate based on the number of week days contained in the accrual period ;i.e., 5 days (Monday, March 27 thru Friday, March 31).

The accrual amount shall be 50% (5 days accrual  10 days full  payroll) of the amounts by unit contained in the March 24 pay period.

This accrual entry will be recorded in the closing entries for the month of March.

The credit will be to the accrued Payroll Account.    However, the debits will be to the "Other Salary" account for each unit.  We are charging the accrued salary expense to the other "Other Salary" accounts rather than the "salary & wages" account so that the latter will agree with the Labor Distribution Report, which is used as a payroll control by the    Unit Director.  (See Payroll Procedures #2010 for details on this    control function).  

The accrual entry is to be reversed in the following month.

Accrued FICA - In addition to the accrual for payroll as discussed above, an accrual should be made for the employer's  portion of the FICA tax applicable to the accrued payroll.

The accrual entry is to be reversed in the following month.

Unrendered Invoices - Whenever there is a reasonable belief that a liability has been incurred but the vendor's invoice has not  yet been received, an accrual should be made if the following exist:

  a.  The amount of the liability can be reasonably determined.

  b.  The amount of the liability is in excess of $500.

Some transactions that would be considered for this treatment are:

  a.  Merchandise previously ordered has been received.

  b.  The delay in receipt of a regular monthly invoice for goods or services still 
 under contract.  For example, utility, bills, telephone, rental invoice, equipment 
   leasing invoice,  etc.

  The accrual entry is to be reversed in the following month.

*****

FISCAL POLICY #: 750

SUBJECT: CLIENT TRUST ACCOUNT ( ACCT: #230-239)

Policy:

Advance funds received on behalf of clients must be accounted for through separate Client Trust Accounts.  This handling is differentiated from reimbursement funds received to pay for client services already provided.

The key element in Client Trust Accounting is the recognition that funds belonging to clients have been given the Agency and for which the Agency has a fiduciary obligation to the client and others in accounting for such funds.

Before funds can be accepted on behalf of the clients, the client must agree by signing the Client Trust Account Consent Form.

Funds belonging to clients shall either be deposited in interest bearing accounts or if not deemed appropriate due to the low volume and bank service charges, these funds can be deposited in the Agency’s General Operating Account. However, interest must be credited to the clients based on average monthly balance using interest rates currently being paid on NOW Accounts, i.e. interest bearing-accounts that allow limited number of transaction.

Procedures:

Clients in Residential Programs may receive SSI, AFDC or other such support as well as possible funds from family and friends or funds that they bring with them.  As a general rule, these funds are to be deposited to the Agency’s General Operating Bank Account and credited to the Client Trust Account on behalf of the clients as an acknowledgment of amounts owed to the client or for which service are due.

Client Trust Account Numbers: 

A separate Control Account shall be established in the General Ledger for each Residential Programs.  For example, the Transitional Group Home Control Account is # 00-000-00-0-0-230.  At the program level, the two digits after the decimal point will used to identify the individual clients. (For ease of handling the zeros to the left of the Account Number will not be used). #230.01, 230.02, etc.

Accounting For Program Fees:

Clients are charged a flat fee for room and board based on the sliding scale policy which takes into account the family size and family income.  Using the established fee, the client will be charged based on the monthly Census Report.  This will be done in MIS in the usual manner.  The charge is made to the Clients Account Receivable Self-Pay Account.  Each month the Clients Account Receivable statement will be sent to the Residential Programs to ve sued as a basis for collecting from the client.  To evidence the payment, the Client Trust Account Transactions form will be prepared.  A copy of the transaction form will be sent to the Accounting Department for posting to the General Ledger Control Accounts and a copy to MIS to post to the Clients Accounts Receivable Account.

The Accounting Department entry will be:

Debit: Client Trust Account

Credit: Accounts Receivable Self-Pay Control Account

If the Client Trust Account does not have sufficient funds to pay the full amount due, the amount available shall be used and a balance will exist in the Accounts Receivable Accounts.

Posting Transactions to the Subsiding Ledger for Client Trust Account:

At the program location, a Subsiding Ledger shall be maintained for each client.  The format of the Ledger shall be as shown on Exhibit A.

Receipts:

Funds received on behalf of the Client shall be recorded to the Deposit Transmittal (Exhibit B) which will contain the name of the client, Account Number, and amount of check. The transmittal and the checks will be brought to the Accounting Department Cashier within one (1) business Day of receipt.  A copy of the transmittal shall be used to post credits to the individual client subsiding Ledgers at the Program Location.

Disbursement:

In programs in which stipends are used as rewards to encourage appropriate behavior, the disbursement of such stipends will not be considered a disbursement of Client Trust Funds. Instead, these stipends shall be a part of the cost of the program and are included in the program fee charged to the clients.  However, disbursements made specifically for a client such as purchases of clothing, medical or dental care etc. are to be recorded as disbursement from the Trust Account using the Client Trust Account Transaction Form (Exhibit C).  All receipts, invoices

 correspondence , etc. supporting the disbursement shall be attached to exhibit C.  The client should always sign the transaction form as well as witnesses.  If  the client is incapable of approval, the Program Supervisor and a witness must sign.  The transmittal form can be used as the basis for a check request or as evidence of a petty cash disbursement as applicable.

CLIENT TRUST ACCOUNT

CONSENT FORM

I, , consent to have my funds managed by the Corporation, Inc. using the Client Trust Account procedures.  I am aware that I may request an accounting of  of my funds at any time within reason.

It is further understood that disbursements from my funds will require my prior written approval.

___________________                  ______________

Client signature


Date

 ___________________                  ______________

Program Supervisor


Date

___________________                  ______________

Witness



Date

*****

FISCAL POLICY : #801

SUBJECT: Notes Payable

Policy:

No obligation that results in a long term debt (more than one year) can be incurred without the prior written approval of the Finance Committee if over $10,000, or the Board of Directors if over $25,000.

Procedure:

Each year, the notes payable should be separated between the amount due in the current year and those amounts payable after the current year.  The amounts due in the current year will be recorded in account number 203-Notes Payable-Current.  Amount due in subsequent years are to be recorded in Account #240-Notes Payable-Long Term.

For Balance Sheet presentations, the Notes Payable-Current will be listed as a Current Liability. The Notes Payable-Long Term will be listed as a Long Term Liability.

Accounting:

Each Notes Payable will usually be accompanied by a payment amortization schedule, either for the entire term of the note, or at least, for the current year.  If none is provided, the Director of Administration will have one prepared using standard computer Amortization Programs.  Payments are to be set up through Accounts Payable with each payment identifying the interest amount (charged to Account #888-Interest Expense) and the principal payment charged to Account #203-Notes Payabale-Current.

*****

FISCAL POLICY #: 901

SUBJECT: Restrictions on Entries to the Fund Balance Account.

Pursuant to a recommendation by the Agency’s Independent Audits, the Board of Directors hereby prohibits entries to the Fund Balance Account of the general ledger without the prior written approval of the Finance Committee of the Board of Directors.

*****

FISCAL POLICY#: 902

SUBJECT: FUND BALANCE: NET ASSETS - PRIOR YEAR#250





NET ASSETS - COMING YEAR #251

Effective with the fiscal year year ending 6-30-95, the Fund Balance Accounts will be charged to comply with new accounts treatment rules.  The new accounts will be Net Assets Prior Year and Net Assets -Current Year.

PROCESS:

The Net Assests - Prior Year represents the difference between total assets and total liabilities at prior year end.  During the current year, the difference between Revenue and Expenses will be recorded to the Net Assets-Current Year.

RESPONSIBILITIES:

1.  This new treatment presents the Financial Statements in a more understandable manner.  Since Non-Profit   Corporation do not have stockholders, the Fund Balance Account used to be considered the equivalent ofthe Stockholders Equity Section of “For Profit - Corporation”.  A more appropriate label for this section,would be net assets.  Since the value of the total assets after deducting liabilitites is, in fact, net assets, it seems more understandable to outsiders to use this term in the Financial Stataments. 

2.  After year end closing and adjustment entries are made including the audit adjustments, the final balance in the Net Assets - Current Year account will be transferred to Net Assets - Prior Year.

*****

FISCAL POLICY #:

SUBJECT:  ACCOUNTING FOR PROPERTY :  PURCHASES, TRANSFERS, DISPOSITIONS, ETC.

Definition:

A.  Property includes all office furniture, equipment, electronic units such as calculators, typewriters, T.V., VCR.  All kitchen equipment.  Copier machines, movie cameras, projectors, and other tangible assets. These assets (property) are capital assets if the unit cost is $500.00 or more.  If under $500 they are classified as small equipment, provided that the unit price is at least $25.  If under $25, the item is classified as supplies.

Procedure:

Since capital assets ($500 or more) may require prior written approval from HRS before expenditure can be made, preplanning of these expenditures is mandatory.

Usually, request for such capital asset purchases are to be submitted during the budget process, using the Planning Form 101.  If the Planning Form 101 line item is approved, the capital assets requests will be forwarded to HRS for approval.

Unit Directors will be notified of the approved requests.

When actual purchase is requested, the Unit Director is to complete a Request for Authorization to Expend Funds form (copies can be obtained from the D.A.S.).  The form is to be submitted to the Executive Director for approval and processing (See Operational Directive______________).

Approved requests become purchase authorizations.  If special bidding or solicitations/quotations are to be obtained, Purchasing Policy guidelines are to be followed.

When items are purchased, approved invoices and all appropriate documentation is to be submitted to Accounts Payable, along with a copy of approved request.

Invoices will be coded as capital assets or small equipment as applicable. On a monthly basis, the Property Accountant will schedule (list) all entries for the month and will prepare a Property & Equipment Inventory sheet for keypunching to the Computer Program of Property & Equipment.  Also, the Property Accountant will assign an MMHC Inventory Control Number (sticker) and will be responsible for having the sticker placed on the item.

Please note that all items inventored as capital assets or small equipment shall be assigned to an individual in addition to the Unit identified.

If an item or equipment is for common use, someone shall be assigned "care, custody and control" of the item.  That person's name will be included in the inventory record.  In the event no one is so assigned, the Unit Director will be identified as the responsible party.

Transfer and/or Disposition of Property & Equipment

Whenever an item of property or equipment is transferred, loaned, out for repair, discarded, sold, or re-assigned within the Unit, the following procedures shall be followed:

A.  Transfer:  Whenever an item of property or equipment is transferred to another unit, a Property Inventory Transfer/Disposition Form is to be prepared.  The transferor (unit sending the property) is responsible for completing the form.  Of course it is essential that the signature of the transferee be obtained.  Completed forms are to be sent to the Property Accountant.  After the transfer is recorded in the Property Ledger, both parties will be notified of the transfer by copy of a notated transfer form.

Transfers within a unit should also be documented using the transfer forms. Since all property is assigned to an individual, when care, custody and control is re-assigned, the transfer form should issued to document the change.  Distribution is as described above.

B.  Out on Repair:  If property is sent out for repair, the transfer form should be prepared as an internal document and retained by the Unit.  When the item is returned, the transfer form is discarded.

C.  On Loan:  Property temporarily loaned to other units/individuals should be documented by a transfer form as an internal document and retained by the Unit.

D.  Discarding of Property:  When property is either no longer needed by the Unit and transfer to another unit is not appropriate and/or when property is no longer functional, a transfer form should be prepared describing the facts and sent to the Director of Administrative Services.  The D.A.S., will review the request with the Executive Director and a decision as to disposition will be made and notated on the transfer form.

Note:  If property was purchased with Federal, State or County funds, approval from these agencies may be required prior to disposition.  In addition, all dispositions of capital equipment and all adjustments to the Fixed Asset Account must be approved by the Finance Committee in advance. When disposition is completed, the transfer form is sent to the Property Accountant for recording.

E.  Sale or Donation of Property:  Sale or donation of property can only be made with the prior written approval of the Executive Director.  In addition, all dispositions of capital equipment and all adjustments to the Fixed Asset Account must be approved by the Finance Committee in advance.  A transfer form would still by prepared describing the circumstance involved.

Approval of the Executive Director as to propriety and of the Director of Administration Services as to process will be required. Upon completion, the transfer form is sent to the Property Accountant for recording.

Note:  If property was purchased with Federal, State or County funds, approval from those agencies may be required prior to disposition.

Valuation of Donated Equipment   

Whenever anyone offers to donate property or equipment to the Agency, the Director of Administration should be notified.  A decision will be made as to acceptance and an individual will be assigned to coordinate the receipt of the property or equipment.  The coordinator will prepare detailed documents describing the goods and indicating the condition.

The documentation will be forwarded to the Director of Administration who will be responsible for assigning a value to the items involved.

Establishing Valuations

The Director of Administration will obtain comparable prices (new) for the donated items and will depreciate the values to an amount consistent with the remaining use life of the item.

The following use life will be used as a guide:

  Medical & Education Equipment -12 years

  Kitchen & Food Equipment Service -  12 years

  Transportation, Vans -5 years

  Office Furniture -   15 years

  Office Equipment -    5 years

  Other Furniture  -    5 years

Recording Donated Equipment

The Director of Administrative Services shall indicate the valuation to be used on the Donated Equipment Form (price new) and forward the Form to the Property Accountant, who will record the transaction on the Fixed Asset Input Form, tag the asset and enter the data to the Fixed Asset Ledger.  Code the input form under conditions as used and Funding Source as #5 Donated.  At the same time, the DAS will issue a journal entry to the Accounting Department to record the transaction.

The entry will be as follows:

  Debit:   Property & Equipment (as applicable) (at new cost)

  Credit:  In Kind (donated) Revenue - (at new cost)

A companion entry will also be made to record depreciation as follows:

  Debit:   Depreciation Expense

  Credit:  Reserve for depreciation to reflect est. depreciation of donated 
 equipment to arrive at remaining value.

The items will be included on the Depreciation Schedule with like item of similar remaining use life.

For example, if a copier was donated to the Agency and was determined to have a value new of $10,000 and two years remaining use life, the entry would be:
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  Debit:   Office Equipment  $10,000

  Credit:  In Kind (donated) Revenue $10,000

And the companion entry would be:

  Debit:   Depreciation Expenses $6,000

  Credit:  Reserve for Depreciation $6,000

On the Depreciation Schedule, the copier would be included with other Office Equipment having a remaining use life of 2 years, (i.e., equipment purchased 3 years previously).

Small Equipment

If the donated items have a value new of under $500 they would qualify as Small Equipment.  In such instances the valuation to be used is the estimated use life value.  The value would be recorded as follows:

  Debit:   Small Equipment (Est. use life value)

  Credit:  In Kind (donated) Revenue (est. use life value)

No depreciation is recorded.  However, the units should be tagged as Small Equipment and recorded as such in the property inventory.  The Donated Equipment Form would be coded as "Small Equipment" in the Price New Column, so that the property accountant would know to use the estimated use life value and record the items as small equipment. 

*****

FISCAL POLICY #:

SUBJECT:  BUDGET CONTROLS - CHANGES TO BUDGET

It is the policy of the Corporation that changes to the Agency's Annual Operating Budget must follow the level of authorization shown below.

1.  Unit Director may shift up to $500 for any category of   
    expense so long as the total Unit (Cost Center) budget remains 
    unchanged.

2.  Division Director may shift up to $1,000 in any category of   
    expenses within the division so long as the division overall  
 budget remains unchanged.

3.  The Director of Administration may shift line item budget for 
    any operating unit (cost center) as long as the total operating 
    budget is not exceeded.

4.  The Executive Director may authorize shift in the centerwide  
    line item budgets up to 25% and must notify the Finance  
    Committee of the Board of Directors of such shifts at the next 
    regularly scheduled meeting.

5.  Budget Revision in which the Agency's total budget is changed, 
    must be brought to the Finance Committee for evaluation.  The 
    Finance Committee shall present such budgets with   
    recommendations, to the full Board for approval.

If individual unit budgets or line item changes are proposed and the total changes do not require a revised budget, a Budgetary Change Form must be prepared and approved by the level of authority shown above.

Personnel Changes

If the change is in Personnel, show the position number in the first column, the Employee name and position title under the "Category" column, and Current and Revised amounts in the applicable column.  The Current amount should always agree with the latest approved budget.


 If the position being proposed is a new position, the Current columns would be zero "O" and there would be no position number, since no new position can be approved until the Budgetary Change Form is approved.  Under the Revised column for such new position show the amount of salary thru the end of the fiscal year.

For all other changes to personnel, show the fiscal year effects of the proposed changes.  Show the effective date of the change and whenever possible try to start the change for the beginning of a pay period.

If these personnel changes are approved, the signed approved copy of the Budgetary Change form should be attached to the Change of Status Form and/or the Authorization to Hire Form.

Other Expenditures Categories

In the first column of the Budgetary Change Form, show the Line Item # for the expenditures as contained on the Budget Detail Form.

The type of expenditure should be listed under the "Category" column.  The Current and Revised Amounts should be recorded as applicable.  Whenever possible show the effective date of change. 

Reason for Change

Indicate in sufficient detail the reason for change.  If necessary, attach additional material.

Processing of Changes

The Budgetary Change Form should be prepared by the level of authority requesting the change and signed by the levels of authority shown above.

In all cases, regardless of the authorization levels required, the Director of Administration must sign off to evidence that the budget changes will be incorporated into the overall Operating Budget. 


 BUDGETARY CHANGES FORM

TO: FROM:

DIVISION:___________________DATE____________________________

COST CENTER: _________________________________________________

PROGRAM:______________________________________________________

CHANGES:  (Describe, specifying position number, title, employee name, if applicable, effective date, other, if applicable)

Pos # or Line #    Category  Amount  Revised  

__________________________________________________________

_________________________________________________________

Total

REASON FOR CHANGES:

______________________________________________________

_______________________________________________________

________________________________________________________

___________________                  ______________

SIGNATURES:                             DATE:

DIVISION DIRECTOR:___________________________________________

UNIT DIRECTOR:_______________________________________________

EXECUTIVE DIRECTOR:_________________________________________

ADM. SVCS. DIRECTOR:________________________________________

Note:  If these changes affect Personnel, an approved copy of this Budget Change form must be attached to the Change of Status form and/or Authorization to Hire form.

FISCAL POLICY #:

SUBJECT:  APPROVAL OF FUNDING CONTRACTS

Background and Definition

Funding contracts are defined as contracts in which an outside entity and the Agency enter into an agreement whereby the Agency provides services in consideration for receiving funds.

All of the Agency's funding sources such as State of Florida Department of HRS, Metro Dade County, City of Miami, as well as other Agencies' funding agreements, are included in this definition.

Approved Levels Required:

$25,000 or less

If the total annual funding amount for a funding contract is $25,000 or less, the Executive Director is authorized to execute the agreement on behalf of the Agency.

Over $25,000

If the total annual funding amount for a funding contract is over $25,000, the approval of the Board of Directors is required.  At the time such board approval is obtained, the authorized signators will be identified based on the requirements of the funding source.

Such board contract approvals will be made through formal Corporate Resolutions.

Contract Amendments

Amendments to contract over $25,000 may be made by the Executive Director who is thereby acting on behalf of the Board of Directors provided that:


a.  the original contract was initially approved by the Board
    of Directors as required above, and


b.  any changes in the funded amounts are less than 15% of the    
    original amount or not greater than $100,000, whichever is    
    less, and
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c.  any such amendments are reported to the Board of Directors at the  
    next scheduled board meeting.


d.  any significant changes in the language or scope of the contract   
    shall , prior to their Amendment by the Executive Director, be
    reported to the Executive Committee and shall be subject to that   
    Committee's approval.  The term "significant" shall mean a change  
    that, in the opinion of the Executive Director, alters the meaning 
    or scope of the contract.

*****

*****

Operational Directive # 1271

SUBJECT:  PROCESSING OF DONATIONS AND CONTRIBUTIONS TO THE CENTER

When any person or organization makes a donation or contribution in cash, check or in kind to the Corporation, regardless of the program for which it is intended, the Director of Administrative Services is to be given the donation, or in the case of in kind contributions, must be notified in writing of the donation.

The individual receiving the donation is to prepare a Receipt for Donation or Fund- raising Solicitation Form (receipt form) for all of the following type items.

a.  Cash 

b.  Clothing

c.  Supplies

d.  Food

e.  Tickets to events

f.  Equipment and furniture 

g.  Gifts for clients

h.  Books and magazines

i.  Videos, records, tapes, etc.

Fund-raising

The receipt form is also to be used for acknowledgement of fund-raising solicitation receipts.

Name of Donor

Since we will be acknowledging in writing all donations and fund-raising contributions, please be sure to complete the donor name and address section with as much detail as possible.

Received By

The individual receiving the goods or cash, must sign the receipt form, date, and for non-cash item, use the donor's estimate for the value (amount) of the items donated.

Type of Receipt

Unless a specific fund-raising solicitation is underway, most contributions will be considered as "Donation".

Whenever a fund-raising solicitation is underway, the Director of Administrative Services will be notified.  Therefore, if in doubt as to the type of receipt, contact the Director of Administrative Services.

Usage

Unless the donor specifies a restriction of the donation usage, mark "non-specified".  Otherwise, obtain the donor's request and indicate the name of the benefitting program designated by the donor.  Also determine from the donor if the donation is for client use only.

Comments

Indicate in the "Comments" section, the description of non-cash items as well as any other notation that would be helpful in evaluating the donation.

Processing of Receipt Form

After completing the receipt, give a copy to the donor.

If the donation is cash or a check, bring the donation to the accounting office cashier, give the donation and a copy of the receipt form to the cashier (and obtain a cashier signature on the receipt for your record).

Copies of all receipt form must be given to the Director of Administrative Services, who will determine that the coding is correct and will cause a thank you letter to be sent to the donor.

Internal Process (Administration)

Within one week of receipt, the DAS Secretary is to write a thank you letter to the donor using the standard approved format (See Sample).

The Secretary is to maintain a donation log on a fiscal year basis listing the items of information contained on the receipt.

As a back up to assure that all donations are being reported, the Secretary will review the posting to the contributions, donations, and fund-raising accounts each month to verify that these activities have been reported under this directive.

Donations of Capital Equipment and Small Office Equipment

Furniture and equipment with a value new of at least $25 but less than $500 are classified as small office equipment.

Furniture and equipment with a value new of $500 or more are classified as Capital Equipment.

In addition to the procedure described above, donations of Capital Equipment and Small Office Equipment will require additional accounting treatment.  See Policy on Fixed Assets #501.

*****

Fiscal Policy: #106

Subject: Guidelines for Making Large Purchases/Contracts

Policy:

It is the policy of the Corporation to use the purchasing or contracting process which is most convenient, efficient, expeditious, and conductive to a standard of quality. When making large expenditures of money, or large purchases, renovations and other such items. Although economy is always a major consideration, the Corporation need not always choose the least expensive course, if this is not consistent with other more desirable factors.

Guidelines:

1.  
Competitive sealed bids will be used when a contract or purchase is anticipated to exceed  

$25,000.  This process will always be used regardless of dollar amount, when required by 

the funding source which is funding the purchase and/or contract.


a..  Vendors/providers will be pre-qualified.


b.  The contract will be advertised.


c.  An RFP process may be used.


When competitive sealed bids are use, the MMHC reserves the right to select a bidder 

which is not the lowest, and reject our all bids.  This shall be stated in the advertisement.


Selection of vendor will be made by the full Board or by a committee designated for that purpose on a case to case basis.

2.
Negotiation for professional services.When the standards of a profession, such as accounting, or a particular goal of the Center, dictate that competitive sealed bids may not be used, the negotiated choice of vendor may be used.


a.  Contract may be advertised, RFP’s, or a list of qualified contractors/vendors shall be compiled.


b.  Contractors/vendors shall submit qualifications.


c.  Contractors/vendors shall be ranked ordered.


d.  Fees will be negotiated with the top ranking contract/vendor, if agreement with regard 

to the fees cannot be reached, negotiations shall be conducted with the 
  
    

contractor/vendor next in rank.


e.  Final selection of vendor will made based on the dollar limit authorization levels 

contained in Fiscal Policy FM #1-91.

3.
Negotiation Method


The Agency may use the negotiation method of vendor selection when:


a.  The product or service is considered unique or of a one-time nature.


b.  When specific results are required (and must be specified).


c.  When contractors can describe the specific techniques which will result in a benefit to MMHC.

4.
Price Quotation


a.  May be used when considering the purchase of bulk items.


b.  When considering the purchase of standard shelf item purchases.


c.  When considering the purchase of leasing of equipment in excess of $2,000.

5.
Sole Source


a.  May be used when a product or process is so unique that there is no other vendor 

available to provide the product or service to MMHC.


b.  Purchases of a repeat nature and any single purchase of $1,500 or more are strongly discouraged.  When this is the case, the approval in writing of the Executive Director s required.  When the projected purchase is over $5,000, the approval of the Board 
of Directors is required.


c.  In any event, written justification for any sole source purchase of over $1,500 must be prepared and show approval date as well as signature of person(s) approving it.

*****

Fiscal Policy: #107

Subject: Purchasing

Operational Directive:

Every major repair, leasehold improvement, remodeling, and construction venture must be pre-approved by the Executive Director and the Director of Administrative Services before it is ordered or carried out.  Only emergency repairs, such as those that place in jeopardy the life or safety of the staff or clients may be authorized by other than the Executive Director and the Administrative Director.

Procedure:

1.
Planning Leasehold improvements, remodeling, and minor construction ventures are 
normally conceived during the month of September, when preparations for the October budget are being made.  In the interest of good planning, Unit Directors and staff should plan needs in the above area between July and September, and should be ready to submit a Capital Budget Request during the budget construction period.


a.  Major Repairs:  Unplanned Major Repairs shall be treated in the procedural manner as below, except that a major consideration shall always be the relative merits of 
repairing vs. replacing an item.  Since the need for repairs cannot always be anticipated, an unspecified amount in this category shall be put into the budget..


b. Minor Repairs:  Repairs estimated to cost under $200 are considered to be minor, and  may be initiated and carried out by the Unit Director.  The Unit Director must consult    the expenditure reports in order to be alerted to the possibility of  running over the unit’s repairs and maintenance budget.  If so, then the same procedure as for Major Repairs must be followed.


c.  Emergency Repairs: Emergency repairs are those which pose a threat to life, safety, or property, and for which authorization cannot be obtained in a pre-planned manner.  A Unit Director or supervisor may authorize such a repair and must be prepared to justify it.

2.
Authorization: Those items which are approved by the E.D. and the A.S.D. shall be 
included in the budget as “approved capital outlays” for each unit and shall have the first priority for expenditure during the year.  Items not approved shall be kept in the ADS 
Office under “Pending Capital Requests.” 
Because of the demands of cash flow, even approved capital outlays cannot be carried out without specific authorization.  In order to assure that approved funds are not expended without proper authorization, and to assure compliance with regulations, the following procedure is to be observed:


a.  The Assistant Director for Facilities Services shall review each request for leasehold improvements, remodeling, minor construction, or major repair from the standpoint of:


1.  Health and safety issues


2.  Licensing and permitting issues


3.  Efficiency issues.


4.  Other qualitative issues


b.  The ADFSS will approve or disapprove the request and pass it on to the E.D. for 

comments, discussion, and approval as to substance.


c.  The E.D. shall approve or disapprove the project, and pass it on to the ASD for 

approval as to:


1.  Status of authorization


2.  Availability of fundsAny of the above may disapprove a project on the basis of it not having been pre-
planned, and require justification as to why an unplanned project has taken precedence over a previously planned project.


d.  Once the project is approved and authorization to spend has been given by the ASD, the ADFSS shall coordinate the project, although the actual work may be delegated to unit staff.

3.
Contingencies  In recognition of the fact that events can occur which will require or make desirable the consideration of unplanned projects, the ASD will periodically review the budget with an eye toward determining whether funding is available for previously unplanned items, or 
whether new grants received require mid-year planning processes.


4.
Board Approval: The Board of Directors must approve any project which is over the amount of $10,000 even when the item has been included in the budget which the Board has already 
approved.  Therefore, time must be allowed for the process of obtaining Board approval, and must be anticipated and planned for.


All individual projects under the amount of $10,000 which are in the approved Center-wide budget, or their financial equivalents, may be approved by the Executive Director.

5.
Commitments and Contracts The Executive Director is the only staff member who is authorized by the Board of Directors to sign binding contracts, up to the amount of $5,000.  Contracts exceeding $10,000 have to be signed by a Board Officer, usually the President of the Board alone or in addition to other Board Members or the Executive Director.

*****

FISCAL POLICY#: 109

SUBJECT: RETENTION OF RECORDS

FISCAL RECORDS:

According to 10E-14.02 F.A.C., financial records and all records necessary to document expenditures; income, and assets must be kept five years.  If any litigation etc. were initiated prior to the five year limitation, records must be kept until the resolution of all issues arising from these actions.

PROCESS:

1.  If any funding source or governmental regulation require addition retention periods, these requirements will be added to this policy.

RESPONSIBILITIES:

In order to comply with the above-stated Retention of Records Policy, the following procedures will be enacted:

1.  The five year period to be used will include the five full fiscal years prior to the current year.  For example, during Fiscal Year July 1, 1995 - June 30, 1996, the period of retention will include fiscal year July 1, 1990 - June 30, 1991 to fiscal year July 1, 1994 to June 30, 1995.   Subsequent to July 1996, the records for the July 1, 1990 - June 30, 1991 may be discarded.

2.  The following type fiscal records are to be maintained:


a).  General Ledger


b).  Subsidiary Ledger

  
c).  Transaction Listings


d).  Bank Statement and Reconciliation


e).  Account Payable - Vendor Files


f).  Payroll Ledgers, time sheet and other payroll documents


g).  Cash Receipts Deposit documentation


h).  Services Invoice Documents for billing to HRS



I).  Reimbursement Request documents for other reimbursement Contracts


j).  Funding Contracts

3.  Records for the two prior fiscal years will be retained on site.  Records for other periods may be retained off-site.  Records shall be placed in storage boxes labeled as to contract source and fiscal year.

4.  Because of the volume of details and since summary documentation is available and is being retained for the full five year period, the following items can be retained for a shorter period:


a).  Daily cash receipt with individual payment records for Clients are used to post details to the Client Accounts Receivable - these can be discarded one year after the fiscal year end.


b).  Time cards, which are posted to time sheets, as evidence of time worked can be discarded one year after the fiscal year end, since the time sheets, signed by the employee, are being retained.

CARE, CUSTODY AND CONTROL OF RECORDS - FISCAL:

The Manager of Accounting shall be responsible for the Care, Custody, and Control of all records discussed in this policy.  The Manager of Accounting will assure that storage areas for record retention are properly ventilated, dry and secure.  On a periodic basis but at least semi-annually the Manager of Accounting must inspect the storage areas to assure continued compliance.

ADMINISTRATION:

Administration records including correspondence, records and memos from the files of the Executive Director, Director of Administration, Deputy Executive Director, and other Administrative Management Staff are to be retained for 5 years following the fiscal year in which they were created.

PROCESS:

Files and records for the 2 year prior to the current fiscal year may be retained on site.  Records for other periods may be stored off site.  The records shall be placed in storage boxes labeled as to content, source, and fiscal year.

CARE, CUSTODY AND CONTROL OF RECORDS - ADMINISTRATION:

The Executive Director  Secretary shall be responsible for the Care, Custody, and Control of all records discussed in this policy.  The Executive Director will assure that storage areas for record retention are properly ventilated, dry and secure.  On a periodic basis but at least semi-annually the Executive Director must inspect the storage areas to assure continued compliance.

PERSONNEL RECORDS:

Personnel Records of terminated employees must be retained for 5 years after the fiscal year in which termination occurred.

PROCESS:

Files and records for the 2 years prior to the current fiscal year may be retained on site.  Records for other periods may be stored off site.  The records shall be placed in storage boxes labeled as to content, source and fiscal year.  


CARE, CUSTODY AND CONTROL OF RECORDS - PERSONNEL:

The Personnel Aide shall be responsible for the Care, Custody and Control of all records discussed in this policy.  The Personnel Aide will assure that storage areas for record retention are properly ventilated, dry and secure.   On a periodic basis but at least semi-annually the Personnel Aide must inspect the storage areas to assure continued compliance.

FISCAL POLICY #:

SUBJECT:  AGENCY OPERATING BUDGET - POLICY

ISSUED BY:  DIRECTOR OF ADMINISTRATIVE SERVICES

APPROVAL DATES:

EXEC. DIRECTOR:  01/17/92  FINANCE COMMITTEE:  02/16/93  

BOARD OF DIRECTORS:  

REVISION DATE:

POLICY:

It is the policy of the Corporation that a Preliminary Summary Operating Budget be prepared at least 60 days prior to the commencement of each fiscal year, based on the most current information available and updated periodically, whenever projected changes in Revenue and/or Expenditure warrant, and at least as often as required by applicable funding sources.  All Agency's Operating Budgets must be approved by the Board of Directors.  The format and content of such budgets are to be established by the Finance Committee of the Board of Directors.

It is also the policy of the Board of Directors that a deficit Budget cannot be approved.  A deficit budget is defined as a budget in which the projected revenues are less than the projected expenditures, after adjustments for non-cash items.

Other Budgetary Submission:

Furthermore, it is the policy of the Board of Directors that budget submissions to other funding agencies such as the State of Florida, Metro-Dade County, City of Miami, United Way, etc., be approved by the Board of Directors.

PROCESS:

The Agency's Executive Director or designee shall submit to the Finance Committee such Operating Budgets as required and shall provide whatever additional information is needed for the Committee to make informed decisions.

As for the extent that such budgets impact on other Board committee responsibilities, it shall be the responsibility of the Chairperson of the Finance Committee to hold joint meeting with such other committees to obtain consensus.

The Finance Committee shall present such budgets, with recommendations, to the full Board for approval.

*****

Fiscal Policy: #2002

Subject: Procedure for Advance Authorization for Overtime and  Extra Hours Worked

General:

Employees are not authorized to work overtime or extra hours without the prior approval of their supervisor.

To assure compliance to this Policy, and to evidence prior authorization, the following procedures are to be followed:

Procedure:

Whenever a supervisor is to authorize overtime and/or extra hours to be worked by an employee, the supervisor must prepare an Advance Authorization for Overtime______Extra Hours____ From (copy enclosed).

This Advance Authorization can be held for the entire pay period and submitted to Personnel with the time sheets.

Completion of the Form:

The name of the staff member who is to do the work and that person’s position number are listed in the applicable section of the form.

The date the work is authorized, the authorized hours to be worked and the reason for the work shall be indicated in the appropriate column.  Completion of the next two columns will depend on the type of work and condition.


a.  If the staff person is working extra hours in his/her own job, both the position number covered and the position number charged will be the same as the staff member’s own position number.  (However, see Overtime Exempt Section for Exception).


b.  If the staff member is working for an absent employee, the position number covered and the position number charged will be the position number of the absent employee.


c.  If the staff member is a regular employee (not a  per diem employee) but is working for an absent employee in a unit which has per diem shifts to cover such absences, the position number covered will be the number of the absent employee, but the position number charged will be  the per diem position number.  (Since a per diem position number is being charged, this information must also be posted to the Quarterly Per Diem Report).


d.  If the staff member is working to cover an authorized, vacant, unfilled position, the 

position number charged will  be the unfilled position number, even if the unit has 

per diem positions.  

Situations that may not be covered by this policy:


A separate reporting requirement exists for coverage of per diem positions.  In those units that are authorized per diem positions to cover gaps in regular coverage, as well as absences in 24 hour operations, the individuals hired as per diem employees are called in as needed.


a.  If the per diem employee is working to cover a per diem shift, the Advance   Authorization Form does not need to be prepared.  However, this work must be  recorded to the Quarterly Per Diem Report to account for actual per diem shifts worked versus budget.


b.  If  the per diem employee is working to cover an authorized, vacant position, the  Advance Authorization Form should be completed.  The position number covered and  the position number charged will be the vacant position numbers. Also, if a per diem     employee is working to cover a non-per diem position, the Advance Authorization Form is to be completed.  Under these circumstances, the hours worked would not be  recorded to the Quarterly Per Diem Report, even though the individual is a per diem employee.


c.  As stated above, per diem employees working per diem shifts are not to have their hours reported on the Advance Authorization Form, but on the Quarterly Per Diem Control Sheet.  However, if the per diem employee works more than 40 hours in a week, the Advance Authorization Form must be completed for the overtime hours.

Overtime Exempt Employees:

Employees who are overtime exempt are not paid for extra hours worked since their salary and position generally have taken these factors into consideration.  Therefore, the only time that overtime exempt employees’ extra hours would be reported is if they are to be paid for such hours.  In such instances, the prior approval of the Executive Director is required.


The most common circumstances in which this may occur is when an exempt employee works another shift for an absent employee.

Accommodation:

From time to time, an exempt employee may be required to work extra hours, attend workshops, or work on their days off.

While such work does not automatically entitle the employee to receive accommodation time off, the Executive Director may grant time off  depending on the circumstances, provided prior approval was obtained, except in emergencies.  If accommodation time off is granted, an Advance Authorization for Accommodation Time-Off Form should be completed indicating the conditions justifying the accommodation time off. 

The Advance Authorization Form is to be signed by the Executive Director and then given to the employee.  When the employee takes the accommodation time off, the Form is turned in to the supervisor for inclusion with the time sheet for the pay period, and the time is coded “A” for Accommodation Time Off.

*****

*****

FISCAL POLICY#: 2020

SUBJECT: PROFESSIONAL FEES - ACCOUNT # 644-648

Professional Fees are expenses made for services of lawyer, auditors, accountants, lobbyists, outside psychiatrists, consultants, and other type professionals that are not employees.

Acct. #644 - 
Auditing - Expenses for the annual   audit of the Agency’s Financial Statements
(See Policy #103 for selection of Auditors).  The expense is recorded in the audit year, even though the actual audit and payment may extend well beyond the fiscal year end.  Changed to Administrative Cost Center.

Acct. #646 - 
Legal - Expenses for lawyers and other legal consultants.  Charge to 
 administration Cost Center, unless specified.

Acct. #647 - 
Other Professional Fees - Expenses for professional fees other than legal, audit, 
and psychiatrists.

Acct. #648 - 
Psychiatrist on call - For expenses to non-employee.  Psychiatrists who work on call whenever coverage requires. 

 

*****

FISCAL POLICY #: 2120

SUBJECT:  MAINTENANCE OF AGENCY VEHICLE RECORDKEEPING ANDMAINTENANCE PROGRAM

I

It is the policy of the Corporation that a comprehensive vehicle maintenance program be established and implemented for maintenance on all agency vehicles thru in-house personnel. Inspections, repairs and/or maintenance beyond daily vehicle inspection will be performed by outside qualified mechanics and/or repair persons.

PROCEDURES:

General - The Director of Administrative Services will establish the procedures necessary to carryout the above stated policy.

Responsibility of Administrator:

  Establish the maintenance procedures

  Coordinate vehicle availability

  Obtain insurance

  Annual registrations

  Verify driver's record with insurance

  Select outside, qualified maintenance agency

Responsibility of Unit Director and Supervisor Assigned the Vehicles

  Care, custody, and control of vehicles assigned

  Arrange for safe-parking site

  Cooperate with agency needs for vehicle availability

  Supervise driver

Responsibility of Driver

  Cleaning of vehicle, including washing at least once a month.

  Filling with gas

  Accounting for receipts and mileage

  Notify Administrator of any problems

  Bring vehicle to maintenance agency or inspection agency

  Perform daily vehicle inspections and prepare daily trip log
-2-

Responsibility of Coordinator of Motor Vehicles

  Schedule maintenance work

  Obtain and review daily inspection reports and preventative maintenance   
  (PM) documents

  Schedule all repairs requiring outside work

  File Preventative Maintenance and Inspection work sheets

  Maintain a maintenance folder for each vehicle.

Process

Each agency vehicle is assigned to a specific driver who is responsible for the driver functions identified in this policy.  If more than one driver is assigned to a vehicle, the Unit Director (Supervisor) is responsible to assign the driver functions.

Each vehicle will be provided with sufficient initial Daily Inspection Sheets.  The driver will be responsible for obtaining replacement sheets.  

A vehicle information pouch will be assigned to each vehicle and will contain the copy of the vehicle registration form and the current insurance card and an emergency information card.

Daily Requirements

On a daily basis each vehicle driver must complete the following:

a.  Daily vehicle inspection sheet (DVIS).  Before starting out on trips    
    each day, the vehicle must be inspected using the DVIS.  Every
    applicable item on the sheet must be inspected.  If acceptable, check   
    the "OK" column for the item involved.  If repairs are needed, specify  
    under the "Repairs Needed" column.  When repairs are made, the "Repairs 
    Made" column should be initialed by the person making the repairs.

b.  Daily Trips Log (DTL).  On the reverse side of the daily vehicle   
    inspection sheet is the daily trip log.

    Each trip made during the day must be recorded on the DTL.  If someone  
    other than the assigned driver drives the vehicle for a particualr 
    trip, that individual's name is to be indicated in the "Comments"  
    column.

    Unit Directors/Supervisors may require other information in the    
    "Comments" column such a number of clients transported, etc.

    On the lower section of the DTL is a "Record of Gas Purchased".  Every  
    purchase of gas made during the day is to be recorded here showing 
    odometer reading at time of purchase and gallons purchased.

    The driver's copy of the purchase receipt must be attached to the DTL.

    Once a week the driver is to calculate the miles per gallon using the   
    format shown in this section.

    If variances of more than 5 miles per gallon are detected, an attempt   
    should be made to determine causes.  Reasons should be included in the  
    supervisor's weekly submission of reports to the Coordinator of Motor   
    Vehicles.


The form should be completed each day and turned in to the Unit Director/Supervisor.  Each Monday the reports for the prior week are to be turned in to the Coordinator of Motor Vehicles.

Of course if repairs are needed or other significant situations occur, the Coordinator should be called as soon as possible.

Reporting of Accidents & IncidentsCoordinator of Motor Vehicles

The overall responsibilities of the Coordinator of Motor Vehicles was authorized earlier in this directive.

Some details of this function are indicated below.

a.  Review the daily motor vehicle reports (;i.e., DVIS and DTL) to assure  
    that reports are being prepared and that corrective action or repairs   
    are made.

b.  Maintain a file for each vehicle which will include daily motor vehicle 
    reports, and inspection reports, maintanance information, repairs  
    record and other appicable information.

c.  Schedule all vehicle inspections and maintenance as contained in   
    Appendix B.

d.  Schedule all repairs required for the vehicle.

e.  Review and approve all invoices for vehicle maintenance, repairs, and   
    gasoline purchases.  In so doing, invoices must be verified to
    authorized schedule of repairs.  Gasoline purchases are to be verified  
    to driver copies of purchases submitted with DTL's.

f.  Coordinate services of the selected station to assure that established  
    procedures are being followed, including the requirement that vehicle   
    tag numbers appear on all charges.  Provide the gas station with   
    current listing of approved signators for services.

g.  Periodically, spot check the reports and purchases attributed to a 
    particular vehicle to determine propriety of activities.  (At least one 
    per year, per vehicle).

h.  Obtain Motor Vehicle Reports (MVR's) for all drivers at the time of
    hiring, and annually thereafter, Unit Directors/Supervisors are    
    responsible for notifying the Coordinator of the need to obtain an MVR  
    on all new drivers.  The driver will not be allowed to drive until the  
    MVR is obtained.

    Copies of the MVR will be filed in each driver's personnel file.   
    Adverse findings should be brought to the immediate attention of the    
    Director of Administrative Services and the driver's supervisor.

i.  Prepare various reports on motor vehicles as required by management and 
    appropriate outside agencies.

*****

FISCAL POLICY#: 2130

SUBJECT: INSURANCE EXPENSE #772-782

It is the policy of the Corporation to obtain adequate insurance coverage for all the following categories of exposure at the minimum amount of coverage shown:


TYPE OF COVERAGE

AMOUNT OF COVERAGE


Business Interruption   

Blanket List $3,000,000 + All costs

    Fire and Property



Replace Costs


Auto




Minimum Limits of $1,000,000







Physical Damage Actual Cash Value


Professional Liability


$1,000,000 Each Occurrence; $3,000,000 AggregateGeneral Liability

$1,000,000 Each Occurrence: $3,000,000 Aggregate


Director’s Office

$2,000,000 Total


Worker’s Compensation
$1,000,000 Employer Liability Limit

The Insurance Carrier must be admitted to do business in the State of Florida and have an A M Best rating of at least A+.  Agents may be utilized to obtain coverage however competitive quotation must be solicited.

PROCESS:

1.  Insurance coverage is obtained on a calendar year basis.  In September, the agency will solicit  listing of Insurance Agents from trade association as well as suggestions from Board members  and other experienced in the insurance field.

By the first week in October, solicitation letters, return receipt requested, will be issued to all agents previously identified. Agents who do not respond within 14 days of mailing of the solicitation letter will be sent a second request.  If there is no response within 14 days of the second request, the Agent name will be removed from the approved listing. Agents who respond will be given a packet of information identifying the Agency’s needs and any other information the Agents need to obtain quotes.

The Deadline for receiving quotes shall be the 3rd Monday in December, unless extended by the Board of Directors.  A summary of the quotes received will be presented to the Finance Committee on the 3rd Tuesday of December for review and recommendations to the Full Board in the December meeting.

RESPONSIBILITIES:

1.  The renewal of the insurance coverage is January 1 of each year except for Worker’s 
Compensation, which is July 1. However, the payments are usually greater, including deposits, in the earlier months of the coverage.  Therefore, all payments including deposits for insurance premiums will be made to the prepaid expense account #141.

2.  The Director of Administrative and/or the Manager of Accounting will prepare Insurance
Allocation schedules to determine the amount of each premium that is to be charged to each Cost Center using reasonable allocation basis.  The premium allocated will agree in total to the full premium contained in the insurance billing.  Journal entries will be prepared to allocate the  premium to the Cost Center in 12 equal monthly amounts.

3. The entry will be a debit to Insurance Expense by Cost Center and a credit to Prepaid 
    Expense.

4.  Finance Charges, if any will be charged to the Administrative Cost Center.

*****

FISCAL POLICY #:

SUBJECT:  BUDGETARY CONTROLS - AGENCY WIDE

While the Executive Director has overall reponsibility for the Agency's operating budget, the responsibility to develop monitoring systems and to report on variances has been delegated to the Director of Administrative Services (DAS) or designee.

PROCEDURE

The DAS has developed the following reports to monitor the budgetary performance of the Agency and to report on variances on a monthly basis.

1.  Income Comparison Report:  This report contains an analysis of each item of Revenue showing the Annual Budgeted Revenue, the year-to-date Budgeted Revenue, the year-to-date Actual Revenue, Unearned Balance and % of annual budget earned.  All variances of 10% or more shall be analyzed in a written narrative and published by the Wednesday after the 2nd full week following month end.

2.  Expenditure Comparison Report (Unit Totals): This report summarizes the totals by Unit showing the Units Annual Budget, the Units year-to-date Actual Expenditures.  Unexpended balance and % of budget actually spent (incurred).

All variances of 10% or more shall be analyzed in a written narrative and published by the Wednesday after 2nd full week following month end.  This analysis will be related to the anlysis of line item expenditures discussed below.

3.  Expenditure Comparison Report (By Category):  This report contains the major categories of line item expenses and shows Annual Budget, year-to-date Budgeted Expenditures, year-to-date Actual Expenditures, unexpended balance and % of budget actually spent (incurred).

All variances of 10% or more shall be analyzed in a written narrative and published by the Wednesday after the 2nd full week following month end.

4.  Cash Flow Report:  This report contains the actual cash received for the month and year-to-date.  Also, the report shows the beginning and ending cash balances.

All the above reports are issued to the Finance Committee for approval and

submission to the full Board on a monthly basis.

*****

FISCAL POLICY #:

SUBJECT:  BUDGETARY CONTROLS - AGENCY WIDE

5.  Weekly Cash Flow Forecast:  This report projects the estimated cash revenues and cash expenditures for each week of the fiscal year for at least 8 weeks and monthly thereafter thru fiscal year-end.  Each week the year-to-date actual results are posted so that the forecast contains prior period actuals and future period forecasts.

This report has a vital role in the financial management of the Agency and forms the basis for short-term and intermediate-term financial decisions including borrowing and major expenditure outlays.

Quarterly Expenditure Reports and Analysis:  Each quarter the Agency's expenditures are compiled according to State funding sources and analyzed to determine that the Agency is complying with expenditure requirements including match to justify the State contracts.

These reports are due 30 days after the quarter and are summarized for submission to HRS after review and approval of the Executive Director.

Year-End Income and Expenditure Report:  This report summarizes the financial operations for the year and is based on the Agency's audited Financial Statements.  Similar to the quarterly report, it is designed to determine that expenditures by funding source are sufficient to justify contract amounts.

This report is prepared within 120 days of year-end, using audited results, and is summarized for submission to HRS after review and approval of the Executive Director.

Other Controls:  In addition to these agency-wide reports, the DAS also reviews Monthly Expenditure Reports by line item for each Unit and Monthly Revenue Reports by source of revenue by Unit for all sources of Earned Income.  Each Unit Director has primary responsibility to operate within the approval Unit Budget, however, coordination with the DAS is part of the control.

Quarterly Economic Viability and Cost Efficiency Report:  This report summarizes quarterly expenditures by Unit (excluding Capital Outlays) and utilizes production data such as clients seen, number of events, direct service hours, and FTE's (Full Time Equivalent Staff).  The report calculates the cost per event, cost per direct service hour and cost per client.  These costs are calculated with and without overhead.

These reports also form the input for the quarterly MBO reports generated by the MIS section.

*****

FISCAL POLICY #:

SUBJECT:  BUDGETARY CONTROLS - UNIT SPECIFIC

It is the responsibility of each Division and/or Unit Director to monitor their budgetary expenditure levels throughout the year and to take corrective action when variances require such actions.  Corrective action must include contact with the Director of Administrative Services (DAS) to discuss approaches to be taken.

In addition, as part of the Finance Committee review, the DAS may initiate investigations on variances and may require Unit Director's input.

Monthly Expenditure Reports:  To assist the Unit Directors in their responsibility for budgetary control, the Accounting Dept., will issue monthly expenditure reports by line item, by unit, within 2 weeks after the month-end.

These reports will contain actual and budget expenditures for each month and year-to- date, as well as variance amounts.  The Unit Directors should use these reports to determine compliance with budget level programs.

Labor Distribution Report

As part of the monthly expenditure reports, the Unit Directors will also receive the Labor Distribution Report for their units.  The Labor Distribution Report will list the names of all staff members being charged to the unit and will contain the amount and percent of salary charged for each such staff member.  The total must agree with the Current Month Salaries and Wages shown on the Monthly Expenditure Report.  If there are any difference, the Director of Administration should be consulted.

It is required that each Unit Director review these Labor Distribution Reports to verify that the listing of employees is proper.  This is part of the internal controls to assure that no one in the payroll or personnel offices can fraudulently place or retain a person on the payroll.

Since our current system cannot "block out" additional employees by using the Personnel Job (Code) Number, the next best thing is to provide these listings to the Unit Directors for verification.

Monthly Revenue Report:  Each month a fiscal year-to-date report will be issued of Earned Revenue by unit by Source of Revenue.

These reports will also be issued within 2 weeks after the month-end.

At the time of budget preparation, each unit will be consulted to establish Revenue Goals.  The Monthly Revenue Report will be measuring the actual performance against these Goals.

Budgetary Responsibility of Unit Directors:  Whenever a Unit Director is aware that expenditure levels or revenue levels applicable to the Unit are or may be at variance by more than 10%, a written action plan must be submitted detailing correcting action to be taken to rectify the situation.

Action Plan Reports are due at least by the Wednesday following the 2nd full week following month end.

These reports should be issued to the Division Director who will include these in the Division's report to the Executive Director.  (Copies of the Division report should also be sent to the Director of Administration).

*****

FISCAL POLICY #:  402

SUBJECT:  PREPAID EXPENSES

In general the prepaid expense account is to be debited with expenditures when such expenditures benefit future accounting months and accounting periods, unless other asset accounts are used such as inventory or capital assets.

Expenditures coming under this accounting treatment would include annual payments for rentals, leases, dues, subscriptions, insurance, etc.

After the prepaid expenses are set up, journal entries should be used to record the applicable charges to the appropriate expense accounts for each benefitting month.

In order to provide for a reasonable approach and to reduce excess accounting efforts for minor effects, the following exceptions will be allowed.

1.  Expenditures of $100 or less may be expensed in the month of recording  
    and do not require prepaid treatment even if they benefit more than one 
    accounting period.

2.  Expenditures of $500 or less and benefitting less than 4 months may be  
    expensed in the month of recording unless the benefitting period extends 
    to another fiscal year.

FISCAL POLICY:  #700

SUBJECT:  ACCRUED LIABILITIES

GENERAL:

Since the Board of Directors has established that the books and accounts of the agency shall be maintained on the accrual method of accounting, transactions must be recognized and recorded in the appropriate benefitting period.  Likewise, liabilities must be recognized when incurred.

PROCEDURE:

Each month during the month end closing process, the Manager of Accounting and the Director of Administration shall review the activities of the period to determine if there are any events that must be recognized through an accrual entry.

Some of the areas of evaluation shall include:

Accrued Payroll - Since the Agency's bi-weekly payroll is paid  one week after the pay period ends, and since the pay date will  usually determine the month in which the transaction is recorded,  there will always be a need to prepare an accrual entry to record  the payroll liability for the time worked but not yet paid.

The period of accrual shall include the dates since the last  recorded payroll period to the end of the month. For example, if  in the month of March the last payroll recorded in the month was  for the pay period ended on March 24 and paid on March 31, an  accrual would be required for the period from March 25 thru March  31. The amount of the accrual would be an estimate based on the  amount and account distribution contained in the last recorded  payroll. Eventhough some units (cost centers) have staff working  on week ends, the payroll shall be considered to cover 10 work  days and the accrual estimate will be made for the number of week  days contained in the accrual period.

Using the example above, the full two week payroll for the period  ended March 24 would be listed showing the amount of payroll  charged to each unit (cost center) and total payroll.

Since the pay period always ends on a Friday, we know that the  accrual period runs from Saturday, March 25, thru Friday, March  31. As stated above, we shall make an accrual estimate based on  the number of week days contained in the accrual period ;i.e., 5  days (Monday, March 27 thru Friday, March 31).

The accrual amount shall be 50% (5 days accrual 10 days full  payroll) of the amounts by unit contained in the March 24 pay  period.

This accrual entry will be recorded in the closing entries for  the month of March.

The credit will be to the accrued Payroll Account ( ).  However, the debits will be to the "Other Salary" account for  each unit ( ). We are charging the accrued salary expense  to the other "Other Salary" accounts rather than the "salary &  wages" account so that the latter will agree with the Labor Distribution Report, which is used as a payroll control by the  Unit Director. (See Payroll Procedures #2010 for details on this  control function). 

The accrual entry is to be reversed in the following month.

Accrued FICA - In addition to the accrual for payroll as  discussed above, an accrual should be made for the employer's  portion of the FICA tax applicable to the accrued payroll.

The accrual entry is to be reversed in the following month.

Unrendered Invoices - Whenever there is a reasonable belief that  a liability has been incurred but the vendor's invoice has not  yet been received, an accrual should be made if the following  exist.

a. The amount of the liability can be reasonably determined.

b. The amount of the liability is in excess of $500.

Some transactions that would be considered for this treatment  are.

a. Merchandise previously ordered has been received.

b. The delay in receipt of a regular monthly invoice for goods  or services still under contract. For example, utility,  bills, telephone, rental invoice, equipment leasing invoice,  etc.

The accrual entry is to be reversed in the following month. 

FISCAL POLICY:  #203

SUBJECT:  CASH FLOW FORECASTING

Background

Cash management begins and ends with good planning.  While it is a policy of the agency that operating budgets be balanced as to revenue and expenditures, the timing of these activities can cause great fluctuations in the agency's cash position.

Therefore, cash flow forecasting is a vital tool in the agency's cash management system.

Responsibility

While the operational responsibility for cash flow forecasting rests with the Executive Director, the actual preparation and monitoring of cash flow forecasts is delegated to the Director of Administrative Services.

Forecasting

Cash flow forecasting shall be updated on a weekly basis and shall be in sufficient detail to identify sources of revenue and expenditures for monitoring and planning.

Forecasts shall display weekly estimates for the proximate 12 week period and monthly for the balance of the year.

Each week, the prior weeks actual revenue and expenditure will be posted to the forecast.  In so doing, the results for the  periods prior to the current week will reflect actual activities.

Input estimates for the forecast are obtained primarily from the agency's operating budget.  However, off-budget items such as payments on capital leases, payments on long term obligation, bank loans and repayment of same for short term cash flow purposes, and accounts payable and accounts receivable from prior periods are also factored in to the forecast.

Uses of the Forecast

There are several uses for the cash flow forecasts including:

 a.  Cash deficits:  Being able to predict periods of cash defects is one of  the primary purposes of the forecast and it's a critical function in cash management.

The annual forecast done prior to the fiscal year helps to pin point deficit periods and is used to determine if, and what type, of short term  borrowings are appropriate.

In addition, expenditure plans can be altered when cash deficit periods  are anticipated.

Also, funding sources can be contacted to request assistance to move up  payment schedules.

b.  Cash Excess:  Especially vital in Cash Management is the ability to predict periods of excess cash.  With such information, management can   determine the best use of such excess funds.  (See Policy #202, Investing of Cash). 

FISCAL POLICY:  #

SUBJECT:  ACCOUNTS RECEIVABLE CLEARING ACCOUNT

Statement of Principles

It is a principle of double entry bookkeeping that for each debit (s) there must be a corresponding credit (s).  Secondly, all activities recorded to a Control Account in summary form must be recorded to the subsidiary accounts in detail form in the same month.

However, as stated in Policy #_________ of this manual, the posting to the Subsidiary Accounts Receivable Ledger, being maintained on the computer, is on a month-delayed basis.

Since payments received for these receivables must be deposited when received, a method of recording deposits must be established that will allow the General Ledger Accounts, Receivable Control Accounts and the Subsidiary Accounts Receivable Ledger to be in balance.

The Accounts Receivable Clearing Account accomplishes this function by acting as a bridge between the month of receipt of payment and the month of recording to the Accounts Receivable Control Account and the Subsidiary Accounts Receivable Ledger.

Details

Clearing Accounts shall be established for each type of accounts receivable billed thru the computer system ;i.e., Medicare, Medicaid, Private Insurance, and self pay.  All other types of accounts receivable (manually billed) as discussed in Policy #________ are not affected by this procedure.

As payments are received for self pay and 3rd party billings (Medicare, Medicaid, Private Insurance), the deposit is made to the bank and the credit is made to the Clearing Account for the type of receivable involved.

In the next month when postings to the subsidiary ledgers are completed, the Accounting department will receive an Accounts Receivable Recap by insurance code.

Using the "Payments" column of the Recap, the Accounting department will make an entry to debit the Clearing Account and credit the Accounts Receivable Control Account for the type of receivable involved.  At the same time, a verification will be made that the amount being cleared is equal to the opening balance of the Clearing Account.  If difference occur, a reconciliation is to be made.

Year End Accruals

The use of Clearing Accounts is a compromise between confliciting principles of accrual accounting.

At year end, however, all Clearing Accounts must be cleared to a zero balance.  This shall be accomplished during the post-closing adjustments prior to the preparation of the audited financial statements.

*****

FISCAL POLICY:  #200

SUBJECT:  CONTROL OVER CASH RECEIPTS FROM CLIENT'S CENTRAL OFFICE 
SYSTEM

Background:

At the Central Office, clients usually pay for services at the time of the service visit prior to seeing their therapist.  To assure that adequate control exist over such receipts, the following system has been established:

In addition to the Self-Pay (client) Subsidiary Accounts Receivable Ledger contained on the computer at MIS, the Reception Area has Pay Cards for each client.  These Client Account Cards (Pay Cards) contain various client information and are also used as a memo record of payments received from clients.  (For additional information on Client Account Cards see the Admission, Billing, and Collection Manual).

Payments by Clients

When clients make payments for services, a special two-set prenumbered receipt form is used.  Using the pegboard system, the Client Account Card is lined up over the Ledger Sheet.  The receipt form is then lined up on the Client Account Card so that a write-it-once transaction is made with the amount of payment recorded on the two-set receipt, the Client Account Card, and thru to the Ledger Sheet.  The Ledger Sheet is a continuous record of payments received during the day.  In addition to the information posted on the receipt form, the right hand columns of the Ledger Sheet are posted with the client's name and number as well as the pre-numbered receipt number.  One copy of the receipt is given to the client; the other copy is retained for processing.

Payments for Pharmacy Service

When a client comes to the Pharmacy with a prescription, a unique sequential prescription number is assigned to the prescription.


The clients name and prescription number are posted to a Pharmacy Dispensing Log.

The processing will follow one of the following procedures.

A.  Indigent Drug Program (I.D.P.)

The Pharmacy will determine if the drugs are on the I.D.P. formulary, if yes, client is sent to Reception Area where I.D.P. eligibility is verified.  Prescription is stamped $3.00 for filling fee, client pays and Paid stamp is placed on prescription.  Copy of the prescription is kept at Reception Area to reconcile to Pharmacy Log.  Client returns to pharmacy with stamped prescription which is filled by Pharmacists.  The Pharmacist records $3.00 by client and prescription on the Pharmacy Dispensing Log.

If drugs are not on the IDP formulary, Pharmacist will price cost of the medication on the prescription.  Client will be sent to Reception with prescription, where clients fee scale (A, B, or C) is posted to prescription.  Client is to pay based on Scale and the prescription is stamped "paid".

Copy of the prescription is kept at reception to reconcile with Pharmacy Dispensing Log.  Client returns to pharmacy with prescription stamped "paid" and prescription is filled.  Cost of medicine charged to client is posted to "cost" section of the Pharmacy Dispensing Log.

NOTE:  If client cannot pay either fee or cost of medication, a dispensing fee waiver form is signed by Unit Director and attached to the prescription.  No charge is recorded in the fee column of the Pharmacy Dispensing Log.

B.  Medicaid

Client goes to Pharmacy with a Medicaid Prescription Form.  No charge is made   

*****

FISCAL POLICY:  #202

SUBJECT:  INVESTING OF CASH

*****

FISCAL POLICY:  #201

SUBJECT:  LOANS, LINES OF CREDIT, AND OTHER INCUMBRANCES

All loans, lines of credit, and/or other incumbrances incurred by the Agency must be approved by the Board of Directors.  The President of the Board, and one other officer of the Board, and when required, the Corporate Secretary are authorized to sign such documents of indebtedness.

PROCEDURE:

From time to time, the financial needs of the Agency may require funds thru loans, lines of credit, and/or other incumbrances.

When such circumstances occur, the Executive Director or designee shall present the request for such funding to the Finance Committee of the Board of Directors for evaluation.  The Finance Committee shall submit the request to the Board of Directors and shall include the committee's recommendation for approval or disapproval.

Use of Lines of Credit:  When Board approved, and a Line of Credit is obtained, the manner of drawing down funds is as follows:

  a.  The Executive Director or the Director of Administration shall   
 determine the amount of funds needed and shall prepare a Request for  
 Funds as required by the bank.  The Request for Funds shall be signed 
 by the Executive Director, or the Director of Administrative
 Services, or the Deputy Executive Director and one Officer of the
 Board of Directors.

  b.  Copies of all such Request for Funds will be forwarded to the Manager 
 of Accounting who will oversee the transfer of funds and record the   
 appropriate accounting entries.

*****

FISCAL POLICY #:

SUBJECT:  PAYROLL

It is the policy of the Corporation to pay employees on a bi-weekly payroll period cycle and to establish procedures to assure that hours worked are recorded and reported properly.

Further, payroll controls should be established to assure the propriety and validity of all individuals receiving payments.

PROCESS:

A.  Pay Periods

The bi-weekly payroll period shall be for a fourteen day period commencing on a Saturday and concluding on a Friday two weeks hence.  The payroll pay date shall be one week after the concluding Friday of the payroll period.  In the event that a pay date occurs on a legal holiday, payment may be made on the last workday prior to the holiday(s).

B.  Timesheets

The Personnel office shall prepare pre-printed timesheets for each payroll reporting component of the Agency.  As a general rule a timesheet shall contain the listing of all employees reporting directly to an individual supervisor.

Timesheets will be available in the Personnel office on the Friday prior to the start of the pay period.  Timecards for components using the timeclock will also be available on the Friday before the beginning of each pay period.

It shall be the responsibility of each supervisor to obtain such timesheets and timecards from the Personnel office.  A supply of timelogs are also available.  (See FM________ for procedure concerning preparation of timelogs and timecards).

The supervisor is responsible to record the employee's work hours to the timesheet on a daily basis.

In some components, timeclocks are available and are to be used by overtime eligible employees to record their hours worked.  Whenever timeclocks are not available, time logs are to be used by overtime-eligible employees to record

their hours worked.

These time clock and time log reporting systems are provided to assist the supervisor in controlling time worked.  However, the official documents for payroll time reporting continues to be the timesheet.

Reporting Paid and Unpaid Absences and Benefits

In addition to hours worked, the timesheets should contain any hours of paid or unpaid absences.  (See Personnel Policy Manual for eligibility and type of absences and benefits available).

Such absences and paid benefits must be authorized by the supervisor using the Advance Authorization which are to be attached to the applicable timesheet for processing.  A separate authorization must be completed for each pay period even if the time off is consecutive such as vacation.  For example, a vacation or other absence that extends over two pay periods must be authorized on two separate Advance Authorization forms, each covering the dates of the applicable pay period.

The following codes are to be used on the timesheets to indicate the type of non-worked hours being reported and should be recorded in red ink:

Leaves of Absence

The Personnel Policy Manual allows employees to request leaves of absences for extended periods of time.  Whenever such absences are granted, the employee may have a considerable number of unpaid days included in the leave of absence.  In order to simplify the timesheet reporting process, the following exception to the Advance Authorization request and timesheet recording is being made.

a.  Whenever there are no paid hours to be reported for an absent employee on  authorized leave of absence, Advance Authorization forms do not have to  be submitted with each timesheet.  The supervisor should write across the  entire 14 day period of the timesheet on the line, for the employee involved, "Leave of Absence".

b.  However, if any paid hours are included on the timesheet in any pay period, then the remanining work days must be accounted for thru the Advance Authorization form as described above.  If the paid hours are not  worked hours, these must also be included and explained on the Advance   Authorization form. 

Submitting Timesheets

Supervisors are required to turn in completed timesheets to the Personnel Office no later than 12 noon on the Monday following the conclusion of the pay period.  If the Monday is a Holiday, special instructions will be issued covering the reporting requirements.

The timesheets must be signed by each employee and by the supervisor.

Advance Authorization forms must be attached for any non-worked hours included on the timesheets.

In a separate envelope, timecards or timelogs are to be submitted, the envelope should be attached to the timesheets and should be labeled with the component name, supervisor name and inclusive pay period dates.  The envelopes which will be filed in pay period order must be legal size and can be obtained from the Personnel office.

If employees are not available to sign timesheets, supervisors are to process the timesheets as required.  Employees must be informed that they must go to the Personnel office to sign their timesheets and that the employees will not receive their paychecks until the timesheets are signed.

In some components such as the 24 hour programs, employees work shifts in which they cannot always be available to sign timesheets at the end of the pay period and would thus have to come to Personnel every pay period.

In order to accommodate these exceptions, such employees will be allowed to sign the timesheets prior to the conclusion of the pay period so that the timesheets can still be processed on time.

In so doing, some hours reported may be estimated based on scheduled work. It will be the responsibility of the supervisor to subsequently verify that the estimated hours were actually worked or an amended timesheet was prepared and submitted.

Distribution of Checks

After the Payroll office has prepared the paychecks, obtained authorized disbursement signatures, and have assured that all paychecks are signed and accounted for, the payroll office shall deliver the paychecks to the Personnel office for distribution to the supervisors and employees.

The Personnel office shall prepare a master listing for supervisors to sign acknowledging receipt of paychecks for their employees.  In addition, the supervisor will have a receipt log listing all employees whose checks have been given to the supervisor.

As the supervisor distributes the checks, the employee shall sign the receipt log acknowledging receipt of this paycheck.  The receipt log is to be returned to Personnel along with any undistributed checks.

As discussed earlier under "Submitting Timesheets", pay checks for employees who have not signed their timesheets will not be distributed.  Instead these pay checks will be retained in Personnel and the employees must come to the Personnel office to sign their timesheets before receiving their paycheck.

An exception to the rule of retaining paychecks until timesheets are signed may be made under the following special conditions:

 a.  If the employee is on an approved absence or vacation on the dates when  the timesheets are signed and when the payroll checks are distributed the  employee may request, in writing, to the Personnel office that his  paycheck be mailed or given to an authorized party.  However, upon  return to work, the employee must sign the previously unsigned timesheets  before the next paycheck can be issued to him.

b.  If the employee is unable to come to the Personnel office to sign the    timesheets or pick up his paycheck due to unusual circumstances such as  illness and/or hospitalization, and the absence is not covered by an approved Advance Authorization (covered by (a) above), the employee may  request in writing that his paycheck be mailed or given to an authorized  party.  Such request must be approved by the individual to whom the employee's supervisor reports.  However, upon return to work, the   employee must sign the previously unsigned timesheet before the next paycheck can be issued to him.

c.  For handling of documentation pertaining to death of the employee, see   FM________. 

*****

FISCAL POLICY #:

SUBJECT:  PETTY CASH FUNDS

GENERAL

The establishment of a petty cash fund requires the prior written approval of the Executive Director and the Director of Administrative Services.  This approval can be evidenced on the check request that establishes the fund.

The custodian of the petty cash fund must be a different person from the one who approves the fund reimbursement. 

PROCEDURES

One person is to be identified and is responsible for care, custody, and control of the petty cash fund.  All reimbursement checks are issued in the name of the custodian of the petty cash fund, i.e.; Jane Doe, Petty Cash. The custodian is responsible for maintaining the funds in a secure place especially after hours.  For funds under $100., a locked file cabinet or locked desk is acceptable for storage of the fund.  For funds of $100., and over, a safe is required.

All disbursements from the petty cash fund must be evidenced by signed receipts, which identify the items purchased, the amount, and the unit to be charged and counter-signed by the Unit Director, and shall be recorded on an expense voucher for each item of disbursement.

The petty cash fund cannot be used to make personal loans or to cash personal checks.

Reimbursement of the petty cash fund shall be submitted on the "Petty Cash Reimbursement Form".

List each item of expenditure showing amount and type exense and the unit to be charged.  Leave the account code column blank, this will be posted by the Accounts Payable Clerk.  Receipts must be attached to the form in a secure manner, preferably in a sealed envelope so that access to the receipts can be obtained without destroying the receipt.


NOTE TO ACCOUNTS PAYABLE:  After receipts are verified to the Reimbursement Form, each receipt must be stamped "PAID" so that it cannot be used for subsequent reimbursement.

Timing of Reimbursement

Petty cash funds should be established at an amount equal to at least 2 weeks cash needs.  Reimbursement requests should be made each Friday or whenever the fund is close to 50% exhausted, since the reimbursement check will not be received until the Friday following the week in which requests were received in Accounts Payable.

It is the responsibility of the petty cash custodian to plan ahead and to request reimbursements with sufficient lead time to prevent cash deficiencies.

Cash Losses:

The custodian of the petty cash fund is responsible for the fund and any losses that occur, unless extenuating circumstances, such as burglary of secured funds, exist.  In such instances written statements of the facts, police reports and other documentation must be approved by the Executive Director before reimbursement is allowed from agency funds.

Changes in Custodian:

Whenever a change of custodian is to be made, a petty cash reconciliation is to be completed.  A statement should also be included on the reconciliation indicating that the new custodian accepts the fund as reconciled.  Both prior and new custodian should sign.  Each should receive an original signed copy and another original signed copy should be sent to the accounting department. This should be done even for short transfer periods such as vacation or leaves.

Controls:  The accounting office must maintain a file of current petty cash custodians, with signed evidence of responsibility.

On an unannounced basis, at least once a year, the accounting office must conduct a petty cash count and reconciliation to the General Ledger.

In analyzing the petty cash funds, accounting office is to determine if the amounts are appropriate for the activities involved.  Recommendations to the Director of Administration should be made if adjustments are required.

Supervisors of petty cash custodians are to reconcile the petty cash fund on a monthly basis and submit evidence of such reconciliation to the accounting department.*****

FISCAL POLICY#:

SUBJECT:  AGENCY PROPERTY ASSIGNED TO EMPLOYEES - PROPERTY

Definition:

Assigned Property refers to agency property that is given to employees in connection with their work and may from time to time be removed from the agency premises.

Such items may include keys, manuals, office equipment, computers and computer terminals, fax machines, automobiles, etc.

The above are differentiated from office equipment and property which may be used by the employee is not authorized to remove such items from the agency premises.

This Directive is in addition to the Directive________ on Accounting for Fixed Assets, which assigns all small equipment ($25-$499), and all capital equipment of $500 and over to individuals for purposes of inventory control.

Procedure:

All assigned property must be acknowledged in writing as recorded by the employee and authorized by the agency using the Assigned Property Document.

Division Directors may authorize assignment of property up to a value of $500.  Over this amount requires the approval of the Executive Director.

Completed Assigned Property Documents are to be distributed as follows:

  The original to the Personnel office for filing in the employee's personnel 
  file.    

  One copy to the Property Accounting office, if item over $25.

  One copy to the employee.


Return of Property

In the event the employee is request to return the property or desires to return the property previously assigned, the authorized representative of the agency should obtain a copy of the Original Assigned Property Document from the Personnel office and should verify the propriety of the items being returned.

A new Assigned Property Document should be prepared and on the line entitled "Property Assigned to" cross thru and write "Property Received from".  The authorized representative should date and sign for each item listed and should explain the reason for return in the "Comments" section.

Distribution of the form is the same as the original.

Termination

When an employee is being terminated, the supervisor must ascertain from the personnel office    

*****

*****

FISCAL POLICY #:  502

SUBJECT:  VACATIONS

It is the policy of the MMHC to grant annual vacations with pay to full-time and part-time employees in accordance with the guidelines established below.

Comment:

1.  The estabished vacation year is from July 1 through June 30 of 
    the next year.

2.  Full-time employees will accrue and use paid vacation    
    according to the following guidelines:

    a.  From commencement of employment, regular, full time  
   employees accrue 1.25 days of paid vacation per month, for 
   a total of three weeks in a one year period.

    b.  Employees are eligible to take vacation days six months   
   after their original date of employment, but they may take 
   only as much vacation as was accrued prior to July 1st.   
   For example, an employee who was hired on April 1st may   
   take 3.75 days of paid vacation after the following  
   October 1st.

    c.  Vacation time accrued in one fiscal year will be taken    
   during the next fiscal year, except that if an employee   
   has a need to take accrued vacation before the designated 
   time, he will have to have the approval of his or her
   immediate supervisor and the unit director.  Employees are 
   strongly encouraged to take vacation in blocks of time to 
   achieve the maximum benefits of time off.

    d.  When an employee has worked five continous years, at the  
   beginning of the sixth year he begins to accrue vacation  
   at the rate of 1.66 days per month, for a total of four   
   weeks (20 working days) per year.

    e.  An employee may carry over up to five working days of
   accrued vacation time to the next fiscal year.


 
    f.  No compensatory salary will be awarded an employee for    
   unused vacation time or in lieu of vacation time except at 
   the time of termination of employment if the employee is  
   eligible to receive termination benefits.

    g.  During each vacation accrual year, employees must work at 
   least eighty percent of their normally scheduled time each 
   month, not including time off for paid short-term absence 
   days, vacations, or holidays, in order for the month to   
   count for vacation accrual purposes.  Paid leaves, such as 
   maternity leaves shall be counted as time worked.

3.  Part-time employees who are scheduled to work at least 20
    hours/week are entitled to vacation on a pro-rata basis.  The 
    length of the vacation will be determined on the same basis as 
    for full-time employees, but the pay will be based on the
    employee's average number of part-time hours per week during  
    the last vacation year.  Part-time employees scheduled to work 
    fewer than 20 hours per week, and temporary employees shall not 
    accrue vacation.

    New, full time employees shall accrue vacation but may not take 
    it until six months after the date of hiring or the following 
    July 1st, whichever comes later.

4.  Any employee who feels there is a discrepancy in the
    calculation of his/her vacation pay eligibility may request a 
    review of that calculation by the Personnel Office.

5.  Vacation pay for full-time and part-time employees shall 
    consist of the employee's regular rate of pay for the vacation 
    period.

6.  Each employee must submit vacation plans for the following year 
    to his or her supervisor prior to the deadline to be determined 
    by the unit director.  Should circumstances compel a change in 
    vacation plans, reasonable notice must be given to the   
    supervisor.

7.  In the event of conflicting vacation plans within a department, 
    priority shall be established on the basis of seniority if all 
    employees have submitted their vacation plans prior to the    
    deadline established by the unit director.  Any employee not  
    submitting vacation plans by the established deadline shall   
    lose seniority rights with regard to vacation planning.  It is 
    the responsibility of the supervisor to ensure that his/her   
    staffing level is adequate at all times.

8.  An employee may not receive vacation pay in lieu of time off. 

8.  In the event of a personal emergency, employees may request   
    payment of earned vacation in lieu of time off,up to a maximum 

    of one week vacation per year.  Approval of the Executive   

    Director is required.

    Employees who do not take their vacation according to the
    guidelines will lose any accumulated vacation time over the   
    five paid vacation days which may be carried over, unless the 
    employee's inability to take the time off can be proven to have 
    been due to the exigencies of the work schedule.  In such a   
    case, only the Executive Director may approve an extension of 
    time past July 1st during which the employee must be scheduled 
    to take the time off, or lose it.

9.  On separation from employment with the MMHC for reasons other 
    than cause or resignation without due notice, an employee shall 
    receive vacation pay for any accrued and unused vacation 
    determined for the year in which termination occurs.  However, 
    no vacation pay shall be paid for new employees who have worked 
    less than six months in the current vacation year.  If death  
    occurs during an employee's term of employment, pay for accrued 
    and unused vacation will be paid in a lump sum to the    
    employee's next of kin.

10. If a paid holiday falls within an employee's vacation period, 
    an additional day of vacation will be granted.  This additional 
    day may be taken at the beginning or end of the employee's    
    vacation period, or at another time during the vacation year  
    with the prior approval of the employee's supervisor.  No
    allowance will be made for sickness or other compensable type 
    of absence occurring during a scheduled vacation, except in the 
    case of the employee's own hospitalization (family not   
    included), in which case the vation time may be converted to  
    sick time.

11. An employee who retires shall be entitled to take his/her full 
    vacation during the vacation year in which retirement occurs.

