Worcester Regional Association of REALTORS®
Financial Responsibilities and Procedures for Staff and Volunteers

Fiscal Policy - Exhibit B (Updated 4-6-04)


The Fiscal Policy of the Worcester Regional Association of REALTORS® references the Financial Responsibilities & Procedures for Staff and Volunteers as Exhibit B. This document is to be reference for staff and volunteers as a general procedural guideline to provide assistance in the day to day operation of the association business. This document is to be maintained and updated on a regular basis by the Executive Vice President of the Worcester Regional Association of REALTORS®.
Receipt of Mail and Processing of Payments:
Mail is opened on a daily basis by a staff member as delegated by the Assistant Vice President.  Confidential documents such as bank statements, investment account statements and payroll documentation is to be personally delivered unopened to the Assistant Vice President or to the Executive Vice President. 

All payments received through the mail, via fax, over the telephone, or from walk-ins are to be logged into a daily logbook by assigned staff.  All mail containing cash, checks, or credit card information is collected. Assigned staff person must review and initial each piece of back-up information and denote the date, payment type (cash, check number or credit card type – include number and expiration date), amount received and the assigned GL account code as assigned in the WRAR chart of accounts.   All cash received from mail or hand delivered will be also logged into a cash receipt book, also denoting the date, payment type, amount received and the assigned GL account code as assigned in the WRAR chart of accounts.  Cash receipts are to be signed by the Assistant Vice President or delegated staff (bookkeeper).  A copy of the receipt will be made and the original receipt given to the recipient. Photocopies of cash receipts, checks, or credit card payment information will be made. 
Assigned staff will deliver copies of all payments plus any other accompanying correspondence to the appropriate responsible staff for further non-financial system processing (i.e.: event registrations and membership systems updates, resale order fulfillment, etc.). 

All cash and checks are to be personally delivered to the Assistant Vice President or delegated staff (Bookkeeper) for immediate safekeeping in a locked vault until deposit is made.   The Assistant Vice President or delegated staff (Bookkeeper) is to enter and process the payment receipts into the double entry, automated, windows version accounting system by revenue account code and prepare funds for deposit.  All deposit slips should accompany a detailed transactions slip.  Deposits are to be made on a regular basis (preferably on a daily basis) as often as necessary to safeguard the receipt of funds and to avoid risk of theft or vandalism.  Copies of all deposits along with monthly statements are to be maintained in a secure place in the WRAR office.  
All credit card, debit or electronic check charges are to be processed electronically to the merchant credit card bank account on a daily basis. 

The Bookkeeper will reconcile a daily transaction report with the daily log book to insure all payments received have been processed.  The report and reconciliation will be delivered to the Assistant Vice President for review for accuracy. 
Reconciliation and Financial Statements:

When bank statements are received in the mail, they are to be personally delivered to the Assistant Vice President or to the Executive Vice President unopened.  The Assistant Vice President opens and reviews all statements and cancelled checks for inaccuracies and to check signatures.

All banks statements are to be reconciled by the Assistant Vice President with Association records within 48 hours of receipt of the statements.   All bank statements should be reconciled with computer records, with deposits and check registers as back up.

On a regular basis as indicated the Assistant Vice President will also reconcile investment account statements (monthly), corporate credit card statements (monthly), payroll statements (weekly), transaction activity reports (daily) for completeness and accuracy.  The Assistant Vice President will regularly consult with the Executive Vice President and the Accountant throughout the reconciliation process as needed. 
Any deficiencies, errors or discrepancies will be immediately logged and reported. A reconciliation exception report log will be maintained for research, follow-up and resolution status reporting.  The Assistant Vice President will copy the reconciliation exception report to the Executive Vice President as updated.  The Assistant Vice President will prepare on a monthly basis a summary reconciliation summary report listing the status of each item listed showing all items and date and detail of resolutions or status of items outstanding.  A history of all exceptions will be maintained for trend analysis and loss prevention.

Upon completion of reconciliation of the Bank Statements the Assistant Vice President will prepare draft Month End Detail and Summary Profit and Loss and Balance Sheet Statements for review by the Executive Vice President, the Treasurer and Accountant.  After review and any necessary adjustments made by the Executive Vice President, Treasurer or Accountant final statements will be prepared for distribution at the next regularly scheduled finance committee meeting. 
Declined or refused Credit Cards, Debit Cards or Returned Checks:

For declined or refused Credit Card or Debit Card charges the Bookkeeper will immediately suspend and stop delivery of any services or registrations and will notify card holders by telephone or in writing of the declined or refused charges. A copy of the notice will also be sent to any other staff that services or registration has been declined or refused and to cancel and update any non-financial system processing accordingly (i.e.: event registrations and membership systems updates, resale order fulfillment, etc.) .  If services or the event has already been delivered the card holder will be immediately invoiced for the declined or refused amount plus any additional bank charges and late fees.

Upon notification of Returned Checks the Bookkeeper will immediately suspend and stop delivery of any services or registrations and will notify the writer by telephone and in writing by invoice of the returned check and of any additional bank draft charges for immediate payment.  A copy of the notice will also be sent to any other staff that services or registration has been declined or refused and to cancel and update any non-financial system processing accordingly (i.e.: event registrations and membership systems updates, resale order fulfillment, etc. ).  If services or the event has already been delivered the card holder will be also be invoiced for the declined or refused amount plus any additional bank draft charges and late fees incurred for immediate payment.

Petty Cash

The Association will maintain a petty cash fund of no more than $500. to reimburse staff for small out of the pocket expenses and for any cash requirements at certain programs and events.  The Petty Cash fund will only be administered by the bookkeeper or as otherwise delegated by the Assistant Vice President.  Cash withdrawals will be approved in writing by the Assistant Vice President or the Executive Vice President listing the date, purpose and amount.  A receipt book will be maintained and all deposits and withdrawals will be entered into the double entry, automated, windows version accounting system by the corresponding GL account code for petty cash revenue and expenses.  The Assistant Vice President will reconcile the petty cash account on a monthly basis or as often as necessary.
Asset Purchases & Sales: 
All Asset Purchases & Sales, All Commitments/Purchases & Sales of Merchandise as recommended by the Assistant Vice President must be approved by the Executive Vice President.   Each purchase order must have the appropriate authorization signature(s) and account code before it is valid.  Purchase orders may be approved as follows:

Asset purchases not budgeted with purchase order and recommended by the Executive Vice President must be approved by the Board of Directors.  Asset purchases budgeted with purchase order and recommended by the Assistant Vice President must be approved by the Executive Vice President.
All Commitments/Purchases & Sales of Merchandise
All Commitments/Purchases & Sales of Merchandise as recommended by the Assistant Vice President must be approved by the Executive Vice President.  Each purchase order must have the appropriate authorization signature(s) and account code before it is valid.  Purchase orders may be approved as follows:

All Commitments/Purchases & Sales of Merchandise not budgeted with purchase order and recommended by the Executive Vice President must be approved by the Board of Directors.  

All Commitments/Purchases & Sales of Merchandise budgeted with purchase order and recommended by the Assistant Vice President must be approved by the Executive Vice President.

Corporate Credit Cards:
Certain staff members and key officers of the association may receive a corporate credit card as determined necessary by the Board of Directors and as recommended by the Executive Vice President for staff for payment of approved budgeted association expenses (Fiscal Policy Section XVI).  Any staff member or key officer issued a corporate credit card must account for all expenses charged to the account.  All expenses charged to the corporate credit card account and accompanying receipts must be submitted to the Assistant Vice President immediately after use for monthly reconciliation purposes.  Only budgeted expenses may be incurred unless otherwise approved in accordance with Fiscal Policy Section VII.
Travel Expense Reimbursements:


Travel Expense Reimbursement will be made in accordance with Fiscal Policy – (see Section XIV. Expense Reimbursements and also General Fiscal Policies - Section VII.).

A detailed expense report together with receipts must be submitted to the Executive Vice President as soon as possible upon return from travel.  Failure to submit such expense reports within a 30 day period will mean that the officer concerned will be required to treat the reimbursed expenses as income and IRS Rules require the issue of a 1099 form at year end.   Only budgeted expenses may be approved by the Executive Vice President. All unbudgeted expenses must be approved by the Board of Directors. No personal charges are to be made on the corporate credit card.
Cash Disbursements/Checks:
Checks will be run for the Association no less than four times a month.  Weekly check runs will be made on Fridays unless the need arises for additional runs.  Each staff member is to encode all invoices and requests for checks with the appropriate general ledger account number(s).  Once the invoices have been encoded, they are to be reviewed for accuracy and initialed by the Assistant Vice President.  The Assistant Vice President will obtain check authorization from the Executive Vice President.
Upon approval by the Executive Vice President the Assistant Vice President or delegated staff (Bookkeeper) enters the invoices into the accounting system.  The checks are then printed and matched with the appropriate backup and taken to the Executive Vice President for final signature.  
Checks under the amount of $5000 and not made payable to the Executive Vice President recommended by the Assistant Vice President must be approved and signed by the Executive Vice President.  If the Executive Vice President is unavailable for signing, the Treasurer or other authorized signatories may sign the checks.  Checks over the amount of $5000 and not made payable to the Executive Vice President recommended by the Administrative Manager must be approved and signed by the Executive Vice President and co-signed by the Treasurer.  Two signatures are required for checks exceeding $5000.  All Checks made out to the Executive Vice President should be signed by the Treasurer or if unavailable, by one of the other authorized signatories.  
Signed checks and back up are returned to the Bookkeeper for dissemination.  Once checks are disseminated, all back up and check copies are to be filed in the proper files in the WRAR office.

RPAC Financials Procedures:
REALTORS Political Action Campaign (RPAC) contributions require all contributions to be recorded separately for all personal and corporate contributions.  RPAC contributions included in dues should be deposited into a separate RPAC checking account, with records maintained indicating whether the check received was either corporate or personal.  In such cases, when a check is submitted to State and National Associations, it must be accompanied by a detailed report and breakdown of all deposits showing personal and corporate contributions separately and listing the names of all contributors with amounts given plus a copy of the original check and contribution form(s) if any.  Checks for $50 or more must be deposited within 10 days of the date of the check. These deposits must be deposited to the RPAC checking account. This is a Federal law requirement.  Procedures for incoming monies, bank statement reconciliation, and preparation of financials are the same. 

Annual Audit Procedures:
The Association has a fiscal year beginning January 1 and ending December 31.  The audit committee of the Association will be responsible for an independent review of the Association’s financial statements as prepared by the CPA and for review of the financial operation procedures of the Association (See Fiscal Policy, Section IV). Staff members are to be available to the auditors on an as needed basis to answer questions and provide any necessary documentation and explanations.  Bound copies of the final audit are to be presented to the Board of Directors at the first meeting following receipt of the audit report.  

All tax forms are to be completed by the CPA and provided to the Association prior to the filing date, currently May 15 of the year following the tax year. 

Budget Timelines and Procedures:
The budget for the association is based on a zero bottom line.  June 1st of the current year begins the budgeting process for the following calendar year.   The Executive Vice President and delegated staff are to review the prior year ending figures and the current year’s figures to date and best estimate the income/expenses for the following calendar year.  The Executive Vice President will prepare and recommend to the Finance Committee the following year’s proposed budget including priorities and programs identified by the Strategic Plan process.  The Finance Committee and Executive Committee will review the proposed budget and report their recommendations to the Board of Directors.  The proposed budget is then reviewed by the Board of Directors and is voted on. 
Annual Fee Schedule:

The Executive Vice President will prepare and recommend to the Finance Committee the following year’s proposed Annual Fee Schedule including Education Fees, Membership Dues and fees, forms and merchandise resale fees.  The Finance Committee and Executive Committee will review the proposed Annual Fee Schedule and report their recommendations to the Board of Directors.  The proposed Annual Fee Schedule is then reviewed by the Board of Directors and is voted on. 

Professional Service Agreements:
All Professional Services Agreements not budgeted recommended by the Executive Vice President must be approved by the Board of Directors.  All Professional Services Agreements budgeted recommended by the Assistant Vice President must be approved by the Executive Vice President.
Professional Service Agreements must be reviewed on an annual basis. Prior to expiration or renewal all Professional Service Agreements will be competitively bid and three (3) competing bids should be sought for evaluation prior to recommendation to the Board of Directors for approval by the Executive Vice President.  All service agreements are kept in the WRAR office in the permanent files.

Cash Management & Investment Policy:
The Finance Committee is responsible for implementation and managing the Investment Policy as approved by the Board of Directors including establishing guidelines to create operating and capital reserves for the investment of available cash (See Fiscal Policy – Section V. Cash Management & Investment Policy).
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