South Carolina Music Educators Association
Financial Policies and Procedures
1.  ACCOUNTING METHOD

South Carolina Music Educators Association (SCMEA) shall maintain its books and records on a modified cash basis.  The primary deviation from the cash basis will be the recordation and subsequent depreciation of fixed assets with a value of $500 or greater at time of acquisition.   

Proper fund accounting will be utilized when required by specific donors/grantors or by designation of the SCMEA Board.
2.  Cash management policy

Operating balances shall be maintained at a minimum of one (1) month and a maximum of three (3) months average expenditures (excluding those related to the annual conference).  During the period of receipts and disbursements for the annual conference, exceptions to this policy will be necessary. Checking account balances shall be at the lowest level that facilitates easy day to day transaction handling and minimizes bank charges.  Any excess funds shall be maintained in an interest bearing money market account.  

All funds shall be maintained in accounts and certificates of deposit at FDIC / FSLIC insured institutions.  Any funds on deposit in one account shall not exceed the maximum allowed to be fully insured ($100,000).   

The Executive Director shall be responsible for managing the operating balances in compliance with the policy. 
3.  CASH RECEIPTS

All cash receipts (including cash, checks, and credit card payments) shall be promptly recorded on the books of SCMEA and deposited to a SCMEA depository account.  Checks will be restrictively endorsed at the time of receipt.
4.  CASH DISBURSEMENTS
All cash disbursements will be approved by the Executive Director with the exception of payments to the Executive Director or payments and reimbursements made for his/her benefit.  All disbursements will be from the primary disbursement account at the National Bank of South Carolina.
Checks made out for cash will be stubbed to specify the reason of the cash disbursement.
5.  ACQUISITION OF FIXED ASSETS

Acquisition of any fixed asset with a cost in excess of $500 requires prior approval by the Executive Board.  

All fixed assets with a value of $500 or more will be recorded on the financial books of SCMEA and depreciated over their remaining useful lives.

Each division of SCMEA with the assistance of the Executive Director will establish and maintain a fixed asset inventory of all fixed assets values at $500 or more. Depreciation expense will be recorded annually in June on all fixed assets on the books as of June 15 of that year.
6.  INSURANCE

SCMEA will maintain adequate insurance coverage at all times.  This may include, but not be limited to, workers compensation insurance, replacement value insurance on its property, appropriate general liability insurance, and officer’s and director’s liability insurance.
SCMEA divisions shall maintain bonding insurance on those members responsible for disbursement of funds.

7.  MAINTENANCE OF W-9 FORMS

Current W-9 forms will be maintained on all persons for whom SCMEA will potentially have to file a 1099.

8.  GOVERNMENT REPORTING

The Executive Director shall be responsible for seeing that all required reporting to government agencies is done on both an accurate and timely basis.  This would include, but not be limited to, required reports to federal and state taxing authorities, various employee/contractor reporting requirements, and solicitation licensing, if appropriate.  
9.  RECONCILIATION OF DEPOSITORY ACCOUNTS

Reconciliation of all depository accounts will be done promptly each month by the Executive Director.  
10.  FINANCIAL STATEMENTS

Financial Statements are to be prepared for each designated meeting and presented to a board member or their designee for review.  The statements are to be concise, comprehensible, and all inclusive.  Actual financial performance is to be compared to a previously approved budget.

At each board meeting the Executive Director will present copies of both the profit & loss statement (including comparisons to budget) and balance sheet to the Executive Board and Audit Committee.  These presentations will include a brief discussion of variances from budget and any other matters that are appropriate.

12.  INTERNAL REVIEW OF BOOKS AND RECORDS
Each month, the treasurers of each SCMEA division and the Executive Director will review current financial information to include, but not be limited to, bank reconciliations, paid bills, monthly financial statements, and federal and state withholding reports with the review documented by initialing the bank statement and reconciliations and monthly financial review report. This report is filed and used to compile the meeting financial report. 

The Executive Director will conduct a meeting with the treasurers of all divisions bi-annually to coincide with the appointment of new officers to the divisions for the purpose of reviewing procedures for maintaining records.
13.  EXTERNAL REVIEW OF BOOKS AND RECORDS

Each year the Executive Board will decide the necessity of review of the financial records to be performed by an independent outside resource. Results of any outside review will be fully shared and discussed with the Executive Board.
In lieu of external review, the Executive Board will appoint an audit committee to review annual financial records. The committee will be composed of a maximum of five members from the Executive Board with a majority being non-voting members of the board.  This committee will be responsible for dealing with internal and external auditors when utilized.

The Audit Committee will produce a report of the records that includes adjustments to the Executive Director’s report, explanations for any discrepancies, statement of the financial position of SCMEA, and to determine that cash flows follow the general regulations of accepted accounting principles. 
The Audit Committee will confirm the annual financial reports prior to sending them to the CPA for filing of taxes. 
14.  POLICY APPROVAL AND MODIFICATION

The Financial Policies and Procedures of SCMEA shall be reviewed and approved by the Executive Board on an annual basis. Any changes or modifications shall be submitted to the SCMEA Board for approval.        

Approved by the SCMEA Board, August 15, 2008
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