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Policy A-1

Financial Records

The Chapter Treasurer shall maintain the following financial records:

·
Checkbook, savings/investment records

·
Cash receipts and disbursements records and documentation

·
Monthly bank statements and related reconciliations

·
Invoices, check requests and other appropriate documentation supporting all expenditures

·
Journal entries and supporting documentation

·
Monthly financial statements

·
Form 1099 copies and supporting documentation

·
Form 990 filing report, certifications and supporting documentation

·
Annual financial report

Specific policies with respect to maintaining the Chapter’s financial records are set forth below:

·
Accounting Transactions


All accounting transactions shall be recorded using the National’s chart of accounts and in accordance with generally accepted accounting practices.  The Treasurer shall review and, if appropriate, revise the chart of accounts on an annual basis.

·
Program Activity 


Within thirty (30) days after the completion of a program or meeting, the Vice President shall submit the following to the Treasurer:  a spreadsheet detailing attendees, the amount due from each attendee, the payment received for each attendee, the method of payments and the membership (or other) status of the attendee.  


The revenue recorded for each program will tie back to such documentation.  


The Treasurer will be responsible for issuing approved refunds and collecting amounts outstanding.

·
Cash Receipts 


Cash receipts will be collected and or submitted to the Treasurer who shall deposit such cash receipts on a timely basis.  Cash receipts are expected from sources such as educational programs, newsletter advertising and the sponsorship program.

·
Cash Disbursements 


The Treasurer and other assigned officers or designees will be the only authorized signers for the chapter’s checking account.  The authorization will occur annually via Board motion and will be recorded in the appropriate Board meeting minutes.


The check signer will only issue checks if:

1) Supporting documentation accompanies the payment request.  Acceptable supporting documentation includes:  invoices, expense reimbursement requests along with receipts for expenses > $20, speaking contracts, etc.  

2)  Expense reimbursement requests must be approved by the President, except for program expenses that can be approved by the Vice President.  If the request for reimbursement is from the President and is over $1,000, another officer shall approve the request.  Such approval can be via email, but the email should be attached to the reimbursement request. Speaker honorariums must be approved by the board in accordance with the program policy.

·
Bank Statements

The Treasurer shall reconcile all bank and investment accounts on a monthly basis and share that information with the Board of Directors.
·
Financial Statements 


The Treasurer shall prepare financial statements for and present financial statements at each Chapter Board meeting.  The Board of Directors shall be responsible for reviewing and approving the financial statements.

·
The Financial Review Committee


The Financial Review Committee shall be responsible for completing the annual review of the books and financial records.  The Treasurer shall be responsible for the coordination of the annual review.  The chairperson of the Financial Review Committee or the Treasurer shall be responsible for the presentation of the results of the annual review at the appropriate Board meeting.  The Treasurer shall be responsible for implementing any recommendations made by the Financial Review Committee in their letter to management, if approved by the Board of Directors.

·
Tax Forms


The Treasurer shall be responsible for:

a)   Providing requested Form 990 information to National by the National-imposed deadline.

b)   Issuing Form 1099’s for each calendar year-end.

Policy A-2

Depository Institutions
The Chapter Treasurer shall maintain all checking and investment accounts in a financial institution covered by FDIC or FSLIC insurance with authorized signatures for the withdrawal of those funds or in other investments approved by the Board of Directors.  Specific policies regarding depository institutions are set forth below:

·
All significant investment transactions are to be reported by the Treasurer to the Board at each meeting.

·
Investments maturing in excess of six months require prior Board approval by a majority of its members.

·
The Treasurer is responsible for maintaining custody of insurance bonding in the appropriate amount to cover funds handled.  Bonding coverage must be maintained at all times.  The Treasurer should advise the Board of bonding coverage annually.

Policy A-3

Investment Policy Guidelines
The objective of the Southern Illinois Chapter regarding investment of cash is to:

·
Assure adequate safety of principal

·
Attain an optimal return on invested funds without sacrificing the safety of the principal

·
Maintain a liquid position

The Southern Illinois Chapter will hold title to all instruments used to invest Chapter cash.  Set forth below is a summary of approved investment instruments:

·
Certificate of Deposit - The amount invested in any one banking or savings institution shall not exceed the $100,000 federal insurance limit.  Interest on CD’s shall not accrue for longer than one year.

·
US Government Securities - These investments have no limit and shall include securities issued by federal agencies backed by the full faith and credit of the US government, including the treasury bills, and treasury notes.  Investments in these instruments shall be a direct investment as opposed to mutual funds.

·
Repurchase Agreements - These investments shall be limited to banking or savings institutions with an acceptable credit rating, for a period not to exceed 30 days, and an amount not to exceed $25,000.

·
Corporate Bonds or Notes (Commercial Paper) - These investments shall be limited to ratings of A-1 by Standard and Poor’s and P-1 by Moody’s for commercial paper and to rating AA or better for investment grade corporate bonds.

·
Cash Management Accounts - These investments shall be limited to an amount not to exceed $25,000 and only with a firm approved by the Board.

Other policies with respect to investment of Chapter funds are summarized below:

·
Maturities - An amount equal to three months operating expenses shall be invested in short term investments with maturities of one year or less.  The remaining funds may be invested in longer term instruments, with an average maturity of no longer than five years.

·
Management Responsibilities - Management responsibility for investment of Chapter funds rests with the Treasurer.  Any changes in the investment strategy must first be approved by the Board of Directors.

Policy A-3

·
Review of Policy - The investment policy must be reviewed and approved by the Board of Directors annually.  The Treasurer is responsible for bringing the policy to the Board for review and approval.

·
Periodic Reporting - A report of the performance of investments shall be made to the Board of Directors on a periodic basis, at least annually.

Policy A-4

Operating Budget
The President with assistance from the Treasurer is responsible for preparing for submission to the Board of Directors, an annual financial plan (operating budget) that supports the long-range strategic plan.  The budget shall include detailed schedules outlining specific sources of revenue and enumerating specific budgeted expenditures within each expense category.  The operating budget must be approved by the Board of Directors and submitted to National Office prior to June 1 of each fiscal year.

Policy A-5

Financial Review
The Chapter’s financial records will be reviewed by the Financial Review Committee within 90 day of the Chapter’s fiscal year end.  Specific procedures with respect to this process are set forth below:

·
The President appoints the chairperson of the Financial Review Committee at the beginning of each Chapter year.  

·
The Treasurer will work with the chairperson of the Financial Review Committee to ensure that an annual review is conducted in an efficient and timely manner.  The review will consist of inspecting the books and records of the organization, inquiries of the Chapter Treasurer (or others as necessary) and such other procedures as deemed necessary  to ensure that the financial transactions for the fiscal year were appropriate and recorded properly. 

·
The chairperson of the Financial Review Committee (or designee) will prepare a written report (the “Annual Report”) which will consist of agreed upon procedures.  The Annual Report will be discussed with the Chapter’s Treasurer prior to the presentation to the Board of Directors.

·
The Annual Report will be presented to the Board of Directors by the chairperson of the Financial Review Committee or the Treasurer. The Board of Directors are required to approve the Annual Report.

·
The Annual Report will be made available to Chapter members upon request.

·
The Treasurer is responsible for implementing any recommendations made by the chairperson of the Financial Review Committee, if approved by the Board of Directors.

Policy A-6

Insurance Coverage
HFMA National provides general liability and professional liability insurance coverage for all Chapters (including host liquor liability coverage).  The general liability policy provides $1 million of bodily injury, personal injury and property damage coverage per occurrence and an additional $1 million of medical coverage (limited to $1,000 per person) for each accident.  The professional liability policy provides $1 million of coverage for acts done directly or indirectly (by any member or non-member) in any phase of Chapter activity for which the officer or director is held liable by virtue of his/her leadership role.  

Policy B-1



Expense Reimbursement Policy

This policy sets forth the Chapter’s expense reimbursement policy for the Officers, Board of Directors and committee chairpersons / members.  

All requests for expense reimbursement are to be submitted to the Treasurer.  Receipts for expenses must accompany the expense report for any expense in excess of $20. Note that consistent with Policy A-1 any expense reimbursement requests must be approved by the Chapter President, except for Program expenses that can be approved by the Vice President and, if the request is from the President and is over $1,000, another Officer shall approve the request.
The follow sections provide additional guidance for specific types of expense reimbursement requests.

A. Educational Program Expenses.  

The policy governing educational program expenses is outlined in the Chapter’s Program Policy (C-1) and Travel Policy (B-2).

B. General Operational Expenses

The Chapter shall reimburse officers, directors and committee chairpersons / members for the reasonable costs incurred in conducting Chapter business.  These costs may include, but not be limited to:


•supplies


•postage


•copying and other publication costs


•teleconferencing


•meeting expenses, including lunch and/or refreshments


•other expenses, as appropriate

C. Fall Presidents Meeting

Every 5th year the chapter is responsible for hosting the Fall Presidents Meeting.  A budget will be developed by the Regional Executive and President responsible for the year.  This budget will be presented to the Board for approval.  National HFMA provides up to a maximum of $600 for this meeting.  Any extra expenses incurred over the National stipend will be covered by the chapter.  Expenses incurred in hosting the event include but are not limited to:


• Gift for all participants


• Meeting rooms


• Dinner the night of the event


• Meals during the meeting

D. The Chapter in accordance with National HFMA policy may pay for the travel expenses of National Board Members, Regional Executive Elects and Regional Executives for visits made to the Chapter.

E. The Chapter in accordance with HFMA Region 7 Operating Agreement will “waive” the education fee for the Regional Executive, Regional Executive Elect, National Board Member, Chapter Presidents and Presidents for attendance at meetings outside of their “home” chapter. 

Policy B-2

Travel
The Chapter will pay for the following reasonable expenses and registration fees for Chapter Officers:

·
Annual National Institute and President’s Meeting:


Reimbursement shall include transportation, lodging, meals, and early bird enrollment fee for the Past President, President and President-Elect.  
·
Fall Regional President’s Meeting: 

Reimbursement shall include transportation, lodging and meals for the President and President-Elect.  (If the President or President-Elect cannot attend their designated representative will be reimbursed.)
·
Leadership Training Conference:


Reimbursement shall include transportation, lodging, and meals for the incoming President, President-Elect, Secretary, Vice President, Treasurer and other Committee Chairpersons or Committee Members as approved by the incoming President.

The Board can approve other travel before travel is taken.  The Chapter Officers/committee members are responsible for submitting a written request for reimbursement to the Treasurer.  The request shall include the reason for the expense and supporting documents when appropriate. The Chapter will not pay for any personal expenses incurred by a Chapter Officer/committee member.

Policy B-3

Awards Reimbursement
The Chapter will pay for the following awards in accordance with the wishes of the Board of Directors:

Founders Awards

Past President’s Plaque

Certification Pins

President’s Pin

President’s Award

In addition, the Board of Directors may approve reimbursement for other awards they deem appropriate.

 Policy B-4 

Chapter Guidelines for Mailing List and/or Database Use

The HFMA Board of Directors may approve the establishment of chapters, by charter, to serve specific geographic areas. The rights and obligations of HFMA chapters are specified in the

HFMA Chapter Charter. In addition, the HFMA Board of Directors has adopted the following guidelines to further define the document as it relates to chapter use of chapter mailing lists or member databases.

Chapters may use the chapter mailing list or member database solely to conduct the business of the chapter and HFMA National. Examples of chapter business usage include:

* Distribution of member communications as defined by the Davis Chapter Management System (newsletters, bulletins, etc.)

* Distribution of ballots for elections of chapter officers or bylaws changes

* Notification of chapter meetings to carry out the business of the chapter

* Notification of chapter educational events

* In the instance of co-sponsored educational events with non-HFMA organizations, chapters may provide a limited or one-time use to the co-sponsoring organization. Additionally, the promotional material must include the chapter name (i.e. the Southern Illinois Chapter of HFMA) and if a logo is used, it must be the chapter logo (i.e. not to be mistaken for the HFMA National only logo).

Sponsorship

Chapters may not offer the chapter mailing list or database of members as part of any chapter sponsorship package. Rather, chapters may provide a list of pre and post registered program attendees as part of a chapter sponsorship package. This information MUST exclude email addresses and contact information of HFMA individuals who have specifically requested “no outside usage” on their HFMA member profile.

E-mail Communication

When communicating with chapter members via mass e-mail distribution, chapters are charged with protecting the privacy of chapter member e-mail addresses by ensuring that the e-mail addresses are not displayed in a manner that makes them vulnerable to being copied, pasted and misused by the recipient. Placing e-mail addresses in the bcc (blind carbon copy) section of the email form fosters email address privacy. Chapters are charged to be cognizant and mindful of overuse concerning e-mail communication.

Policy C-1

Program Policies
Registration Fees:

The Chapter’s educational programs are one of the primary sources of revenue for the Chapter.  Set forth below are the specific policies with respect to educational programs. The Chapter shall charge program registrants a registration fee that is appropriate for the prudent management of the Chapter.  Registration fees should be set at levels necessary to service members and attain the annual Chapter budget approved by the Board of Directors.  The fees should also assure that the minimum Chapter Balanced Score Card financial goals are met.  If a registration is received for the event payment is expected regardless of attendance at the event.  See refunds below.
Waiver of Registration Fee:

 The registration fee for the Chapter education program may be waived in the following instances:

· The registration fee for all speakers will be waived.

· All new members will be given a certificate which waives the registration fee for one program (excludes social events) to encourage participation in Chapter activities.

· Sponsor certificates which entitle sponsors to receive free program registration will be recognized.

· The registration fee for unemployed members will be waived during their unemployment.

Registration Refunds:

Registration refunds are not given.  Credits may be given to registrants under the following circumstances.

· Registrants requesting to cancel their registrations three days prior to the event are entitled to carry their paid registration forward for one meeting.

· Registrants cancelling their registrations less than three days prior to the event are not entitled to carry their paid fee to the next meeting.

Early Bird Registration:  

Payment is expected with the registration in order to receive the early bird discount.

Late Fee:  

A $25 late fee is assessed for all registrants paid later than one week after the event date unless prior arrangements are made with the Program Chair.

Expense Reimbursement:

The Chapter shall pay all expenses necessary for the presentation of an approved meeting or educational session.  Allowable meeting and education sessions expenses shall include, but are not limited to the following:

· Meeting Facilities

· Speaker honorariums and reasonable travel expenses approved by the Program Chair or if over $1,000 approved by the Board of Directors.

· Refreshments and other supplies 

· Door prizes up to $200.

The Chapter member or speaker incurring the expense shall submit a written request to the Vice President for approval.  All approved requests shall be submitted to the Treasurer for payment.  The requests shall identify meeting date and be accompanied by supporting documentation.

Program Budget:

The Chapter’s education programs are a major source of revenue for the Chapter; accordingly, the programs should be operated on a break-even or positive cash flow basis, unless otherwise approved by the Board of Directors.  
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