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Organizations that get federal grants agree to comply with numerous regulations, even if they don’t know what those regulations are.  If you don’t follow them, you could have to pay back grant money already spent.

Federal regulations include standards for five business systems:  accounting, procurement (contracting), personnel, property management and travel.  The standards outlined by the government are broad, and don’t provide the daily guidance we need to function properly.  

Organizations need policies & procedures manuals…
…to provide the daily guidance.  The California Fire Safe Council (FSC) is offering its policies & procedures manual at an extremely reduced rate to other nonprofit organizations to give groups a jump-start in complying with federal grants management regulations.

About our manual
It is written to fit an organization that has minimal staff.  It is designed to:

1. Comply with IRS and tax requirements applicable to nonprofit organizations 

2. Establish and document sound internal controls and financial management practices 

3. Conform with generally accepted accounting principles (SFAS 116, 136, etc.) from FASB applicable to nonprofits 

4. Comply with OMB circulars applicable to grant-funded programs 

With our manual, you can simply change the organization name and easily tailor policies for your organization. 
If you bought this manual from another source, you’d pay about $400 and you’d still have to customize it.

Buy it from us and we’ll split the cost with you.  You pay only $100.
If you have a manual already, but need to improve certain sections, buy a portion of ours for $50 (see back for sections information).

Order your copy (Microsoft Word file) to be sent on floppy disk or as an e-mail attachment. Make check payable to California Fire Safe Council.
NAME:




ORGANIZATION:






ADDRESS:




CITY:




STATE:


ZIP:
PHONE:(   )

FAX:(
   ) 

E-MAIL:




Check one:  
Send me the full manual for $100 ____           or  


Send me a portion for $50____
(mark portion you need on list on back)

Check one:  Send it to me via e-mail____
or 
Send it to me via regular mail____

Fax order to 626/335-4678 or mail to 

California Fire Safe Council, P.O. Box 2106, Glendora, CA  91740
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Our manual includes more than 180 comprehensive policies for you to use in your organization. Order up to five sections for $50 or order the whole manual for $100. If you’re only ordering sections, check the box next to sections you are requesting.
· Organizational Structure


The Role of the Board of Directors


Committee Structure


Finance Committee Responsibilities


Audit Committee Responsibilities



The Roles of the Executive Director & Staff

· Accounting Department Overview

Organization



Responsibilities

· Business Conduct



Practice of Ethical Behavior


Conflicts of Interest


Other Irregularities


Compliance w/Laws, Regs. & Org. Policies


Disciplinary Action

· Fraud Policy

Scope


Policy


Actions Constituting Fraud


Investigation Responsibilities


Confidentiality


Authority for Investigation of Suspected Fraud


Reporting Procedures


· Security

Accounting Department


Access to Electronically Stored Accounting Data


Storage of Back-up Files


General Office Security

· Technology and Electronic Communications

Purpose and Scope


Acceptable Use of Organization Property


Password Security


Confidentiality


Copyrighted Information


Installation of Software


Other Prohibited Uses


Disciplinary Action for Violations


Reporting of Suspected Violations

· General Ledger and Chart of Accounts
 
Chart of Accounts Overview


Distribution of Chart of Accounts

 
Control of Chart of Accounts

 
Account Definitions


Classification of Net Assets


Changes to the Chart of Accounts


Fiscal Year of Organization


Journal Entries

· Revenue

Revenue Recognition Policies


Refunds of Revenue Received

· Contributions Received

Definitions


Distinguishing Contribs. from Exch. Transactions


Accounting for Contributions


Accounting for Volunteer Labor


Receipts and Disclosures

· Billing/Invoicing Policies

Overview


Responsibilities for Billing and Collection



Membership Billing


Customer Invoicing (Non-Membership)


Accounts Receivable Entry Policies


Classification of Income and Net Assets

· Cash Receipts

Overview


Processing of Checks & Cash Received via Mail


Endorsement of Checks


Timeliness of Bank Deposits


Reconciliation of Deposits


Use of Lockbox


Processing of Lockbox Receipts


Processing of Credit Cards



On-Site Collections at Conferences and Seminars

· Accounts Receivable Management

Monitoring and Reconciliations


Collections

Credits & Other Accounts Receivable Adjustments

AR Write-Off Authorization Procedures


Reserve for Uncollectible Accounts

· Purchasing Policies and Procedures

Overview


Responsibility for Purchasing


Non-Discrimination Policy


Use of Purchase Orders


Purchases of $5,000 or Less


Authorizations and Purchasing Limits

Required Solicitation of Quotations from Vendors

Ext. of Due Dates & Receipt of Late Proposals

Evaluation of Alternative Vendors

Affirmative Consideration of MSB & WOB
 


Special Purchasing Conditions


Vendor Files and Required Documentation


Ethical Conduct in Purchasing


Conflicts of Interest Prohibited


Receipt and Acceptance of Goods

· Political Intervention

Prohibited Expenditures


Endorsements of Candidates


Prohibited Use of Org. Assets & Resources


· Accounts Payable Management

Overview

Recording of Accounts Payable

Accounts Payable Cut-off

Establishment of Control Devices

Preparation of a Voucher Package

Processing of Voucher Packages

Payment Discounts

Employee Expense Reports

Reconcile of A/P Subsid. Ledger to Gen. Ledger

· Travel and Business Entertainment


Employee and Director Business Travel


Reasonableness of Travel Costs


Special Rules Pertaining to Air Travel


Spouse/Partner Travel

· Cash Disbursement (Check-Writing) Policies

Check Preparation


Check Signing


Mailing of Checks


Voided Checks and Stop Payments

Record-Keeping Associated w/Ind. Contractors

· Payroll and Related Policies

Classification of Workers as Independent


Contractors or Employees


Payroll Administration


Changes in Payroll Data


Payroll Taxes


Preparation of Timesheets


Processing of Timesheets


Review of Payroll


Distribution of Payroll

· Cash and Cash Management

Cash Accounts


Bank Reconciliations


Cash Flow Management


Stale Checks

Petty Cash


Wire Transfers

· Inventory

Description of Inventory


Accounting for Inventory


Physical Counts

· Prepaid Expenses

Accounting Treatment


Procedures

· Investment Policies

Introduction

Delegation of Authority


Investment Objectives


Allowable Investments


Diversification


Accounting Treatment


Procedures and Reporting

· Fixed Asset Management

Capitalization Policy



Contributed Assets


Establishment & Maint. of a Fixed Asset Listing


Receipt of Newly-Purchased Equip. & Furniture

Depreciation and Useful Lives


Repairs of Fixed Assets

Dispositions of Fixed Assets


Write-Offs of Fixed Assets

· Leases

Classification of Leases


Accounting for Leases

· Accrued Liabilities

Identification of Liabilities


Accrued Leave

· Notes Payable

Record-Keeping


Accounting and Classification


Non-Interest-Bearing Notes Payable

· Financial Statements

Standard Financial Statements of the Organization


Frequency of Preparation


Review and Distribution


Annual Financial Statements

· Government Returns


Overview


Filing of Returns


Public Access to Information Returns

· Unrelated Business Activities

Identification and Classification


Reporting

· Budgeting
Overview

Preparation and Adoption


Monitoring Performance


Budget Modifications

· Annual Audit

Role of the Independent Auditor


How Often to Review the Selection of the Auditor


Selecting an Auditor



Preparation for the Annual Audit

Concluding the Audit


Audit Committee Responsibilities
· Insurance

Overview


Coverage Guidelines


Insurance Definitions

· Record Retention

Policy
· Functional Expense Allocations

Overview


Direct Charging of Costs


Allocation of Overhead Costs

· Making of Subawards
· Monitoring of Subrecipients
· Administration of Federal Awards

Definitions


Preparation and Review of Proposals


Post-Award Procedures


Comply w/Laws, Regs, & Provisions of Awards


Billing and Financial Reporting


Cash Drawdowns Under Letters of Credit


Procurement Under Federal Awards


Solicitation of Bids from Vendors


Provisions Included in all Contracts

 
Making of Subawards


Monitoring of Subrecipients


Equip. & Furniture Purchased with Federal Funds


Standards for Financial Management Systems


Budget and Program Revisions


Close Out of Federal Awards

· Charging Costs to Federal Awards

Overview


Segregating Unallowable from Allowable Costs

Criteria for Allowability


Direct Costs


Indirect Costs


Accounting for Specific Elements of Cost


Cost Sharing and Matching

Policies & Procedures Manual
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GETTING THE GRANT IS THE EASY PART!








