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Policy of Financial Responsibilities
Financial Mission:  To assure effective organizational financial controls, high ethical standards with vigilant financial management, and the visibility into information that the membership requests.

The following guidelines have been established for the Hilliard Music Boosters (HMB):

Use of Name and Authorization

1. No member, or person otherwise, can use the HMB name, Tax ID, or financial resources without prior (authorized) approval.

2. No funds will be accepted or dispersed without prior approval of HMB membership or Elected Boards, unless done so under an approved budget.

3. Requests for approval for all HMB activities must include budget estimates for revenue and expenses.  There also must be an identified chapter or corporate individual responsible for project coordination.

4. All monies are to be received and all expenditures made by HMB.  Unless specifically appointed, no member, directors, assistants, or unauthorized agents shall participate in the collection or distribution of funds.  
General Fiscal Policies

1. All requests for payment must be accompanied by a completed, then current, "Payment Requisition" form.  All deposits must be made and submitted with a, then current, “Deposit Form”, and must include a deposit ticket, and clearly identify which account the money should be credited to.
2. All invoices made out to HMB must be submitted for payment to the appropriate POC or Chapter Treasurer immediately. No late penalties will be accepted and may become the responsibility of the individual holding the bill. 
3. A payment in the excess of $500.00 requires either co-signature (both President and Treasurer) or separation of duties (Treasurer prepares, President signs). 

4. Absolutely NO disbursements will be made without a valid invoice or receipts that have received prior approval.  Please do not ask.

5. Only authorized committee persons or designated agents may charge to HMB established accounts, including those from the Concessions.  
a. Receipts must be supplied for all purchases.  
b. Absolutely NO personal charges should be made to this account.

6. All project revenue is to be counted by a minimum of two people, and submitted to the appropriate POC or Chapter Treasurer.  The revenue should then be deposited as defined by Policy.
7. All members/chairpersons responsible for committee/project money must promptly either deposit or turn monies over to the Point of Contact for deposit.  No money should be held for more than three days after collection.

8. Any movement or relocation of HMB funds from the current financial institution requires two signatures.  
9. Auditing of the HMB financial books and records shall be, at minimum, bi-annually.  
10. The President [or Vice President as delegate] is to assure that each new officer, Director, and Point of Contact receives a copy of the Financial Responsibilities Statement.  

Budgeting

1. Budget line items will be established and allocations recommended by the HMB Budget Committee.  The Budget Committee will consist of members as defined by the Constitution and By-Laws in effect.

2. The HMB budget must be approved by the membership.
3. Corporate level fundraising activities and sponsorships will be allocated according to the budget allocation percentages established by the Budget Committee.
4. Non-global fundraising will be allocated as defined by the submitted and approved budget for that activity.
5. Any non-budgeted or unapproved financial requests can be approved for payment by acceptance of the [appropriate] membership.

Job Descriptions & Duties
Note: The HMB Constitution and By-Laws overrule any conflict with identified roles and responsibilities contained herein.

1. Corporate Treasurer

a. The roles and responsibilities of the Treasurer should never conflict with Internal Revenue Service regulations. 

b. The Treasurer must possess a high level of personal, strong character, and holds the ultimate responsibility for the enforcement of this policy.

c. Education/Experience:  
i. A minimum of an Associate level accounting degree and one year of experience in full-charge bookkeeping.  
ii. Be able to produce and explain detailed reports and financial statements, publish monthly statements, and file annual tax returns.
iii. The Treasurer must have the capability to maintain a computerized accounting system, store files and perform all HMB business from home.  
d. The Treasurer may reimburse him or herself for postage, copying, black ink cartridges, computer software and supplies, and office supplies such as paper, check stock, envelopes etc.  The Treasurer must complete Payment Requisition forms and provide receipts for reimbursement, but cannot sign the check for such reimbursement.

e. The Treasurer should not receive any funds of any kind as segregation of duties and internal control procedure.  The Treasurer enters the deposits into the computer according to the information on the Deposit Forms. 
f. The Treasurer disburses funds by check according to the information on the Payment Requisition forms.  
g. The Treasurer is responsible for reconciling the checking and savings account(s) monthly.
h. The Treasurer is responsible for producing Balance Sheets and Income Statements as needed for posting on the website.

i. The Treasurer must file a federal tax return and prepare 1099 forms annually.
j. The Treasurer and President must also complete signature cards at all banks that have HMB accounts annually.
k. The Treasurer has the ability to add to, delete, or modify the existing forms used to conduct HMB financial business.  The Treasurer may refuse any transaction that is not complete or correct.  The Treasurer is expected to produce spreadsheets, count sheets, and other documents at the request of an officer.
l. The Treasurer may dismiss any Point of Contact for dishonesty, incompetence or lack of cooperation, whether actual or perceived under consultation of the Corporate Board.

m. The Treasurer must track income and expenses according to the guidelines of the Internal Revenue Service and the organization members.  These funds must be distributed annually.  
n. The Treasurer will prepare a preliminary budget/recap for presentation to the Budget Committee each year.  

2. Chapter Treasurer

a. The roles and responsibilities of the Chapter Treasurer should never conflict with Internal Revenue Service regulations, or the duties of the Corporate Treasurer.
b. The Chapter Treasurer must possess a high level of personal, strong character, and assist at all times with the enforcement of this policy.

c. The Chapter Treasure must possess working knowledge of financial practices and bookkeeping methods, and will interview for the position with the Corporate Treasurer.
d. The Chapter Treasurer, may, at their discretion maintain account balances and details of financial transactions so information is more readily available.  However, the records of the Corporate Treasurer are the official record.  
e. The Chapter Treasurer, in conjunction with the Chapter Board, may appoint one or more POC’s for the efficient management of HMB business.

f. The Chapter Treasurer provides for a single point of contact for the Corporate Treasurer related to its Chapter business, and coordinates all activities with appointed POC’s.
g. The Chapter Treasurer is responsible for obtaining and producing an operational budget for its Chapter each year.

3. Chapter Point of Contacts (POC’s)
a. The roles and responsibilities of the POC should never conflict with the Chapter Treasurer, the Corporate Treasurer, or the Internal Revenue Service regulations.
b. A Chapter POC must possess a high level of personal, strong character, and assist at all times with the enforcement of this policy.

c. A Chapter POC must follow all current policies and procedures established by HMB.

d. A Chapter POC, may, at their discretion maintain account balances and details of financial transactions so information is more readily available.  However, the records of the Corporate Treasurer are the official record.  
e. A Chapter POC provides for a single point of contact for the Directors or Assistant Directors for the assigned programs.

f. A Chapter POC is responsible for obtaining and producing an operational budget for each of its programs.
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