FINANCIAL ACCOUNTABILITY POLICY

The Chief Financial Officer (CFO) is responsible for accounting for the use of all Association Funds. The CFO will submit a proposed Budget for the upcoming year to the State Board of Directors on the first normally scheduled state Board Meeting of the new year.  Upon approval of the proposed Budget, no changes should be made unless approved by the State Board of Directors.

The CFO is also responsible for the reviewing and preparing of the final reconciliation and accounting for the Annual Training Conference.

Any Association member may request a copy of the records of any Association account via the State Board.  The State Board must act upon the request at the next regularly scheduled Board Meeting.  If approved, the CFO shall mail the requested report to said member within ten (10) working days.

CHECK ACCEPTANCE POLICY
It is the policy of the California Crime Prevention Officers Association that the following guidelines are set regarding the acceptance of checks in payment to the California Crime Prevention Officers Association:

1. Payment by check for any CCPOA function is allowed.

2. If a check is returned unpaid for any reason, the original check will not be returned to the maker until the debt is reconciled.

3. CCPOA will charge a $15.00 fee for all returned checks.

4. Any member having two checks returned will not be allowed to pay for CCPOA functions with a check thereafter.

IRS W-9 POLICY

It is the policy of the California Crime Prevention Officers Association that requests to complete the IRS Form W-9 shall be forwarded to the Chief Financial Officer (CFO).  The CFO shall complete the form providing the requested information.  The CFO shall maintain a log of which agencies received this information.
POLICY FOR ASSOCIATION CHECKING ACCOUNTS

Checking accounts will be established and maintained by the following entities within the California Crime Prevention Officers Association:

State Board

Northern Chapter

Southern Chapter

Each Region

Chapter Conference Accounts*

The Association Chief Financial Officer (CFO) is responsible for the use of all funds in the association.  Each Region, Chapter Director and/or Treasurer is responsible for the day-to-day maintenance of his/her respective account.  The CFO shall assist the Chapters, Regions and Conference accounts in the proper maintenance of their accounts.  The CFO is responsible for providing financial reports to the State Board and any others deemed necessary by the CFO or at the discretion of the State Board.

The CFO shall assist Region and Chapter executives in the maintenance of their respective checking accounts as detailed in the Procedures for Chapter and Region Checking Accounts.

All accounts will be maintained at a single bank location.  The CFO shall determine the location and if necessary, establish those accounts.  The CFO will be a signer on all checking accounts and at the direction of the State Board will only take action on individual Region accounts if one of the following occurs:

1. Misuse and/or the misappropriations of CCPOA funds.

2. Failure of the Region to meet the proper procedures for their Checking Account as detailed by our policy.

3. To transfer additional funds in the account for specific purposes.

4. At the direction of the State Board.

*This account services the correlating conference and is to be used only for conference funds.  These funds will be started with seed money from the State Board's Account and maintained by the CFO and/or his or her designee.  At the conclusion of the conference and after all conference expenses are reconciled; the funds in those accounts will be transferred into the State and/or appropriate Chapter's account.

REGION/CHAPTER FINANCIAL POLICY

Regional funds are designed to support region meetings and training sessions.  Money may be spent to produce these events.  Additionally, expenses incurred by personnel producing these events may be reimbursable.  Expenses are reimbursed in accordance with the State per diem standards.  (Refer to Per Diem Policy for details.)

Typical allowable expenses include, but are not limited to: postage, printing of meeting announcements, purchases of meals for guest speakers, recognition of retiring members, recognition of a member's exceptional accomplishment(s), or any official Association business.

Region and Chapter Directors may reimburse themselves for out of pocket CCPOA related expenses as detailed above.  Receipts are required in all cases when Directors reimburse themselves.  Credit card invoices must also have receipts.

Regions will receive funds from the State account in accordance with their individual needs.  Each Region is encouraged to do local fund-raising to supplement their day-to-day operating expenses.  But in the event that a Region is either unable to, or needs additional funds, the State will assist on a case-by-case basis.  The State Board will also attempt to supplement the individual Region's accounts based on their membership recruitment and specific training needs throughout the year.  Regions and Chapters shall account for their financial activity (Refer to Checking Account Policy).

Regions are authorized to provide scholarships to their members to the Annual and BI-Annual Training Conferences whose agencies will not or cannot pay for their attendance.  Selection of an interested member(s) shall be accomplished by random drawing.  Region Directors shall insure that all eligible personnel are notified in a timely manner prior to the drawing so that members may declare their interest in the scholarship(s).  Chapters and the State may provide financial assistance to the Regions for scholarships at the discretion of the individual Board.

Proceeds from Chapter training sessions shall revert to the Chapter.  The Region hosting a chapter event does retain money made at the quarterly training meeting.  Proceeds from Region training meetings and/or monthly luncheon meetings shall stay within the appropriate region.

PROCEDURES FOR CHAPTER AND REGION

CHECKING ACCOUNTS

CHECK REGISTER

A. All transactions are to be listed on the check register

B. It is not necessary to list all transactions in chronological order, but is preferred.  Entries shall be dated on the day of the transaction, not on the date of entry in the check register.

C. A brief memo detailing the transaction must be made for each entry.  For example, a "Deposit" entry should reflect the source of the money; a check entry should specify the nature of the expenditure (i.e. Postage, monthly meeting, lunch, etc.)

REGION/CHAPTER MONTHLY STATEMENTS

A. Each Region or Chapter shall submit a written report of their account activity to the CFO by the tenth of the following month (Attachment A).

B. This statement shall include specific details of any and all transactions.

C. The original receipts for any transactions must also be submitted to the CFO on a monthly basis.  If the statement is mailed, those receipts are to be attached with the statement.  If the statement is sent via electronic means (FAX or Email) than a notation shall be put on the statement that the receipts are being sent via mail and those receipts will be sent to the CFO, as soon as possible.

D. Failure to adhere to this policy may, at the discretion of the Board of Directors, result in that Region/Chapter losing its use of the Corporations Checking Account.

STATEMENTS AND RECONCILIATION REPORTS

A. Each month, the CFO will reconcile the accounts and forward a report with the copy of the statement to the Region/Chapter.  These reports and copies of the statements should be kept in a three-ring binder.  The CFO will keep the cancelled checks and the original statements for archival purposes.  Copies are available upon request.
USE OF AND ACCOUNTING FOR CONFERENCE FUNDS

Each Chapter will host the Annual Training Conference (ATC) on alternate years.

*Each Chapter, at their discretion, may host a BI-Annual conference for their chapter.

Each Chapter will designate a conference committee.  The conference committee will utilize the exiting conference checking account with the provided seed money as detailed in our Checking Account policy.  The initial funding will pay the ATC operating expenses until conference revenues are realized. THE CONFERENCE ACCOUNT SHALL NOT BE USED FOR ANY OTHER PURPOSE THAN TO FUND THE ANNUAL TRAINING CONFERENCE.

The conference committee shall submit a proposed budget, to the State Board for the State Conference (*and to the appropriate Chapter for the BI-Annual conference) as soon as possible after the determination of the location and date(s) of the conference.  This budget shall include an estimated cost breakdown for putting the conference on and a projection of possible income.  The conference committee is expected to operate within their budget proposal, keeping in mind that unforeseen expenditures do occur.  In the event of an unforeseen major expenditure, the committee should report back to the State Board (*or appropriate Chapter) as soon as is reasonably possible.

At the conclusion of the conference the committee shall submit a budget report detailing the results of the conference.  This shall include whether or not they were able to operate within the proposed budget.

The conference account shall be reconciled and the budget report submitted no later than 60 days after the last day of the conference.  The following items shall be accounted for:

INCOME

· Revenue from vendors.  A receipt for funds received from each vendor and a list of vendors.

· Revenue from conference registration fees.  List the conference attendees by name, agency/company and membership status.

· All other revenue.  A detailed listing and description of other revenues shall be provided.  Donations, opportunity drawings, 50/50 drawings, etc.

EXPENSES

· All expenses must be listed on an expense control sheet.  Receipts for expenditures shall be attached.  It is desirable that all expenses have a corresponding receipt attached.

Deposits from different sources shall be detailed on the checking account register and in the end of conference budget report.  It is very important that the exact source of any and all funds are known and detailed in this report.  The CFO shall assist the conference committee with the reconciling of the account.  The committee's budget report shall be submitted to the CFO for review and presentation to the State Board by the next scheduled State Board meeting following the report's approval.

*For BI-Annual conferences, the report should be submitted to the CFO or his/her designee and then reported back to the appropriate Chapter for review.  The appropriate Chapter President will then present the results to the State Board.

After the conference account is reconciled and the budget report approved, the balance of the account, minus the seed money, will be transferred to the appropriate accounts.  The seed money will remain in the account to be used for the next conference.

After final reconciling all original receipts, contracts and other records will be turned over to the CFO for archiving.

The Conference Chair/Committee will normally control the business affairs of the training conferences.  However, either the State Board or the producing Chapter's Board may overrule decisions or arrangements made by the Conference Chair/Committee.

The State Board shall provide the conference committee with materials to assist them in producing a detailed budget and to manage that budget for the conference.  This will include, but not be limited to:

· Check Register

· Three-ring binder

· Pre-printed receipt book

· Current roster of Association membership

· Suggested types of control sheets for expenses, registration, vendors and other income

· Other materials as needed

DISTRIBUTION OF CONFERENCE FUNDS

After the conference account is reconciled and the budget report approved, the balance of the account, minus the seed money, will be transferred to the appropriate account.

For the Annual State Conference, 40% of the net revenue will go to the corresponding Chapter and 60% will be placed into the State Account.

For the Bi-Annual conferences, the net revenue will be placed into the hosting Chapter account.  If a single region puts on the BI-Annual conference, it may, at the discretion of that Chapter's board, receive all or part of those funds.

PER DIEM POLICY

Expenses are allowed when conducting Association business.  Expenses are not reimbursable when attending Association training luncheons or other training functions such as Regional Quarterlies, etc.  Exception: State Board members may be reimbursed for attendance at Regional meetings outside their home Region within their home Chapter.  The home Chapter pays these expenses.  The State Board, Chapters and/or Regions may reimburse for related expenses only when conducting business.  Expenses shall not be reimbursed when business meetings coincide with training sessions, unless the business meeting precedes or follows the stated start/stop times of the function.  Exception:  A State Board member may claim all related expenses to attend the Annual Training Conference (ATC) if his/her agency refuses to fund his/her attendance.

For example:

A. A State Board member attends the ATC.  The Association would normally reimburse expenses for the required business meetings scheduled before and after the ATC.  The Association would pay all expenses only if the member can produce documentation that his/her agency specifically refused to fund the member's attendance.  In this case reimbursement would not include salary.

B. A Region Director wishes to attend a Regional Training luncheon.  The Director may not claim reimbursement for any part of the training session unless business is conducted before or after the training session.  Additionally, reimbursement would only include business related expenses, such as an extra meal because of extended hours.  Mileage and tuition costs would not be reimbursable.

This does not affect scholarships awarded by the Regions or Chapters to members who attend Association training functions (Refer to Region/Chapter Financial Policy.)

The below listed rates are established for per diem for Association related travel.  Miscellaneous expenses required for travel will be reimbursed on a cost basis.  Incidental expenses will be reimbursed on the standard rate.


Examples of miscellaneous expenses: Cab fare; tolls; etc.


Breakfast:

$7.00


Lunch:

$10.00


Dinner:

$20.00


Incidentals:

$10.00


Lodging:

$99.00 plus tax


Mileage:

$.32 per mile

PER DIEM POLICY (continued)

Receipts are required for lodging, but not meals.  A statement of mileage must be recorded on the Expense Statement (Attachment B).

Travel, such as airfare, will be pre-paid or reimbursed on a cost basis.  Involved board members shall normally arrange their own air travel unless prior arrangements are made or exigent circumstances exist.

Mileage will be allowed for private vehicle from point of origin.  Incidentals require receipts.

EXCEPTION TO MEAL POLICY: Some reimbursable meals may be group served banquet style as opposed to meals individually catered or meals taken while traveling.  Group served meals will be paid on a cost basis.  Group meals shall be receipted.  Per Diem may not be claimed when a group meal is served and paid for by the Association.

EXCEPTION TO LODGING POLICY: Some Association business requires attendance at conferences that are held at a specific hotel.  The hotel is part of the "package".  If the cost for these particular lodgings exceed normal per diem they may be paid on a cost basis.  The CFO should be notified prior to the event.

The per diem costs may vary due to location of event.  In those cases the board may elect to modify established per diems.

MEMBERSHIP FEE POLICY

It is the policy of the California Crime Prevention Officers Association that new members shall pay $30.00 for initial membership.  Annual membership fees shall be $30.00 for initial membership.  Annual membership fees shall be $30.00 for renewal memberships.  New members are entitled to a lapel pin, membership identification card, Association roster and "Members Only" access to state and national web sites.  Renewing members may receive a membership roster upon request.

Additional Fees

All non-CCPOA members will be charged an additional $5.00 for all Chapter and Regional training programs and an additional $30.00 for registration at the Annual Training conference.

VENDOR FEE POLICY RE OCJP AND DOJ

It is the policy of the California Crime Prevention Officers Association that the Department of Justice and the Office of Criminal Justice Planning will not be charged a standard vendor's fee to have an exhibitor's booth at the Annual Training Conference.
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