Policy Number: _________________
Effective Date: __________________

Last Review Date: _______________


Enclosed:  Sample Template, Financial Policy

Development and enforcement of comprehensive Policies and Procedures will help your organization manage and mitigate risks associated with the operation of an Emergency Service Organization. ESIP encourages every organization to implement Standard Operating Procedures/Guidelines designed to reflect the individual areas of operation the organization is exposed to.

Financial operations of the organization are an important aspect of its livelihood. Attached is a Sample Template for developing a Financial Policy. 
ESIP strongly recommends using this template as a guideline to either develop a policy or compare to an existing policy. This template should be carefully reviewed and modified as needed to reflect your organizations structure specifically. Each of the sections in the template should be given careful consideration prior to a decision to eliminate the section for a final policy. 

In addition to having a Financial Policy, ESIP strongly recommends reviewing the policy regularly and making revisions as appropriate. The policy should be enforced, and training on the policy should be completed by all applicable members.         
If you would like further information on developing organization policies and procedures, please contact the ESIP Risk Management Department at 1-800-822-3747 ext. 176 or email losscontrol@mcneilandcompany.com.    
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For further information on formulation of your business policies and procedures, please contact the Risk Management Department at 1-800-822-3747 Ext. 176.

Sample Template 
Financial Policy
The primary responsibility of this policy is to identify the roles and responsibilities of the financial officers of the [ORGANIZATION NAME] and to ensure proper procedural controls are maintained in order to help protect the organization’s assets from fraud, waste, abuse, and possible misappropriation of funds as well as protecting the members and officers of the organization.
1. Financial Officers

a. The organization’s financial officers shall consist of:
i. Treasurer

ii. Financial Secretary

iii. Trustees

iv. The Board or Company may elect or appoint assistants to (i) and (ii) as deemed necessary.
2. Signature Authority

a. No check shall be written or payment made without at least two (2) signatures from any of the following officers

i. President

ii. Vice-President

iii. Secretary

iv. Treasurer
3. Duties of Treasurer

a. It shall be the duty of the Treasurer to receive all monies collected from the Financial Secretary and deposit the same within ______ business days into a bank account of the organization and provide a receipt for the same.
b. It shall be the duty of the Treasurer to pay and endorse all expenditures of the organization as follows:

i. No payment shall be made unless reviewed by the Trustees and approved at a meeting of the organization.

ii. Regular monthly bills, such as mortgages, vehicle or other bank loans, utility payments may and shall be made as an exception to 2.b.i. to avoid late payment penalties.

c. The Treasurer shall not write any check or make any payment without a co-endorsement by any of the following officers noted in 2 and only after the invoice has been reviewed and approved by the Trustees (see 3.b):
4. The Treasurer shall maintain accurate financial records of all monies collected and expended.  The maintenance of records shall include:

i. Maintain and keep an accurate running balance of all accounts.

ii. Maintain and keep copies of all invoices paid, bank statements, cancelled and voided checks, purchase orders/requisitions.

iii. Maintain and keep copies of all receipts for money collected.

b. The Treasurer shall submit written financial reports of all financial accounts of the organization at each regular meeting and shall make the financial books available for inspection or audit annually or immediately upon the request of the Board or membership.

c. The Treasurer shall maintain the security of the organization’s financial books, records, papers, computers, electronic usernames and passwords, keys, etc. under lock and key within the organization’s building.

d. The Treasurer shall deliver all books, records, papers, computers, electronic usernames and passwords, keys, etc. to a successor within two days of leaving office.

5. Duties of the Financial Secretary

a. It shall be the duty of the Financial Secretary to collect, receive and record all income and of the organization and provide a receipt for the same. 
i. All income received in the form of cash shall be counted by the Financial Secretary and at least one (1) member prior to turning the cash over to the Treasurer.  
b. The Recording Secretary shall submit all income collected to the Treasurer within ______ business days.
i. The Recording Secretary shall maintain accurate financial records of all monies collected.  The maintenance of records shall include an accurate account of all income received from all sources, all income submitted to the Treasurer for deposit, all receipts provided for money received and all voided receipts.
c. The Recording Secretary shall submit written financial reports of all income received of the organization at each regular meeting and shall make the financial books available for inspection or audit annually or immediately upon the request of the Board or membership.

d. The Recording Secretary shall maintain the security of the organization’s financial books, records, papers, computers, electronic usernames and passwords, keys, etc. under lock and key within the organization’s building.

e. The Recording Secretary shall deliver all books, records, papers, computers, electronic usernames and passwords, keys, etc. to a successor within two days of leaving office.

6. Duties of the Trustees

a. With regards to this policy, it shall be the duties of the Trustees to review and endorse all invoices and bills against the organization for payment except as noted in 3.b.ii.

b. To maintain integrity of the policy and separation of duties, Trustees shall not have endorsement authority for any checks. 
c. The Trustees shall perform a bank reconciliation of all financial accounts within ____ days of receipt of bank statements.

i. The Treasurer and Financial Secretary shall make available all books, records, papers, computers, electronic usernames and passwords, etc. as needed for these functions to be performed.
7. Duties of the President and Vice-President

a. It shall be the duty of the President and Vice-President to provide the necessary training to all necessary officers of this policy at least annually and as needed as deemed necessary.

b. The President and Vice-President shall over-see the financial operations of the organization and ensure the policy is adhered to.  

c. With regards to this policy, the President and Vice-President shall have check endorsement authority as noted in 2.

d. The President and Vice-President shall be provided access to all computers and login passwords used by the Treasurer and Financial Secretary as well as electronic usernames and passwords, keys, etc. associated with the financial accounts of the organization.

8. Duties of the Secretary

a. With regards to this policy, the Secretary shall have check endorsement authority as noted in 2.

b. The Secretary shall maintain a copy of all financial and audit reports submitted by the Treasurer, Financial Secretary and Trustees in the organization’s records.
9. Duties of Committees

a. It shall be the responsibility of the Committee Chairperson, at conclusion, to submit a complete financial report detailing all income and expenditures for any committee or fund raiser.

b. All income received in the form of cash shall be counted by the Committee Chairperson and at least one (1) member, and documented, prior to turning the cash over to the Financial Secretary.

10. Loans

a. The organization shall not provide loans to any member except as follows:

i. In some situations, payment for training classes may require advance payment.  If the company approves using company funds for the advanced payment, the member(s) shall sign a Promissory Note ensuring repayment in the event the member(s) do not successfully complete the training class.

11. Miscellaneous

a. Pre-signing of checks is not permitted.

b. Electronic bill paying/banking shall not be permitted.

c. All purchases over $___________ shall be made utilizing a Purchase Order or Requisition system and no pre-approved purchase shall exceed the amount approved.
i. Example:  Approval was granted to purchase 10 new pagers at $500 each, but an option costing $20 each would provide an additional benefit.  The additional cost should be approved.

12. Internal Audits

a. The Trustees shall an audit of all financial accounts at least annually or more often if annual receipts exceed $______________ or annual expenditures exceed $____________.

b. See Sample “Steps to Conducting an Audit”.
13. External Audits
a. The organization shall have an outside, independent audit conducted of all financial accounts and investments as follows:

b. Whenever a discrepancy be discovered during an internal audit.

c. Whenever the annual receipts of the organization exceed $___________ or annual expenditures exceed $_____________.

d. As deemed necessary by the [Local Municipality/Township Name], State or Federal Governing Agencies.

14. Disciplinary Action

a. Any member or officer deviating from this policy without just cause shall be subject to disciplinary action.  (if not provided for in another policy or By-Law, the disciplinary action should be identified here)
b. Any member or officer found to have stolen, embezzled, misappropriated or otherwise used any company funds for personal use shall be immediately suspended from the organization and local law enforcement shall be contacted and an external, independent audit shall be conducted.
15. Amendments

a. Should a conflict of the separation of duties be discovered the policy shall be amended to address and correct the conflict.

b. No amendments, changes or alterations shall be made to this policy without the approval of the membership at a meeting of the organization.

This sample policy is prepared by McNeil and Company Inc. as a resource for our clients. As with any policy, it should be carefully considered and approved by the proper authority prior to implementation. McNeil and Company recommends that your local legal representative also reviews the policy to verify it is consistent with local and state laws and standards prior to adoption.


