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Financial Planning and Control Policy Template

The <affiliate’s> financial plans should support the Strategic Framework and maintain financial reserves equal to a minimum of 50% of budgeted annual operating expenses.

Financial Planning Procedures  

· When revenues exceed expenditures, the surplus is added to the reserves.  

· All revenue and expenses that are related to a project must be identified within the fiscal year in which they are incurred. Multi year projects must submit a budget during the budget cycle for each fiscal year in which the project is to be managed. Even though multi-year projects may be approved, it does not guarantee that funding will be available for the duration of the project. This will be dependent upon the strategic plans and objectives and the financial health of the Academy. 

· If the level of financial reserves exceeds the planning guidelines of this policy, a budget with expenses exceeding revenues may be presented by the Finance and Audit Committee, for approval by the BOD, provided that the expenses requested and the Academy’s anticipated financial performance over the next 3 years are not expected to reduce reserves below 50% of budgeted operating expenses. Caution should be taken when spending reserves. Reserve spending recommendation levels are as follows;
Reserve Levels

Spending recommendations 

50% - 60%


Not to exceed 20% of excess over 50%
60% - 75%


Not to exceed 40% of excess over 50%
> 75%



Not to exceed 75% of excess over 50%

· Financial reserves are equal to fund balances as of the end of the fiscal year.
· In the event that investment reserves are projected to slip below the required level (50%), during a fiscal year, the leadership will be required to perform the following;

1. Notify the Finance and Audit Committee as soon as it is expected that the investment reserve will fall below the required levels

2. Recommend a solution to the situation

· A deficit budget, and/or a reduction in the investment reserves, must be approved by the Finance and Audit Committee and may be done for the following reasons:

1.
To avoid the disruption of membership services, ensure the continuation of essential services, and meet unexpected contingencies.

2.
For capital additions, including replacing of existing capital assets, as determined by the <affiliate> BOD.

3.
To finance the development of new or expanded services and products.

· Since investment reserves are utilized to fund operations, it is expected that the affiliate will be required to draw down reserves to meet short term financial obligations.  As such, the treasurer has the authority to move funds using the following criteria;

1. Notify the Finance and Audit Committee, no less than 30 days in advance of the expected need

2. Receive approval from the treasurer or treasurer elect (if not initiated by the Treasurer)
3. Notification to the Finance and Audit Committee after funds have been removed from the investment reserve
· Districts individual financial plans should maintain financial reserves equal to a minimum of 50% of budgeted annual operating expenses. In situations where the districts are not at the 50% level, plans need to be developed that require a surplus of revenues over expenditures to build financial reserves. In no situation should a district be allowed to maintain a deficit to the <affiliate>. In the event that this does materialize, it is the responsibility of board to work with the district to develop a plan to eliminate the deficit, within 1 Fiscal Year. In the event that leadership is not successful in working with the district to reduce the deficit, they must perform the following:

1. Notify the Finance and Audit Committee.

2. Identify actions taken to resolve the situation.

3. Recommend solution to resolve the situation.


· The Foundation maintains separate financial reserves based upon criteria specified by the donor. However, in order to reduce complexity and confusion and generate consistency, attempts should be made by the Foundation to ensure that the criteria are within specific guidelines. Funds identified as Temporarily or Permanently Restricted must be utilized based upon the criteria specified by the originating donors.   
Financial Control Procedures

This policy ensures that the <affiliate> has the appropriate checks and balances to ensure association leaders and finances are protected. 

· All incoming checks and invoices must be signed by the treasurer and recorded in the cash receipts journal prior to depositing

· All outgoing checks must be signed by the president and treasurer. The Treasurer must record all outgoing payments in the cash disbursements journal. 

· Once a month, the treasurer will compare bank financial statements to the cash receipts and disbursements journals to ensure accuracy

· At least once a quarter, the treasurer will share financial statements with the Board of Directors for review of the association financials

