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Introduction 
 
The purpose of this manual is to describe all accounting policies and procedures currently in use for Western Colorado Human Resource Association and to ensure that the financial statements conform to generally accepted accounting principles; assets are safeguarded; and finances are managed with accuracy, efficiency, and transparency.  
 
All Board Members are expected to comply with the policies and procedures in this manual.  
 
These policies will be reviewed annually and revised as needed and approved by the Board of Directors. 
 
Division of Responsibilities 
The following is a list of fiscal and accounting responsibilities.  
Board of Directors  
1. Reviews and approves the annual budget.  
2. Reviews annual and periodic financial statements and information. 
3. Two members of the board will be appointed by the board to be authorized signers on the bank accounts, one of which will serve on the Financial Review Committee. 
4. Reviews and approves all contracts. 
5. Reviews and approves all non-budgeted expenditures over $200.00. 
6. Reviews accounting policies and procedures. 
7. Determines whether the organization should have an audit and, if so, chooses and contracts with the auditor. 
8. Ensures a Financial Review Committee is in place and active. 
Treasurer 
1. Ensures accuracy of all financial reports.  
2. Sees that an appropriate budget is developed annually.  
3. Processes inter-account bank transfers. 
4. Approves all expense reimbursements.
5. Oversees the adherence to all financial controls. 
6. Processes invoices and prepares checks for signature. 
7. Makes bank deposits. 

8. Treasurer oversees third party bookkeeper to:
a Open all bank statements, reviews for any irregularities, and completes monthly bank reconciliations. 
b Data entry into accounting system and integrity of accounting system data.   
c Maintains general ledger. 
d Prepares monthly and year-end financial reports. 

9. Meets with Financial Review Committee

Financial Review Committee 
1. Monitors budgets. 
2. Reviews, revises, and maintains accounting controls and procedures. 
3. Ensures a Financial Review Committee is comprised of one WCHRA board member and two non-board members is in place and active. 
4. Meets with Treasurer on a quarterly basis to review accuracy of previous quarter expense reimbursements, financial reports and bank reconciliations. 
 
Chart of Accounts and General Ledger 
 
WCHRA has a designated Chart of Accounts specific to its operational needs and the needs of its financial statements. The Chart of Accounts is structured so that financial statements can be shown by natural classification (expense type) as well as by functional classification (program vs. fundraising vs. administration). The Treasurer is responsible for maintaining the Chart of Accounts and revising as necessary.  
 
The general ledger is automated and maintained using an accounting software system. All input and balancing is the responsibility of the Treasurer or board approved third party bookkeeper. 
 
The Financial Review Committee should review the general ledger on a periodic basis for any unusual transactions.    

Cash Receipts 
The Treasurer stamps all checks “for deposit only”, files a digital copy in the online platform and deposits the checks and any cash received. Deposit information is forwarded to third party bookkeeper. 
 
Returned/Insufficient Funds  
 
Due to the nature of this sensitive matter, confidentiality is of utmost importance. Should a member’s check and/or transaction be insufficient, the Treasurer will: 
 
(1) Contact the member to discuss the matter and make a plan for payment, 
(a) Assess a deadline for response (i.e. 10 days), 
(2) If attempts are unsuccessful, contact President regarding the plan moving forward. 
Inter-Account Bank Transfers 
 
The Treasurer monitors the balances in the bank accounts to determine when there is a shortage or excess in the checking account. The Treasurer recommends to the Board of Directors via either an email or verbally at a regularly scheduled monthly meeting when a transfer should be made to maximize the potential for earning interest. In order to avoid overdraft charges, the Treasurer has the Board’s approval to transfer funds from savings to checking to cover approved expenses. Notes regarding the amount of the approved transfer are maintained in the meeting minutes or a copy of the email. A copy of the transfer record is maintained with the corresponding month’s records.  
Cash Disbursements & Expense Allocations 
 
 Cash disbursements are generally made for: 
 
1. Payments to vendors for goods and services. 
2. Taxes/license fees. 
3. Board training and development. 
4. Memberships and subscriptions.  
5. Meeting expenses.  
6. Expense reimbursements.  
7. Marketing & promotional materials. 
 
Checks are processed monthly. Invoices/Expense Reports are submitted to the Treasurer and will be processed and paid within 30 days of receipt. 
 
Requests for cash disbursements are submitted to the Treasurer in one of three ways: 
 
1. Original invoice. 
2. Expense Reimbursement Form 
3. Payment by WCHRA (President or Vice President) credit card.
 
All expense reimbursements must be documented on an Expense Reimbursement Form with all receipt copies (paper or digital), nature of business, and account allocation before reimbursement. In the event that it is impractical to obtain a required receipt or if such receipt has been inadvertently destroyed, the traveler should furnish a written statement to that effect, as well as an explanation of the expenditure involved. 
 
Timely submission of report: the suggested timeframe for expense report submission is within two weeks of expense. Expense Reimbursements filed more than 60 days after expenses are incurred will not be reimbursed without the approval of the President. 

 
Travel/Conference Reimbursement Policy 
 
As a non-profit organization dedicated to the Human Resources profession, stewardship of our resources is essential.  Our policy is to reimburse individuals for approved, reasonable, proper and necessary travel expenses incurred using the General Service Administration (GSA) rates as a guideline. All personal expenses or travel upgrades are not reimbursable. Special circumstances must be discussed with the President and Treasurer.  
 

1. Travel in Privately Owned Vehicle
a Mileage Reimbursement – this includes mileage in a privately owned vehicle (POV), and related tolls and parking associated with a local or long-distance trip.  
 
2. Air Travel – WCHRA will pay or reimburse for airfares to approved destinations.  Travelers must use the best available airfare. 
a First class, international and spouse travel is not reimbursable. 
b Special circumstances must be discussed with the President and Treasurer prior to arranging travel. 

3. Lodging Costs - an itemized receipt from the hotel detailing all charges, the person(s) for whom the lodging was provided, and the specific business purpose.  Travelers should use standard single room accommodation.  If a conference is linked to a specific hotel, accommodation may be made there if it is most convenient. 
a The additional cost of room upgrades (e.g.; suite, executive floor, room with view, etc.) is not reimbursable. 
b The room rate should be discussed with the board in advance if the cost is significantly higher than the area’s GSA rate. 

 Air and Hotel Cancellation Fees/Penalties – will be reimbursed if there is an adequate explanation for the change of plans.   
a. Acceptable reasons include but are not limited to: the organization canceling or altering the trip or delays in flight connections.  This explanation must be attached as documentation with the travel Expense Reimbursement Form. 
b. Fees and penalties incurred without adequate explanation will not be reimbursed. 
 
4. Meals and Entertainment – a receipt must be provided showing the cost of food, beverage, and gratuities, including the names of every person for whom food or beverage was provided, and the specific business purpose.  WCHRA will reimburse expenses for meals at the following costs as supported by receipts when: 
a The meal is not included in the price of a seminar or conference registration. 
b Meal reimbursement includes breakfast, lunch and dinner at the area’s GSA rate and may include a gratuity of up to twenty (20%) percent. 
c Excluded are room service charges, more than one alcoholic beverage per day, entertainment expenses and other types of personal expenses not relating to these specific meals. 
 
5. Ground Transportation – a receipt must be provided showing the cost of ground transportation with the specific business purpose. 
 
6. Other Expenditures - a receipt from the vendor detailing all goods or services purchased and the specific business purpose. 
 
Timely submission of report: the suggested timeframe for expense report submission is within two weeks of travel.  Travel & Expense Reports filed more than 60 days after expenses are incurred will not be reimbursed without the approval of the President. 
  



Credit/Debit Card Policy and Charges 
 
All Board Members who are authorized to carry an organization credit/debit card will be held personally responsible for the safe keeping of the card including loaning the credit/debit card to other board members for business purposes. The cardholder must reimburse the organization in the event that any charge is deemed personal or unauthorized. Unauthorized use of the card includes: personal expenditures of any kind; expenditures which have not been properly authorized; meals, entertainment, gifts, or other expenditures which are prohibited by budgets, laws, and regulations. 
 
The receipts for all charges will be given to the Treasurer within two (2) weeks of the purchase along with proper documentation. The Treasurer will verify all charges with the monthly statements. The charges will be posted into the accounting system using proper account allocation. An explanation of all expenses may be submitted to the Finance Review Committee quarterly review.  
 
Accruals 
 
To ensure a timely close of the General Ledger, WCHRA may book accrual entries. Some accruals will be made as recurring entries. 
 
Accruals to consider: 
 
1. Monthly interest earned on money market accounts, certificates of deposits, etc. 
2. Recurring expenses, prepaid items, etc. 
  
Bank Account Reconciliations 
 
1. All bank statements are reconciled by the Treasurer or board approved third party bookkeeper. A timely reconciliation is completed as follows: 
  
a. A comparison of dates and amounts of deposits as shown in the accounting system and on the statement,  
b. A comparison of inter-account transfers,  
c. An investigation of any rejected items,  
d. A comparison of cleared checks with the accounting record including amount, payee, and sequential check numbers. 
 
2. The Treasurer will verify that voided checks, if returned, are appropriately defaced and filed. 
3. The Treasurer will investigate any checks that are outstanding over six months. 
4. The Treasurer will attach the completed bank reconciliation to the applicable bank statement, along with all documentation. 
5. The reconciliation report will be reviewed, approved, dated, and initialed by a Financial Review Committee member at each quarterly meeting. 
Membership Cash Fund 
 
The membership committee led by the Membership Director may maintain a Membership cash fund.  The funds are to be used at functions and events to accept payments and provide change to members and non-members.
1. The membership cash fund will not exceed $100. Anything over $100 should be Treasurer to deposit. Special circumstances must be discussed with the President and Treasurer.  
2. The Membership Director is responsible for and oversees the fund. 
3. No checks will be cashed by the fund. 
 
  
End of Month and Fiscal Year-End Close  
 
1. The Financial Review Committee will review and sign off on all month- and year-end journal entries. They will be stored on online platform for audit trail purposes. 
2. At the end of each month and fiscal year end, the Treasurer will review all balance sheet accounts including verification of the following balances: cash accounts match the bank reconciliations, assets accounts reflect all purchases, accounts receivable and payable accounts match outstanding amounts due and owed. 
3. The income and expense accounts review will include reconciliation to amounts received and expended.  
4. Once the final monthly and fiscal year-end financial statements are prepared, reviewed, and approved, no more entries or adjustments will be made into that month or year’s ledgers.  
5. At the end of the fiscal year, the Treasurer or an outside CPA will prepare the annual Return for Organization Exempt from Income Tax (IRS Form 990). The return will be presented to the Board of Directors for their review and approval. The Treasurer will then file the return with the Internal Revenue Service by the annual deadline. 
6. All other appropriate government filings including those required by the state tax board and attorney general’s office will be completed and filed with the appropriate agency. 
Financial Reports 
 
The Treasurer (with the assistance of a third-party bookkeeper) will prepare the monthly, quarterly and annual financial reports for distribution to the Board of Directors. Monthly reports will include: balance sheet and statement of income and expenses. Quarterly reports will include: a budget versus actual report.  Annual reports will include: final balance sheet, statement of income and expenses, a budget versus actual report, and any other requested reports.  
 
All financial reports will be submitted to the Financial Review Committee and Board of Directors for review and approval.  
Fiscal Policy Statements 
 
1. All cash accounts (except petty cash) owned by WCHRA will be held in financial institutions which are insured by the FDIC. No bank account will carry a balance over the FDIC insured amount.  
2. Checks will not be cashed through the membership cash fund. 
3. No travel cash advances will be made except under special conditions and pre-approved by the Board of Directors. 
4. Reimbursements will be paid once complete expense reporting has occurred using the official WCHRA Expense Form.  
5. Bank statements will be reconciled monthly.  
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