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M O D E L      P O L I C Y

Name of Tribe/TDHE

FINANCIAL  MANAGEMENT

These policies and procedures were adopted by the governing body of the (NAME OF TDHE) by Resolution #__-__ on ________ __, ____.

(Note: This is a model policy that may be used by Tribally Designated Housing Entities (TDHE) and is limited to the Indian Housing Block Grant Program (IHBG) and its implementing rules, regulations and statutes.  If a TDHE administers any other programs other than the IHBG program, this model policy may be amended to include any financial management policy requirements specifically applicable to another program. But, the TDHE/TRIBE should ensure that the policy remains in compliance with the Native American Housing Assistance and Self-Determination Act (NAHASDA) and any other applicable federal, state, local, or tribal laws or regulations.)

SECTION   1

Policy  Statement

The Board of Commissioners (or insert governing body of the [insert name of tribe]) of the (NAME OF TDHE) recognizes that it is necessary to adopt and implement financial management polices and procedures in order to operate as a property management business.  The governing body also recognizes that an essential element for the financial health of the (NAME OF TDHE) is the development and use of procedures for the safe handling of funds and particularly, controls on cash.  Without such procedures, the (NAME OF TDHE) risks losing assets by theft and also increases the risks associated with errors in accounting records.

These financial management procedures are standard business procedures that will govern the handling of cash collections, cash disbursements, petty cash funds, budget controls, credit cards and capitalization of (NAME OF TDHE) assets.  The procedures governing the financial management of the (NAME OF TDHE) shall comply with the provisions at 24CFR 85.20 and OMB Circular A-133 which are attached as appendixes to this policy.

(Note: Several of the governing documents and regulations that TDHE’s and tribes are required to comply with including 24CFR 1000.26, OMB Circulars A-87 & A-133 address accounting methods and Generally Accepted Accounting Principals (GAAP) that Indian Housing Block recipients are expected to follow.  This model financial management policy doesn’t specifically address accounting methods or principals.  The National American Indian Housing Council has developed an Accounting Guide that can be used to complement this model policy and implement the requirements of GAAP.  Also, for more information about the requirements of converting to GAAP, refer to ONAP Guidance 2003-07 date May 23, 2003.)

SECTION   2
INTERNAL  CONTROL  PROCEDURES
2.1.
General.  Accounting methods employed by the (NAME OF TDHE) shall, at a minimum, satisfy such requirements as may be prescribed by Federal or State laws, regulation, or guidelines.  Additional accounting methods shall be employed to satisfy applicable government accounting standards promulgated by such competent authoritative sources as the National Committee on Governmental Accounting.

2.2.
Cash  Collections  Control  Procedures.
A.
Cash, checks, or money orders will be deposited in the bank where the (NAME OF TDHE) has an approved depository agreement.  Deposits shall be made daily regardless of the amount accumulated.

B. When cash is retained in the office overnight, it must be stored in a locked, fireproof cabinet or safe.

C. Checks received shall be immediately stamped “For Deposit Only”.

D. Only (NAME OF TDHE) employees designated by the Executive Director are authorized to receive payments from residents and issue receipts.

E. The supply of unassigned receipts will be adequately safeguarded and kept in the custody of (NAME OF TDHE) personnel.

F. A receipt shall be issued for all payments collected so there is an official record of the transactions and possible disputes are prevented.

G. Receipts shall be pre-numbered.  One part shall be given to the resident and one part, having the same number, shall be retained by the (NAME OF TDHE) for its permanent record.

H. Receipts shall contain, at a minimum, the following information: (1) name of the resident being credited with the payment,  (2) date, (3) amount of payment, (4) method of payment (cash, check, etc.).

I. A bank deposit slip shall be prepared and shall include each of the cash receipt numbers making up the deposit and complete details as to the amount of coin, currency and checks.  An (NAME OF TDHE) employee other than the one who completed the cash receipts shall reconcile the receipts.

J. All payments shall be deposited intact with the appropriate deposit slip to provide an additional record.  Under no circumstances shall any disbursements be made from payments received.

K. Payments received shall be recorded in the individual resident accounts receivable records on the day it is received even when the money is not deposited on the same day.  Cash receipt numbers shall be recorded on both the deposit slip and the resident account receivable records.  

L. The Housing Management Division Manager or his/her designee shall be responsible for posting the resident accounts receivable records.  The Finance Division Manager or his/her designee shall make the bank deposits.

2.3.
Cash  Disbursement  Control  Procedures.  All disbursements must be made by check.  With appropriate documentation, the Executive Director may approve other forms of disbursement, such as petty cash, wire transfers or electronic funds transfers.
A. All checks must be pre-numbered and used in sequence.  Voided checks must be retained and recorded.

B.
All checks shall require two signatures by governing body approved (NAME OF TDHE) employees.

C. The supply of unused checks must be adequately safeguarded in a fireproof cabinet or safe.

D. The Finance Division Manager or his/her designee shall prepare checks.

E. The governing body shall approve an appropriate number of (NAME OF TDHE) employees to sign checks in addition to the Executive Director.  Whenever possible, no individual shall ever sign a check on which he/she is the payee.

F. All check vouchers shall contain enough narrative description to specifically identify the purposes of the payment and the account to which the cost is to be charged.

G. Checks shall never be written for “cash”.

H. Checks shall not be signed or countersigned in advance of being completely filled out.  Each check shall be accompanied by supporting documentation, including invoices, travel vouchers, etc.  The Executive Director or his/her designee shall approve the supporting documentation.

I. Check signers shall review each check carefully and not sign any check, which has evidence that any part of the check has been altered.  If it is necessary to change a check, the check must be voided and a new check issued.

J. The signed check should be mailed or delivered by the Executive Director or his/her designee.

K. The Finance Division Manager or his/her designated employee shall reconcile (NAME OF TDHE) bank statements.

L. All checks shall be pre-printed, at least two-part and pre-numbered and shall contain the (NAME OF TDHE) name.

M. A petty cash fund may be maintained for minor expenses (insert amount, example: $50.00) that require immediate payment. The petty cash fund shall be kept in a secure cabinet or drawer under the control of the Finance Division Manager.  The Finance Division Manager shall replenish the petty cash as deemed necessary by submitting a Check Request Form. The Check Request shall include receipts for all expenditures and a reconciliation of the receipts and the funds remaining in petty cash.  The check to replenish shall be issued in the name of the Finance Division Manager or the designated petty cash fun manager.

2.4.
(NAME OF TDHE)  Payroll  Disbursement  Procedures.  In addition to the disbursement procedures described in Section b., the following additional procedures shall apply to payroll disbursements.
A. The (NAME OF TDHE) shall have written authorizations on file for all employees that cover their rates of pay, withholdings and deductions.

B. The Executive Director or his/her designee shall establish adequate timekeeping controls including the use of time sheets and there shall be supervisory review and approval of all employee time/leave records prior to issuance of a check.  

C. The Executive Director or his/her designee shall prepare payroll checks.  Payroll and personnel duties, such as timekeeping, salary authorization, and personnel administration shall be the responsibility of the Executive Director or his/her designee.

D. The (NAME OF TDHE) shall never pay any employee for more than 100 percent of his/her time through the encumbrance of more than one position or title. 

SECTION   3
CAPITALIZATION  PROCEDURES
3.1.
Categories.
A. The capitalization of (NAME OF TDHE) owned property is necessary for establishing and maintaining the (NAME OF TDHE) property ledger in its book of accounts.

B. All property and equipment owned by (NAME OF TDHE) shall be divided into two categories: Expendable items or Non-expendable items

C. Expendable items are purchased or donated items having a useful life of less than 12 months and costing less than (insert amount, example: $5,000, and can be expended.

D. Non-expendable items purchased or donated are items having a useful life of more than 12 months and costing more than (insert same amount from 3. above).

2.2.
Requirements.
A. The Executive Director or his/her designee for budgeting and financial control purposes shall capitalize non-expendable items.

B. The Executive Director or his/her designee shall maintain a list of all capitalized items for inventory control purposes.

2.3.
Credit Card Control

A.
Designations
(1) Credit cards shall be made available to designated (NAME OF TDHE) employees who agree to be financially responsible for properly using the credit cards.

(2) The Executive Director shall designate (NAME OF TDHE) employees who may possess and use (NAME OF TDHE) credit cards.  For the purpose of this policy, any (NAME OF TDHE) employee possessing a (NAME OF TDHE) credit card shall be referred to as a CARDHOLDER.

(3)
(NAME OF TDHE) credit cards are for authorized business expenditures and not intended to be used by employees as a substitute for personal credit cards.

B.
Written  Agreement.  (NAME OF TDHE) shall develop a written agreement that clarifies the employee’s rights and responsibilities with respect to (NAME OF TDHE)’s credit card program.  Employees who are assigned credit cards shall sign this written agreement to document their awareness of this policy along with agreeing to the terms of the agreement.  At a minimum, the agreement shall contain the following provisions:

(1) Authorized Business Uses.   The CARDHOLDER agrees to use the (NAME OF TDHE) credit card for authorized business expenditures only.  The Executive Director or the Finance Division Manager must authorize business expenses before charges are incurred on the (NAME OF TDHE) credit card in accordance with applicable (NAME OF TDHE) policies, procedures, and practices.  Valid business expenses may be authorized in writing retroactively; however, if this does not occur, CARDHOLDER will be responsible for reimbursing and will reimburse (NAME OF TDHE) for such charges as if they were for personal use and erroneously charged. 

(2) No Personal Use.  The CARDHOLDER agrees not to make personal charges on the (NAME OF TDHE) credit card.  If the CARDHOLDER erroneously charges a personal item on the (NAME OF TDHE) credit card, he or she agrees to reimburse (NAME OF TDHE) within thirty (30) days for the credit card charges for such personal use, including any finance, late, or penalty charges. 

(3) Lost or Stolen (NAME OF TDHE) Credit Cards.  If the CARDHOLDER discovers that his or her (NAME OF TDHE) credit card has been lost or stolen, he or she agrees to notify the credit card company immediately and (NAME OF TDHE) on the first business day after discovery of the loss.  If the CARDHOLDER fails to report the loss promptly, he or she will be solely liable to (NAME OF TDHE) for any charges on that card.

(4) Credit Limit.  The CARDHOLDER agrees not to exceed the (NAME OF TDHE) credit card’s established credit limits.  If a higher limit is required, the CARDHOLDER agrees to submit to (NAME OF TDHE) a request for the new credit limit along with a justification.

(5) Payment of Credit Card Billing.  (NAME OF TDHE) will ensure all billings charged on the Cardholder’s (NAME OF TDHE) credit card are mailed to (NAME OF TDHE).  (NAME OF TDHE) will pay all amounts charged on the CARDHOLDER’s (NAME OF TDHE) credit card.  CARDHOLDER will reimburse (NAME OF TDHE) for all amounts erroneously charged or not authorized.

(6) Receipts.  The Cardholder agrees to submit to (NAME OF TDHE), within one week of transaction, receipts for all expenses charged on his or her (NAME OF TDHE) credit card.

(7) Examination of Billings.  Upon the request of (NAME OF TDHE), the CARDHOLDER agrees to examine billings for his or her (NAME OF TDHE) credit card to assure that all charges are valid.  If there are incorrect charges, the CARDHOLDER agrees to notify (NAME OF TDHE) immediately and, as requested, to complete and return any forms for disputing such charges to the credit card company.  If the CARDHOLDER fails to report incorrect or disputed charges promptly as required under this paragraph, the CARDHOLDER agrees he or she will be liable to (NAME OF TDHE) for any resultant charges.

(8) Changes in Name.  The CARDHOLDER agrees to notify (NAME OF TDHE) of any change in his or her name as it appears on his or her (NAME OF TDHE) credit card.

(9) Surrender of (NAME OF TDHE) Credit Card.  The CARDHOLDER agrees to surrender his or her (NAME OF TDHE) credit card upon demand by (NAME OF TDHE) or when there is no longer a business need for the card, or when his or her employment with (NAME OF TDHE) is terminated.  The CARDHOLDER agrees to pay all monies owed to (NAME OF TDHE) upon his or her surrender of the (NAME OF TDHE) credit card.

(10) Disciplinary Action; Cause for Removal.  The CARDHOLDER must acknowledge that misuse and/or mismanagement of the (NAME OF TDHE) credit card may result in disciplinary action against an (NAME OF TDHE) employee, including but not limited to termination of his or her employment.

(11) Termination.  If the (NAME OF TDHE) terminates a credit card, the CARDHOLDER shall, upon receipt of written notice of termination, surrender to (NAME OF TDHE) the credit card.

2.4.
Budgets and Budget Control.
A.
Budget  Management.
1. The (NAME OF TDHE) shall define a budget as a realistic estimate of the operating revenue and expenditures to be in incurred in the prudent operation of the (NAME OF TDHE) during a specific period of time.

2. The specific period of time to be used for budgeting purposes for (NAME OF TDHE) programs funded by an Indian Housing Block Grant through the Native American Housing and Self-Determination Act (NAHASDA) shall be the same as the Plan Year defined in the (NAME OF TDHE)’s Indian Housing Plan (IHP).  The (NAME OF TDHE)’s Plan Year shall be the same as the (NAME OF TDHE)’s fiscal year which is (insert TRIBE/TDHE’s fiscal year, example: April 1 through March 31).

3. Each annual operating budget shall include adequate justification and a narrative of the relation of the requested budget to the (NAME OF TDHE)’s goals, objectives and activities described in the (NAME OF TDHE)’s Indian Housing Plan required by NAHASDA.

4. The Executive Director shall be responsible for the efficient and effective use of budget appropriations and the control of costs.

5. The (NAME OF TDHE) management team comprised of the Executive Director and respective Division Managers shall work together to prepare the budget.

6. The basis for budget assumptions for the management team shall be the 5-year goals and objectives described in the (NAME OF TDHE)’s IHP.

7. The Finance Division’s role in the budgeting process is to ensure that the management team has the most current information available regarding budget to actual comparisons.

8. Each annual operating budget shall be included in the (NAME OF TDHE)’s IHP.

9. The Executive Director shall always recommend a balanced annual operating budget to the (NAME OF TDHE) governing body.

10. Revisions in an operating budget necessitated by changes in circumstances or estimates during a Plan Year shall be processed in the same manner as the original budget.

11. Expenditures shall not be made that exceed an appropriation for a major expenditure category of a budget except in emergency situations as determined by the Executive Director.

12. An annual operating budget is to be prepared and adopted for each fiscal year to authorize and control the financial operations of the (NAME OF TDHE).

13. The budgets should provide sufficient detail to enable the governing body and (NAME OF TDHE) management to make informed decisions about spending and investing (NAME OF TDHE) resources.

B.
Budget  Monitoring.  The Executive Director shall establish procedures to monitor the progress of the budget throughout the year.  The monitoring activities shall enable the Executive Director and the governing body to:
(1) Monitor how its financial plan is working;

(2) Determine how its spending is preceding in relation to its budget;

(3) Identify unexpended budget to actual differences;

(4) Determine the validity of its budget estimating techniques;

(5) Determine whether any budget amendments are required before the budget is exceeded;

C.
Budget  Reports.
(1)
Budget reports shall show budgeted income and expenses, actual income and expenses along with the percentage of each budget line item received or spent.

(2) Budget reports comparing the budgeted revenue and the actual expenditures shall be prepared under the direction of the Executive Director and presented at each regular meeting of the governing body.
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