CASA Financial Operating Procedures

Disbursements:

1. Statements/invoices will be received at the CASA office by staff and marked with date of receipt, initials of board member/second signer.

2. All disbursements will be made by check.

3. Only pre-numbered checks will be used in sequence.

4. Checks must be made payable to specific payees, and never to “cash” or “bearer”.

5. Dual signatures are required on all checks, by signers designated by the board.

6. Invoices (with attached original receipts) will be submitted to board member for initialing and signing of check for payment in a timely manner.

7. Invoice stubs will be marked with date of payment, check number and initials of board member authorizing payment, and filed for audit.

8. Employees must submit detailed expense report with corresponding original receipts for reimbursement. These are reviewed and initialed by the board member that signs the check for it.
Receipts:

1. Immediately upon receipt, all checks are stamped “for deposit only” followed by the CASA stamp.

2. Numbered receipts are issued for all cash received and a copy retained.  The second copy is kept in the office for review by treasurer.

3. Cash and checks will be kept in a secure location in the CASA office until deposited.

4. Deposit slips will be filled out in the CASA office and copied (along with checks included) before being checked and initialed by the appropriate board member.  Under no circumstances will the same person who received the money make deposit.

5. Deposits are to be made by a board member.  Under no circumstances will the same person who received the money make deposit.

Financial Accounts and Records:

1. All accounts shall be approved by board action.

2. Account reconciliations will be reviewed monthly by the treasurer.

3. Treasurer will look for unusual endorsements and/or changes to checks.  Any unusual items are questioned with the appropriate individual(s).

4. Blank checks shall be kept in a secure location in the CASA Office.

5. Any voided or spoiled checks should be marked void and mutilated with signature portion removed and stored in a secure place.

Budget/Financial Oversight:

1. The organizational annual budget is reviewed and approved by the governing board.

2. Financial statements are reviewed by the board on a regular basis.

3. A qualified independent auditor will conduct a financial review annually.
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