[Your chapter logo]

Creating a financial controls document is an essential step in ensuring transparency, accountability, and proper management of your chapter’s finances. Below is an example template for a Financial Controls Policy Document. You can tailor it to your specific chapter needs.

Financial Controls Policy

Purpose
The purpose of this document is to establish clear guidelines and procedures for managing the financial operations of [Chapter Name]. These controls ensure compliance with applicable laws, prevent fraud, and maintain the chapter’s financial integrity.

Scope
This policy applies to all board members, employees, volunteers, and contractors involved in the financial operations of [Chapter Name].

Roles and Responsibilities
1. Board of Directors
· Approve budgets and major financial decisions.
· Monitor financial performance and ensure compliance.
2. Treasurer
· Oversee the preparation and presentation of financial statements.
· Ensure the proper maintenance of financial records.
3. Chapter Administrator/Executive Director
· Manage day-to-day financial operations within approved budgetary limits.
· Approve expenditures under delegated authority.
4. Chapter Finance Committee
· Review financial statements and oversee audits.
· Recommend policies and procedures for board approval.

Policies and Procedures
1. Budgeting and Financial Planning
· Annual budgets must be prepared by the Treasurer and approved by the Board of Directors.
· Any variance exceeding [X]% of the budget must be reported to the Board.
2. Bank Accounts
· All bank accounts must be opened in the name of [Chapter Name] and approved by the Board.
· Authorized signatories for each account will be designated annually by the Board.
· Bank reconciliations must be performed monthly and reviewed by the Treasurer.
3. Income Management
· All income must be documented, deposited in the organization’s bank account, and recorded in the accounting system.
· Donations must be acknowledged with a receipt that complies with IRS requirements.
4. Expenditure Controls
· All expenses must be approved in accordance with the budget and authorized limits: 
· Expenses up to $[Amount]: President or Treasurer
· Expenses $[ Amount]–$[ Amount]: President with Vice President, Secretary or Treasurer.
· Expenses over $[ Amount]: Require Board approval.
· All expenditures must be supported by receipts and documentation, which should be maintained in accordance with ACC’s record retention policy.
5. Check and Payment Authorization
· Dual signatures are required for checks above $[ Amount].
· No signer may approve a payment to themselves.
6. Credit Card Usage
· Organizational credit cards are issued to authorized personnel only.
· Monthly statements must be reviewed and reconciled by the Treasurer.
7. Petty Cash
· Petty cash funds are limited to $[Amount] and must be replenished only with proper documentation.
· The custodian of petty cash is [Designated Role].
8. Payroll
· Payroll must be processed through an authorized payroll service.
· All salary changes and new hires must be approved by the Board or [Other Authorized Body].
9. Financial Reporting
· Financial statements, including balance sheets and income statements, must be prepared monthly and reviewed by the Finance Committee.
· Annual financial statements must be audited by an independent CPA. [If applicable. Additional fees apply]
10. Fraud Prevention
· All suspected fraud or financial irregularities must be reported to the Board immediately.
· An investigation will be conducted by [Designated Body/Committee].

Compliance and Review
· This policy will be reviewed annually by the chapter board and updated as necessary.
· Non-compliance with these policies may result in disciplinary action, up to and including termination.



Approval
This policy was approved by the Board of Directors on [Date].

Signature:
[Chapter President Name]
[Title]
