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I. Communicationstc "Communications".

A. Introductiontc "Introduction " \l 2.  MALPH has developed policy and procedures approved by the board of directors for communicating both internally and externally to meet the needs of the MALPH membership, to further accomplishment of the strategic plan, and to reach all external partners.  This section of the manual describes the various materials/information that is routinely communicated, and the methods used to deliver the information.

Communications may include teleconferences, written mailings, or email notification for monthly meetings, electronic postings on the MALPH listserves and the MALPH website, board meetings with teleconference capacity, written reports, testimony, and position papers to state agencies and key legislators, written or oral reports from committee, forum assignments and reports, discussion panels, presentation sessions, workshops and seminars, and social media.  Communication procedures that support the various MALPH relationships are outlined below.  Communications from MALPH shall only go to MALPH members, including voting forum members, unless directed by the Executive Committee. ??
B. Board Meeting Agendatc "Board Meeting Agenda " \l 2.  The monthly board meeting agendas shall be structured around specific topics and issues requiring board action.  Agenda items should be tied to the strategic plan or appropriate to the mission of the organization. Board members and state agencies can offer agenda items 10 days prior to a board meeting.
The executive director shall develop a tentative agenda and the executive committee approves the agenda for each board meeting.  The agenda is to consist of those items requiring board action and other items deemed appropriate.  The agenda is to be included in a board packet which is provided to all MALPH board members—as defined in MALPH Bylaws—prior to the meeting.
C. Board Meeting Packetstc "Board Meeting Packets " \l 2.    The board packet shall be presented to all board members at least 5 days prior to any regularly scheduled board meeting.  The packet shall include the following materials:

1. Agenda.

2. Written, unapproved minutes of the previous board meeting.  The minutes will also be posted on the website.

3. Financial report.

4. Proposed resolutions or positions intended to be voted upon, including background information.

5. Committee or forum reports.
6. State reports.
It is MALPH policy that additional materials to be distributed at the meeting will be posted on the website prior to the meeting.  

D. Distribution of Materials to Board Memberstc "Distribution of Materials to Board Members " \l 2.  Board members or their designee will be notified of the availability of board packets on the MALPH website and/or email.  All board members are to provide MALPH with a regular mail and email address as well as other contact information as requested on the Board Representation Form.

Other communications such as alerts, emergency advisories, reports, information requests, surveys, position papers, and testimony will be provided to all board members.  These materials will be communicated using the most efficient format (fax, teleconference, e-mail, conventional mail) for the type of material being communicated. 


E.
Board Minutestc "
E.
Board Minutes " \l 2.  Written, unapproved minutes of the board meeting will be provided with the board packet.

F.
Resolutionstc "
F.
Resolutions " \l 2.  When a resolution is approved by the board, it will be posted on the website and maintained in both hard copy and electronically in the MALPH office. 


G.
Other Communicationstc "
G.
Other Communications " \l 02.  The MALPH organization will routinely communicate with legislators, other associations, state/federal agencies, the governor, and other constituencies.  Based on the urgency of the communications, MALPH will select the most appropriate and expedient communication method.


H.
Communication Delivery Methodstc "
H.
Communication Delivery Methods " \l 2.   Electronic communications including the Internet, the MALPH website, e-mail, fax, social media, and audio and video conferences are an essential part of the communication strategy.  Board members and constituencies are encouraged to become familiar with and actively incorporate these communication technologies within their respective agencies.  Based on the urgency of the communication, MALPH will select the most appropriate communication method that will reach the largest number of members. 


I.
Improper Release of Informationtc "
I.
Improper Release of Information " \l 2.  Information that is deemed confidential will not be released.  If unsure whether the information is releasable or not, the executive director shall seek legal opinion.

II. Powers, Duties, and Responsibilities.tc "Powers, Duties, and Responsibilities."
A. Board of Directorstc "Board of Directors " \l 2.  The composition of the board of directors is defined within the bylaws.  It is acknowledged that the board of directors is responsible for all functions of MALPH either directly or by assignment.  With due regard to the specifics of the bylaws, following are some further expectations of board members:

1. Be supportive of and represent MALPH’s positions as appropriate.

2. Read, uphold, and revise MALPH’s bylaws as appropriate.

3. Assure MALPH activities at all levels remain consistent with MALPH’s mission and strategic plan.

4. Take part in the development of and assure adherence to MALPH’s strategic plan.

5. Undertake an active role within MALPH’s identified committee structure.

6. Approve MALPH’s staffing plan and budget.

7. Review and vote the recommendation(s) of the executive committee regarding the Executive Director’s annual evaluation
.
8. Work to assure the participation of their local health jurisdiction in MALPH committees and forums.

B. Presidenttc "President " \l 2.  The bylaws state the president of MALPH is to be the principal executive officer and in control support of the general day-to-day business and other affairs of the organization. In the absence of an executive director. BYLAWS Although the president is specifically responsible, she/he must also organize, control, and assign tasks in order to be effective.  The president along with the executive director has signatory authority, separate from the financial business of MALPH, with the approval of the executive committee.  BYLAWS In addition to the ascribed powers delineated within the bylaws, the president will:

1. Be supportive of and represent MALPH’s positions as appropriate.

2. Act as the chairperson for the executive committee.

3. Work with the executive director and the executive committee to manage the day-to-day affairs of MALPH.

4. Interpret MALPH policy as necessary for the public and others.

5. Understand MALPH’s strategic plan and direct the efforts of the total organization towards the attainment of those goals and objectives.  Report the status of this work to the board of directors at MALPH monthly meetings.

6. Create ad hoc committees and make appointments to standing and ad hoc committees as necessary to handle the affairs of MALPH.  Further, the president will work with the executive committee to see that all committees are appropriately staffed and populated with members to assure their effectiveness.

7. Maintain custody of the executive director contract and all annual evaluations to date, as provided by the Past President by October of each year.
C. Past Presidenttc "Past President " \l 2.  The bylaws state that in the absence of the MALPH president or in the event of the president’s inability or refusal to act, the past president shall have all of the powers and be subject to all of the restrictions upon the president.  The past president may:

1. Possess the same powers, duties and responsibilities as stated above for the president.

2. Chair the MALPH governance committee.

D. President Electtc "President Elect " \l 2.  The bylaws state that in the absence of the MALPH president and past president or in the event of the president’s and past president’s inability or refusal to act, the president elect shall have all of the powers and be subject to all of the restrictions upon the president. 

E. Secretary/Treasurertc "Secretary/Treasurer " \l 2.  It is the current practice of MALPH to combine the responsibilities of the secretary and the treasurer.  The secretary/treasurer will:

1. Be supportive of and represent MALPH’s positions as appropriate.

2. Review at least annually with the executive director and staff all matters regarding the communication needs of the board of directors and the executive committee. 

3. Make recommendations to the board of directors regarding organizational improvements in the area of finance.

4. Provide a summary report of MALPH’s financial status to the board of directors at MALPH monthly meetings.

5. Review draft minutes of Board of Directors meeting prior to release in board packet. Unless otherwise specified, secretarial support of MALPH activities is provided by the MALPH staff.

6. Maintain custody of executive director evaluations to date, as provided by the President.
F.   Executive Committee tc "Executive Committee " \l 2 (standing committee).  As stated in the Bylaws, the Executive Committee oversees the business of MALPH between board meetings and makes recommendations for final determination by the Board of Directors.  There will be an annual organizational meeting of new members in September, prior to taking office, to review the Operations Manual and Bylaws.  

Members of the executive committee will:

7. Be supportive of and represent MALPH’s positions as appropriate. Be available as necessary to conduct MALPH’s business between the monthly board meetings.

8. Support and advise the president as necessary.

9. Evaluate MALPH’s executive director and make recommendations to the Board of Directors by September of each year.  (See Appendix A for the executive director’s evaluation tool).

10. Work with the president to assure all appointments are made as time requirements dictate.

11. Monitor the financial and contractual affairs, and report to the board.

12. Assure that MALPH activities at all levels remain consistent with MALPH’s strategic plan.

13. Participate in the implementation of MALPH’s strategic plan as appropriate.

14. Attend a minimum of 75 percent of regular meetings within any 3 month period or request an excused absence.  Failure to meet this standard may result in removal from the executive committee.

15. Executive Committee may seek input from the Board of Directors or others regarding the executive director evaluation prior to the Executive Committee evaluation of the executive director.

F. Nominating Committee (standing committee) tc "Nominating Committee (standing committee) " \l 2.  The president shall form a nominating committee at least four months prior to voting for the elected positions. The president shall solicit members for the committee composition from the Board of Directors. The following nomination and election processes are developed to implement Article IV (Officers), Section 2 (Nominations) and Section 3 (Election and Term of Office) and to implement Article V (Executive Committee) Section 1 (Composition and Election of Executive Committee) .

1. The nominating committee shall present a slate of candidates for the positions of president, president elect, secretary/treasurer, and the five (5) at-large positions of the executive committee. At-large positions will be limited to no more than two consecutive terms without a break of at least one term.  Exceptions can be made by the vote of the full board of directors.

a. The nominating committee shall secure the consent of the candidates for each   elected position. 

b. The nominating committee shall communicate with the board of directors by the June board meeting to solicit volunteers who wish to serve as an officer or member-at-large.  The nominating committee shall identify, through volunteers or via direct recruitment, candidates from diverse areas of the state for election.  Any   director who communicates a desire to the nominating committee to be considered for election may be included in the slate of candidates presented to the board of directors.

2. The nominating committee will introduce a motion to present its slate of corporate officer and executive committee candidates in the regularly scheduled  August meeting of the board of directors.  Upon support and acceptance or rejection of this motion by the board of directors, the president shall open the floor for any additional nominations in accordance with the bylaws.  
3. All elected positions will be chosen by confidential ballot to allow for independence of choice as well as secrecy of choice.  The corporate office of the association shall prepare the election ballot, based on the candidates approved at the August meeting. board of directors approved slate of candidates in the regularly scheduled August meeting.  Write in candidates will not be permitted.  Completed election ballots will be returned by email, fax, or other approved secured methods to the corporate office not later than seven (7) days prior to the September meeting for counting of votes.  The president shall present the election results of the balloting at the September meeting.  In the event a tie occurs in the balloting for any position, written balloting will continue during the meeting for each tied position until one candidate for each office or elected executive committee position has received a majority vote.  Tighten up the tie language.
4. VACANT Position- filling with default candidate- language to be added

All elected candidates will immediately assume the duties and responsibilities of their office or executive committee position.  The current president assumes his/her role as past president at the October meeting.
5. All elected officers and executive committee members must serve their duties personally and may not delegate the responsibilities of their elected office to another director.


H.
ADD FINANCE COMMITTEE 


I.

Forumstc "Forums " \l 2.  There are six public health forums defined within MALPH bylaws: health education and promotion, public health nursing, environmental health, public health finance and administration, public health physicians, and management information systems.  The forums act as professional organizations specific to their discipline.  With regard to the MALPH board of directors, the forums have two major responsibilities.  They act in an advisory capacity to the board on all issues specific to their discipline and they take assignments from the board as appropriate.  Each forum shall have one vote on the board of directors.  The forum shall appoint one voting member and one alternate.  The voting member and the alternate shall be from member agencies.  A health department may have no more than two voting representatives in total, including appointed board members and forum representatives.  Therefore, only one voting forum member or one forum alternate can be from a given health department.  Don’t be relegated to just a forum.  Adding Informatics forum?  What are expectations of forums?

J.
Additionally, forums will:

6. Support and represent MALPH’s positions as needed.

7. When   making recommendations to the board of directors, they will formalize all findings, actions, positions, and correspondence.

8. Participate in the development and implementation of MALPH’s strategic plan as appropriate.  
9. Report to the MALPH board of directors at its monthly meeting.

10. Become involved, as appropriate, with MALPH committees.

11. Maintain activities consistent with the goals and objectives of MALPH’s strategic plan. 

12. Be vigilant on the state and national level regarding events that may affect public health activities relating to their discipline and report them to the board or the executive committee in a timely fashion.

G. Forum Chairtc "Forum Chair " \l 2.  MALPH bylaws recognize six public health forums that are representative of the professions serving public health.  The forum   voting member or designee will:

1. Support and represent MALPH’s positions as needed.

2. Report to the MALPH board of directors at its monthly meeting.

3. Participate in the development and implementation of MALPH’s strategic plan as appropriate.

4. Assure that forum activities are consistent with the goals and objectives of MALPH’s strategic plan.  Direct the forum in the development of a plan of execution and report progress to the board.

5. Be vigilant on the state and national level regarding events that may affect public health activities relating to their discipline and report them to the board or its executive committee in a timely fashion.

6. Attend at least 75 percent of regularly scheduled board meetings within a 6 month period or request an excused absence.  Failure to meet this standard may result in removal from the committee.

7. Provide regular updates to the forum members regarding MALPH board decisions and activities. AD HOC
H. Committeestc "Committees " \l 2.  

1. There are two types of committees attendant to the MALPH organization: standing committees and ad hoc committees.  In each case they have assigned roles specific to the needs of MALPH’s board of directors, officers, and executive committee.    When making recommendations to the baord of directors, they will formalize all findings, actions, positions, and correspondence.  The committee charge, membership and meeting minutes will be posted on the MALPH website.   Each October, the president in conjunction with the executive committee will review committee membership, structure and charge.  Committee members will:

a. Be supportive of and represent MALPH’s positions as needed.

b. Conduct their activities to be consistent with and specific to their assignment.  The committee will develop a plan of execution and report progress as directed.

c. Report to the MALPH board of directors at their monthly meeting or as directed.

d. Participate in the development and implementation of MALPH’s strategic plan as appropriate.

e. Attend at least 75 percent of regularly scheduled meetings within a 6 month period or request an excused absence.  Failure to meet this standard may result in removal from the committee.

2. Committee Chair.  MALPH bylaws specify that representatives of the organizational members shall be the chair of committees.   The chair will:

a. Be supportive of and represent MALPH’s positions as needed.

b. Plan their strategy for sharing their responsibilities as they relate to their committee and its assignment and share it with the president.

c. Correlate their assigned responsibilities with MALPH’s strategic plan whenever possible.

d. Work with the appointing body and the president of MALPH to maintain appropriate staffing to assure effective management of their assigned task.

e. Direct the committee’s activities to be consistent with and specific to their assignment.  The committee will develop a plan of execution and report progress as directed.

f. Report to the MALPH board of directors at their monthly meeting or as directed.

g. Participate in the development and implementation of MALPH’s strategic plan as appropriate.

3. Joint Committees and Liaisons.  The appointment of MALPH liaisons to any organization, committee, task force, or workgroup shall be a function of the president in consultation with the MALPH executive committee and executive director.  When acting in his/her capacity as a MALPH committee member or liaison representative, that person will:
a. Seek input from others, be supportive of and represent MALPH’s positions as appropriate.

b. Submit a written or verbal report to the MALPH board of directors, as directed, at its monthly meetings. 

c. Attend 75% of all regularly scheduled meetings of the external group or request an excused absence.
4. MALPH staff will maintain a list of all joint, standing and ad hoc committees as well as a list of liaison representatives and organizations. 
III. Continuity of Operationstc "Continuity of Operations"
MALPH offices are located in Lansing, Michigan. The MALPH executive secretary maintains the systems documentation for the association’s information technology system. MALPH policies require that a tape back-up of the association’s computer server be taken off site each business day to assure that critical electronic files and records are available should our computer system be destroyed our should critical data be lost or rendered irretrievable.  A copy of the systems documentation which includes email and web host contact information and computer technical support contact information will also be maintained off site. Should MALPH’s physical space become unusable for any reason, the executive director will determine how MALPH operations will be maintained until the facilities are restored. The MALPH executive director will inform the MALPH president of any substantial changes in MALPH operations at the earliest opportunity, and each incoming president will receive staff home contact information.  Member support and communications shall be maintained, without interruption, to the extent possible as the first priority.  If MALPH’s usual and customary operations will be significantly impacted for more than 24 hours, the MALPH executive director will provide the MALPH president an assessment of the length and extent to which MALPH’s operations will be impacted at the earliest opportunity.

A. Executive Director Transition-need to develop

B. Unexpected Leave of MALPH Staff- need to develop
Update Check Signatory authority and reconcile conflicting language under Ex. Director duties
IV. Financial Managementtc "Financial Management".

The MALPH board shall adopt an annual balanced budget of all anticipated revenues and expenditures prior to the beginning of the fiscal year.  The budget shall reflect expenditures appropriate for implementation of the adopted Strategic Plan and all staff support activities as well as the required resources to support operations.  A proposed budget, prepared jointly by the executive director and the secretary/treasurer with approval by the finance committee, shall be presented to the board of directors by the June board meeting in accordance with the approved budget development process.  Amendments to the adopted budget shall be acted upon by the board based on recommendations from the treasurer, finance committee or the MALPH executive director.

The association will maintain a designated fund balance of at least three (3) months operating expenses.  If the fund balance falls below the three (3) months of operating expenses, executive director, secretary/treasurer and finance committee will review income and expenses and make recommendations to the board of directors. When the fund balance exceeds this amount, the overage will be placed in a designated or undesignated reserve and will be reviewed during the annual budget development process by the treasurer, finance committee and executive committee for possible adjustment or return to the membership.

The day to day financial operations and internal control system, including handling of budget variances, shall be as provided for in the Operations Manual approved by the treasurer and board of directors.  The finance committee and the treasurer will provide oversight and/or review of the association’s financial transactions.  

Financial reports summarizing expenditures and revenues and a balance sheet will be presented to the board of directors monthly for review and approval.  Financial reports   shall include comparisons to budgeted amounts, to the same time period the previous year and should highlight any areas where revenues or expenditures are not consistent with the approved budget.  To assure that the reports reflect all of the activity for the month, presentation to the board of directors will be delayed two months.  The secretary/treasurer shall receive the financials no later than 20 days following the close of the month to be reviewed. 

An annual audit shall be conducted by an independent auditing firm approved by the finance committee? board of directors.  All journal entries will be completed and corrected by MALPH staff prior to the review.  Following the secretary/treasurer’s review of the audit and management letter, the annual review shall be presented to the finance committee and the board of directors not later than six months after the close of the fiscal year. 
The finance committee will make the recommendation to the executive committee, and the executive committee will make final recommendation to the full board.  The finance committee will determine and/or make a recommendation to have an audit/review performed.  Then full board.  
V. Strategic Plantc "Strategic Plan".

The association shall develop and endorse a strategic plan for each year’s activities.  The strategic plan is the primary document that identifies and directs the activities of the association for the year.  The executive director shall provide quarterly progress reports on the strategic plan.  The president shall convene and chair the strategic planning committee. The committee will be responsible for reviewing and updating the plan as may be warranted with at least an annual review and any proposed changes presented at least 30 days prior to the annual meeting.  

The strategic plan will be posted on the website.

VI. Personnel/Staffing Plantc "Personnel/Staffing Plan".

The types and number of staff and services to carry out the activities of the association shall be as deemed necessary and approved by the board of directors.  The association shall from time to time create positions to conduct grant or contractual projects as approved by the board of directors. 

The executive director shall have discretion to determine the employment relationships between the association and its staff and the contracting for services.  The executive director shall be responsible for developing and obtaining board of directors’ approval for the job descriptions for any other staff positions. 

The executive director shall be provided a contract and job description outlining duties and responsibilities.  

Association employees are “at will.” Employment specifics are contained in the job descriptions and the association’s personnel policies.

VII. Accounting Procedurestc "Accounting Procedures".

A. General Policies and Procedurestc "General Policies and Procedures " \l 2.

1. The association follows Generally Accepted Accounting Principles.

2. Accounting Method.  It is the policy of the organization to use the cash basis of accounting that is recorded when cash is received from customers, and expenses are recorded when cash is paid to suppliers and employees.
a. Accounts Payable Accruals.  It is the policy of the organization to accrue unpaid expenses on its financial records if such expenses are in excess of $250 individually.

b. Debt and Other Liabilities.  It is the policy of the organization that all borrowing must be authorized by the board of directors and debt accounts are reconciled to periodic statements received from lenders.

c. Deferred Revenues.  It is the policy of the organization that revenues that have not been earned will be included with deferred revenues on the financial statements and recorded as revenue when earned.

d. Investments.  It is the policy of the organization that the board of directors authorizes all purchases and sales of investments.  The securities will be held in the name of the organization.  Record keeping will include a description of the security, date of acquisition, purchase price, physical location of items, and any restrictions.  Investments are to be reconciled to any periodic statements received.

e. Property and Equipment.  

(1) It is the policy of the organization to expense assets in the period purchased if these assets cost $250 or less individually. 

(2) Assets costing in excess of $1,000 individually will be capitalized and depreciated in accordance with the organization's depreciation policies.

(3) Repairs and improvements to real property and leasehold improvements will be capitalized if they cost in excess of $1,000 individually.

(4) The organization will take a physical inventory of property and equipment each year and compare to subsidiary records.  Periodically, there will be a review of insurance coverage for adequacy relative to the property and equipment.  The property and equipment will be adequately safeguarded from loss due to fire, theft, or misplacement.  Three bids for purchases over $5,000 will be sought and prices for anything over $1,500 are needed.

f. Salaries and Fringe Benefits Accruals.  If applicable, it is the policy of the organization to accrue unpaid salaries and fringe benefits in the financial statements of the organization, according to function.

g. Timely Reconciliation of Accounts.  It is the policy of the organization to reconcile all major balance sheet accounts and adjust to actual each month.  This should be done by the 10th of each month.




3.
Accounting Computer File Back-Up Procedure.  It is the policy of the organization to maintain an automatic cloud backup.  


4.
Bank Reconciliation.




a.
It is the policy of the organization to forward bank statements to the secretary/treasurer electronically, who will do an initial review of checks that cleared during the prior month.




b.
Within 2 (two) working days, the executive director will forward the bank statement to the accountant responsible for bank reconciliations. This individual cannot be a check signer.  Accountant will answer any questions posed by the executive director and prepare the bank reconciliation within five days.



5.
Bonding of Employees/Employee Dishonesty Coverage.  It is the policy of the organization to bond all employees involved in the financial functions of the organization or maintain Employee Dishonesty Coverage insurance.



6.
Check Disbursements.  




a.
It is the policy of the organization to keep unused check supplies safeguarded under lock and key.




b.
All check disbursements will require approved invoices or expense vouchers. The resulting checks will be signed by the executive director.  Any check over $1,000 must be submitted with appropriate documentation (such as a scanned invoice) to the secretary/treasurer for written disbursement authorization which may be made via email or in writing.  A compiled list of routine expenditures such as rent which exceed $1,000 may have a blanket authorization from the secretary/treasurer. 




c.
Signed checks that have not been mailed or distributed will be put under lock and key at the end of each day.



7.
Check Signers.- Update Check Signatory authority and reconcile conflicting language under Ex. Director duties



a.
It is the policy of the organization to give check-signing authority to the executive director and secretary/treasurer.




b.
Checks issued for payment of the organization’s debts will require the signature of the executive director.




c.
Additionally, individuals involved with check preparation and bank reconciliations are prohibited from having check-signing authority.



8.
Payroll.




a.
It is the policy of the organization that all employees complete and sign time sheets for every pay period. Paychecks will not be distributed until approved time sheets have been submitted.




b.
Employees will note time spent on various activities in increments of not less than one-quarter hour.




c.
Employees will note accurately all regular hours, overtime, and leave hours.




d.
Salary authorizations will be updated every year and a signed note placed into the employee’s file. The executive director’s salary will be approved by the board of directors, other employees’ salaries will be approved by the executive director in accordance with board procedures.



9.
Purchasing.  It is the policy of the organization to obtain executive committee approval for non-budgeted purchases in excess of $1,000.  Items purchased for under $1,000 do not require approval by the executive committee as long as the expenditure is within budget constraints.



10.
Financial Statements. It is the policy of the organization to have audited financial statements prepared by a Certified Public Accountant at the conclusion of each fiscal year.  All entries (accruals, deferrals, and reconciliations) must be completed before the auditor performs work.




11.
Voided Checks.




a.
It is the policy of the organization to maintain a Voided Checks Log and document every check that has been voided, regardless of the reason.




b.
If voided checks are physically available, they will be stamped “VOID” and filed in the organization's Voided Checks File.




c.
If voided checks are not physically available, the organization’s copy of the bank's stop-payment order will be filed in a Stop-Payment Order File.



12.
Public Access to Records.  Form 990.




a.
It is the policy of the organization to allow public access to IRS Form 990 and other IRS documents in accordance with requirements of Internal Revenue Service Code Section 6104(d).




b.
Public access is granted for Forms 990 (990-EZ), Schedule A, Form 1023, and any amendments.  The list of contributors, if applicable, that is normally attached to the Form 990, may be detached for public inspection.




c.
This access will be provided in two ways:

(1) An individual requesting to inspect at the organization’s office:  The organization is required to allow inspection of the public access forms by an individual requesting access in person.  There will be an employee present in the room during inspection.  The individual will be allowed to take notes during the inspection and will be granted a photocopy of the documents for a reasonable fee.  Access will be granted the same day as requested during regular business hours, except under unusual circumstances (see instructions to Form 990).

(2) Request in writing:  A copy of the requested forms are to be mailed within 30 days of a written request.  A reasonable fee and actual postage may be charged, and may be required to be paid in advance before mailing copies (see instructions to Form 990 for examples of reasonable fees).




d.
The original of Form 990 will remain at the organization's headquarters without exception.  It is the policy of the organization to deny requests to inspect IRS Form 990-T (if applicable) because it is confidential information.

B. Internal Control Procedurestc "Internal Control Procedures " \l 2.

1. Cash Receipts.   

a. Staff Person 1:

(1) Open mail, stamp mail with date stamp.

(2) List checks received by name, purpose, and amount in deposit spreadsheet.

(3) Stamp check “For deposit only.”

(4) Prepare bank deposit on deposit slip with carbon copy.

(5) Make copy of checks to be deposited and staple to spreadsheet and deposit slip.

(6) Run tape to ensure accuracy on spreadsheet and deposit slip.

(7) Take deposit to bank within five (5) working days.  

(8) Record deposit date in deposit spreadsheet.

(9) Forward deposit spreadsheet to accountant at the end of each month.

b. Accountant:

(1) Enter cash receipts into journal.

c. Executive Director:

(1) Ensure deposit is reconciled with deposit spreadsheet.

d. Staff Person 1:

(1) File bank teller receipt and check copies.

e. Notes.

(1) Checks and cash should be adequately safeguarded from the time they are received in the mail, until deposit at the bank.  There should be an adequate fidelity bond to protect against employee dishonesty.

(2) When accepting monies at special events, a pre-numbered carbonated receipt book shall be used.  Cash received and deposited will be counted by two persons and matched with the bank receipt and the receipt book.

2. Cash Disbursements.

a. Executive Director:

(1) Receive bills from person opening mail.

(2) Places initials and date on corner of invoice indicating approved for payment.

(3) Code invoices and forward to accountant with treasurer copied.

b. Accountant (remotely):

(1) Enters invoices into accounts payable journal in accounting software.

(2) Prepare checks.

(3) Notify staff person 1 and/or executive director that checks are ready for print.

c. Staff Person 1:

(1) Print checks from accounting software.



d.
Executive Director




(1)
Review invoice and check amount, signs checks, returns to staff person 1.



e.
Staff Person 1:





(1)
Mark invoices as paid and attach check stub.

(2) Mail checks.

(3) File invoices.




f.
Credit Card Processing 





(1)
All credit card statements, with original detailed receipts, must be submitted to the secretary/treasurer for approval prior to issuing payment.  Failure to provide original detailed receipts may result in denial of payment.




g.
Executive Director Reimbursements  





(1)
All expense reimbursement requests, with original detailed receipts, must be submitted to the president for approval prior to issuing payment. Failure to provide original detailed receipts may result in refusal of payment.





h.
Staff Expense Reimbursements  





(1)
All expense reimbursement requests, with original detailed receipts, must be submitted to the executive director for approval prior to issuing payment. Failure to provide original detailed receipts may result in refusal of payment.




i.
Notes





(1)
Blank checks will be safeguarded by someone who does not authorize payments or record transactions into the general ledger.





(2)
The board of directors approves all check signers and sets a dollar limit.

3. Bank Accounts.

a. Staff Person 1:

(1) Open bank statement and stamp with received date.

(2) Give to executive director.

b. Executive Director:

(1) Review statement.

(2) Prepare accounting breakdown with expense code(s) on all credit/debit card transactions.

(3) Forward to accountant to reconcile and to treasurer for review.

c. Secretary/Treasurer:

(1) Review bank statement (cancelled checks are no longer provided). Staff is required to explain any unusual transactions noted on the bank statement.

d. Accountant:

(1) Prepare bank reconciliation.

(2) Verify all checks and deposits are correctly recorded in the general ledger.

(3) Return bank reconciliation to executive director for review.

e. Staff Person 1:

(1) File bank reconciliation documentation.

4. Payroll.

a. Executive Director:

(1) Review time records submitted by employees for accuracy.

(2) Authorize for processing.

(3) Review payroll reports prior to filing.

b. Staff Person 1:  

(1) Submit authorized timesheets to vendor to issue checks.

(2) Print payroll reports from vendor.

(3) Forward payroll reports and timesheets to accountant.

(4) File payroll reports and timesheets.

c. Checks are direct deposit into employee’s designated account(s):

C. Record Retention Policytc "Record Retention Policy " \l 2.

1. Financial / Accounting Records.

a. 1 Year (or until after annual audit):

(1) Bank reconciliations

(2) Duplicate deposit slips.

(3) Purchase orders.

b. 3 Years:

(1) Bank statements.

(2) General correspondence.

(3) Expired insurance policies.

(4) Miscellaneous internal reports.

c. 7 Years:

(1) Cancelled checks.

(2) Financial Status Reports.

(3) Subsidiary ledgers to the general ledger and trial balances.

d. Permanent:

(1) End of year trial balances and general ledgers.

(2) Audit reports of public accountants.

(3) State audit reports.

(4) Chart of accounts.

(5) Correspondence of legal and other important matters.

(6) Deeds, mortgages, and bills of sale, contracts and leases in effect.

(7) Depreciation schedules.

(8) Financial statements.

(9) Minutes of board of director and any special committee meetings.

(10) By laws and charter documents, including IRS information on not-for-profit status.

(11) Tax returns and worksheets.

Technology Management

VIII. 
"

A. MALPH computer and technology resources, hardware and software, shall be used solely for the purpose of advancing the mission and goals of the association and for the general administrative business of the association.





B. The use of MALPH computer and technology resources shall be limited in the following manner:

1. Inappropriate Communications.  Sending or receiving communications or material that contains illicit, slanderous, obscene, sexually oriented, racially offensive, religious, threatening and/or discriminatory remarks.  Receipt of objectionable, unsolicited material (spam) will not be cause for user access revocation but should be brought to the attention of the network administrator as soon as possible.

2. Games. Games will not be loaded, installed, or played on MALPH’s network or computer resources. 

3. Unauthorized Applications. No applications should be used on MALPH computing resources unless they have been approved by the executive director.  This prohibition includes the use of personal copies of legally licensed software as well as programs downloaded from the internet (“shareware,” “freeware,” scripts, or applets).

4. Personal Business. Operating a personal business via MALPH’s computing environment is strictly prohibited.

5. Illegal Activities. Engaging in or soliciting illegal activities is prohibited.  Illegal activities include the following:

a. Sexual harassment.  Violating federal, state, and local regulations prohibiting sexual harassment, including violations of the provisions of MALPH’s Personnel Policies and Operations Manual.

b. Violation of copyright, license, and registered trademark.  Downloading, installing, and/or distributing software or data (including music, videos, documents, and pictures) with disregard to copyright, license, and registered trademarks.  All software and files downloaded on the network will be for direct business use and become MALPH property.  They will be properly licensed and registered according to the appropriate software agreement before use.  Illegal copies of software or data are subject to immediate confiscation and/or deletion upon discovery.

c. Computer crime.  Any act to intentionally and without authorization gain access to, alter, damage, or destroy a computer, computer system, or computer network, or gain access to, alter, damage, or destroy a computer software program or data contained in a computer, computer system, or computer network.

d. Malicious code.  Intentionally introducing or propagating any virus, worm, Trojan Horse, or other trap-door program code on any computer resources.

6. Social Media/Chat Rooms.  The use of internet websites or other applications that allow the use of “chat” or social media are restricted to performing MALPH business. 

7. Solicitation. MALPH’s computing environment is not to be used for mass personal solicitations, including those via email, instant messaging, or broadcast messages.

C. Remote Assignment.  Staff may request the use of a MALPH laptop by submitting a written request to the executive director.  The request must include the nature of the MALPH work needing to be addressed outside the office and the length of time for which the laptop is being requested.
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�Is this consistent with new personnel manual?










