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Finance Committee

A
The Finance Committee shall review the annual financial statements, approve annual audit reports, and recommend to the Board the selection of and fees to be paid to accountants for the Corporation.  It shall be the responsibility of the Finance Committee to report to the Board of Directors whether the Corporation is meeting its projected budget, on the scope and adequacy of the audits and to continually monitor and report to the Board of Directors on the effectiveness and adequacy of the Corporation's internal accounting controls.  The Executive Director shall develop and present to the Finance Committee the Annual Budget.  The Finance Committee shall review and approve the annual budget and recommend its ratification to the Board of Directors.  The Finance Committee shall regularly monitor and report on the Corporation's expenses and income.

B
The Finance Committee shall work with the Executive Director to recommend to the Board of Directors investment strategies and instruments.  The Finance Committee will review other sources of funding as part of annual financial review and will present concerns and recommendations to the Board of Directors in order to remain within budget constraints. 
In recognition of the Board of Director’s fiduciary responsibilities and in an effort to provide full financial transparency, Management and the Finance Committee have instituted the following policies and procedures.

Board of Directors:

SCAT shall comply with all laws and regulations.

A SCAT Board member who has any financial involvement whatsoever with SCAT shall declare and make full disclosure of such dealings with SCAT.  

Any SCAT Board member who has any financial interest in, or any dealings with, a company with which SCAT may do business, must disclose such relationship and abstain from any votes regarding such business.

No member of the Board of Directors, nor any SCAT staff person, may make use of SCAT equipment or facilities resulting in personal financial remuneration unless SCAT is paid a rental fee or the use results in programming for the channel.

Finance Committee:

The Finance Committee will meet at least quarterly to discuss SCAT’s financials, including specific budget issues. 

Management will develop an Annual Budget for review and approval by the Finance Committee:

· Management shall make every effort to involve other Board Committees in assigning budget amounts to relevant accounts;

· Management shall prepare a Detailed Annual Budget - the Summary shall be presented for approval by the Board of Directors and placed in the Public File.

Recommendations for expenditures from any Board Committee that are within the Approved Annual Budget, need not be approved by the Finance Committee. 

Any expenditure exceeding $1,000, that is outside of the approved Annual Budget, shall require prior approval of the Finance Committee and the ratification of the Board of Directors. 

Any grant with matching fund requirements will be brought to the attention of management, who in turn will bring it to the attention of the Finance Committee for approval.

With approval from the Board, Management may open and maintain a Line of Credit on favorable terms (Prime Plus One or better) with a local banking institution.  Such Line of Credit will only be drawn down in time of need, and only if verifiable receivables exist.  The Finance Committee will be immediately apprised of any new account or draw down.

Management may open a credit card account for purchases within the approved budget. Card balances will be paid off each billing cycle.

Management and SCAT’s Day-to-Day Operations

Management will generate a detailed Master Chart of Accounts for the tracking of all SCAT payables and receivables.

The Executive Director of SCAT shall be covered by a $50,000 bond.

SCAT’s day-to-day financial operations shall be compiled in the office on the cash basis. 

No transactions will be “back-dated” after the close of a quarter, without full disclosure.

Petty cash will be maintained in the office in an amount not to exceed $250.  The Petty Cash Account will be summarized at least quarterly with all receipts and disbursement forms attached.  Disbursements will be debited to the appropriate accounts and the Petty Cash Account will net/net and remain at $0.

Payroll will be maintained on a summary basis with separate, private timesheet reports.

All bank accounts will be reconciled monthly and compiled in separate files including all canceled checks and deposit records.

All deposits will be tracked by maintaining copies of deposit slips, checks and bank deposit receipts. 

Purchasing

Any item to be purchased by SCAT which exceeds $5,000, including professional services, requires that Management investigate at least 3 different sources for such products or services and contract with the lowest responsible party.

A Purchase Tracking System will be established:

-
Copy of Purchase Documentation submitted to management by staff person making purchase, detailing vendor information, cost, delivery date, etc.;

-
Upon delivery, items immediately inspected by purchaser, with packing list verified and submitted;

· Vendor Invoice compared to packing lists.

Copies of all Payables and Receivables documentation will be submitted for Audit review.  Each fiscal year’s documentation will be kept for five years. 

Any expenditure by check over $5,000 requires a second authorized signature.

Any product purchased by SCAT which exceeds $500 in value shall be capitalized and depreciated.

Reporting

All donations and grants will be listed and tracked.  The Executive Director will report any grant income to the Board of Directors. Every donor will receive a thank you note from Management.  Donations over $500 will be publicly acknowledged in SCAT media. 

Any donation, grant or gift earmarked for a specific activity will be tracked and reported on in a separate Restricted Fund Account.  Detailed follow-up, including evaluation, will be sent to all substantial donors.

SCAT’s financial activities shall be reported to the Finance Committee quarterly, in the form of Compilation Reports. After Finance Committee review, the Quarterly Compilation will be presented at a meeting of the Board of Directors for review and ratification.

A Financial Audit will be conducted annually and presented to the Finance Committee for review.  After Finance Committee review, the Audit will be presented at a meeting of the Board of Directors for review and ratification.

A copy of all quarterly financial Compilation Reports and Annual Financial Audits shall be maintained in the SCAT Public File.

