Financial Procedures for the Conferences in the Diocese of Baton Rouge 8/7/2023
This document is a supplement to the “SVDP Conference Treasurer’s Handbook & Journal”. Items in this document supersede any item that may also be in the “SVDP Conference Treasurer’s Handbook & Journal.” It is important to emphasize that these procedures are based on the principles of Segregation of Duties which not only safeguard against possible theft of Conference funds but also provide protection for Conference members so that they are not put in situations where they could be suspected of wrong doing.  According to Segregation of Duties, no one person as a sole individual should perform all aspects of an expenditure including making the decision to assist, writing the check, signing the check, entering the information into the record system and reconciling the bank statement. These procedures assume that Conference operations are consistent with the items listed in Attachment I of this document. 
I.  Annual Audit and Vincentian Statement of Integrity.

Each year all Conferences must conduct a Self-Audit (done either by members of the Conference or preferably by some other Conference). An Audit Check List form will be provided by the District Council.  The Audit should be done by 2 or 3 members of the Conference or by 2 or 3 members of another Conference. The Treasurer should be present for information only and is not to conduct the self-audit.  All parties involved must sign the audit form. In addition to a Self-Audit, there may be occasional outside audits coordinated by the District Council and by the Diocese of Baton Rouge.  The Self-Audit will be done once per year.  
Included in the Self-Audit package will be the “Vincentian Statement of Integrity”. All Conference Officers must sign the “Vincentian Statement of Integrity” and return it to the District Council along with the results of the audit. 
In addition to the above mentioned self-audit and Vincentian Statement of Integrity, each conference will complete the Standard of Excellence for Conferences from National.  All three completed documents from each conference will be due by March 1.

An extension of the Due Date to March 15th may be granted for extraordinary situations by the Council President upon receipt of a written request (email is acceptable) which must stipulate reasons for request and must be submitted prior to the Due Date.  Conferences following aforesaid procedure will continue to be considered to be in good standing.

II. The Handling of Mail, Donation Envelopes, Loose Cash and Bank Statements.

A. Handling of Mail, Donation Envelopes, and Loose Cash.  Opening mail containing Cash/Checks, counting money, and documenting the results must be done by no less than 2 unrelated individuals.  The individuals involved can be Conference members or Church staff personnel or Church committee who perform their duties using the Diocese’s financial regulations.  All money is counted separately by both individuals and then documented, signed, and dated by both individuals.  
B. Reviewing Bank Statements.  Two unrelated knowledgeable Conference members should review the Bank Statement to look for any irregularities regarding signatures, payees, etc.  Both parties sign and date the statement, thereby indicating that nothing improper was found.  This should be done no later than the 21st of the month.  Any fraud detected must be reported to the Bank as soon as possible in order to qualify for a possible refund.  Any irregularities must be resolved and communicated to the District Council.  Document all findings and any corrective action needed.
C. Reconciling the Check Book/Bank Statement.  This should be done by the Conference Treasurer (or some other member of the Conference) and then reviewed by the Conference President (or another Conference officer designated by the President).  Both parties then sign and date the reconciliation statement. This should be done by the end of the month.
D. The Conference Treasurer should maintain all documentation. IRS regulations in the “SVDP Conference Treasurer’s Handbook & Journal” should be followed for all contributions of $250 and over, i.e. a letter is sent to these donors. Copies of these letters should be retained for two years, per page 23 of the Treasurer’s Handbook. All parties involved in these activities must make a commitment to keeping all information confidential.
E. Conferences should never accept donations that are designated for a particular Neighbor as this could raise several legal issues.
III. Conference Checking Account.

There should be one checking account for each Conference and it should be separate from that of the Church. The Tax ID for the checking account should be that of the District Council Tax ID unless the Conference has obtained its own Tax ID. The checking account should close on the last day of the month.
The Society does not hoard funds (Rule 3.14). The amount of funds retained by Conferences in the checking account should be no more than the amount anticipated to be expended in the next 3 months.  Excess funds should be donated to other branches of the Vincentian family.  Exception is made when a Conference relies for the bulk of their funding from special fund raising events held once or twice per year, funding is historically periodical, or funding is received for restricted purpose such as disaster response.
Savings accounts, certificates of deposit or other types of accounts where funds are deposited and not readily available to the Conference checking account are discouraged.  When funds are required to be deposited into a “savings” type account, the conference should consult the District Council President for guidance.  Diocesan accounts are available for use by Conferences.  
IV. Check Writing.

All expenditures must be paid by check or electronic equivalent. All checks of more than $500 must have signatures of 2 unrelated authorized signers. Some Conferences may choose to require 2 signatures on checks for amounts less than $500 or for all checks.  Violations of this can be detected during the Bank Statement Reviewing process. The number of authorized signers should be limited to as few persons as possible; a suggested guideline for the maximum number of signers is 8 conference members or 40% of the conference membership, whichever is larger.  Church staff members who are added as authorized signers should not be the sole signatory if they are not also Vincentians.  It is recommended that the Treasurer should not be the single signatory to any checks.  When the Treasurer is allowed by the Conference to be the single signatory, all bank reconciliations should be performed by two unrelated Vincentians in order to ensure proper segregation of duties.
When writing checks for Neighbor assistance, the check can never be made out to a Neighbor or physically given to a Neighbor.  The check must be sent directly to the party being paid. 
No checks should be written with the payee listed as “Cash”.  No checks should be signed prior to completing the payee and amount of the check.
The Society may not donate funds to other organizations, except occasionally for other branches of the Vincentian family (Rule 3.14). To keep within the rule, when collaborating with other organizations a conference can only fund direct services / products to those we serve rather than fund the partner organization.

Members should not use their personal funds to pay for expenses on a regular basis.  However, when this is the only practical manner, receipts for expenses should be obtained when writing checks for reimbursement to Conference members and for Conference operational expenses.  When receipts are not available, the expenditures should be documented and initialed by two unrelated Conference members. 
For Neighbor assistance expenditures (rent, utilities, etc); an image of the Conference’s cancelled check (in conjunction with the Neighbor data base records) will serve as a receipt.
Checks for Utility/Rent bills should have sufficient information on the Check Memo line to identify the Neighbor Name and Address (and account number for Utility bills). The check stub / Neighbor records should have the same information. Checks written for multiple Neighbors should have a ledger for each Neighbor with name, address, account number and amount which accompanies the check as well as retained as a record for each “Multi-Neighbor” check.
The Neighbor Assistance Log/ Neighbor Record must contain all key information about the Neighbor (name, address, account number for utility bills and amount) plus the name of the Members who served the Neighbor. In addition, if the check is to an individual Landlord (i.e., not an apartment complex), the Name and Address of the Landlord should be in the Neighbor Assistance Log/Neighbor Record List.  All the required data could be in different documents as long as the data in the different documents can be easily reference from the Assistance Log.
Prior to writing checks for rent, contact the landlord to obtain the landlord’s legal name, address and Tax ID number.  Request that the landlord submit a W-9 to the Conference.
The check book and Neighbor records must be kept in a secure location to prevent access by unauthorized parties and all parties involved must keep Neighbor information confidential.

V.  Quarterly and Annual Reporting.

The fiscal year for all Conferences begins October 1 and ends September 30. The first quarter ends December 31, the second quarter ends March 31, the third ends June 30 and the fourth ends September 30.

At the end of each quarter, each Conference must submit the Quarterly Report and all of the following items:

Bank statements for each of the 3 months of the quarter

Reconciliation form for each of the 3 months of the quarter

Income and expenditure forms for the 3 months of the quarter

NOTE: Income and expenditure forms are required if electronic accounting is not used by the Conference

Expenditure details for multi-Neighbor disbursements

Check for 5% Contribution to District Council

Report Checklist: Complete the Checklist and submit the completed Checklist

In addition, at the end of the fourth Quarter (September 30), the Annual Report (both pages) must be submitted.  Include all items on the Report Checklist and the completed Checklist.
All reports are to be submitted (and/or postmarked) to the Council office by the Conference no later than the Due Date.  The Due Date is the last day of the first month of the new Quarter:


1st Quarter: January 31


2nd Quarter: April 30


3rd Quarter: July 31


4th Quarter: October 31


Annual Report: October 31

Additional Required Reports:


Statement of Vincentian Integrity:  Submit by March 1

Self-Audit: Submit by March 1

Standard of Excellence for Conferences by March 1
When the Due Date falls on a weekend, the Due Date will be the Friday before the weekend.

An extension of the Due Date to the 15th of the month following the Due Date, i.e. February 15, May 15, August 15, November 15, may be granted for extraordinary situations by the Council President upon receipt of a written request (email is acceptable) which must stipulate reasons for request and must be submitted prior to the Due Date.  In order for the extension to be approved, the conference must agree to submit the report to the Council no later than the 15th of the month following the Due Date.  Conferences following aforesaid procedure will continue to be considered to be in good standing.
The required 5% payment to the Upper Council will be reduced to 4% for any conference that submits the quarterly and/or quarterly and annual reports along with all required attachments by the original required due date or the extended due date if an extension is granted in writing prior to the original due date.
The required quarterly payment to the Upper Council remains 5% for conferences which request an extension, the extension is granted, and submission is not submitted (nor postmarked) by the extension date.

Any conference which does not request an extension and fails to meet the original due date or any conference that requests an extension, the extension is granted, but then fails to meet the extension deadline will be subject to Corrective Action.  Corrective Action includes the following:

Submission of an Action Plan by the Conference to avoid future violations:

Action Plan must be submitted within 45 days of the missed Due Date.  Assistance in preparation of the Action Plan by Council President and/or other officers is available and recommended.
Action Plan must include concrete steps to ensure timely submission of Reports and must be signed by Conference President and Conference Treasurer.
An additional fee of 5% of the income for the quarter must be submitted in addition to any 5% contribution already due for the quarter.
Repeated violations of the policy (more than ONE missed due date per fiscal year) may result in suspension of all operations after careful consideration by the District Council Executive Committee.
The Conference President is responsible for ensuring that all Reports and required items are accurate, complete and submitted (or postmarked) by the Due Date.  It is highly recommended that all Conferences have back-up personnel to ensure compliance even during times when Conferences Officers may be unavailable to complete their duties.  

It is recommended that Quarterly and Annual Reports be submitted to the Pastor for his information.

VI. Financial Record Keeping.

The District Council and IRS regulations require certain Conference records to be kept for a specific number of years. Most likely there will be more than one Secretary and Treasurer during those years; therefore, at the appropriate time, all records are to be transferred to the new officers.

The retention times and location for certain records for Conferences in the District Council of Baton Rouge are shown in the table below.  While many key documents will be officially kept at the SVDP Main Office, Conferences may chose to also keep copies in a secure place for their daily use. The retention times are consistent with the Retention Schedule in the SVDP Manual page 41 (4/07 edition) and the Treasurer’s Manual (11/04 edition) pages 6 and 23.
	ITEM
	RETENTION TIME
	WHERE

	Aggregation Certificate
	Permanent
	Conference

	Annual Conference Reports
	Permanent
	SVDP Main Office

	Quarterly Conference Reports
	4 Years
	SVDP Main Office

	Bank Statements with Check Images
	7 Years
	SVDP Main Office

	Bank Reconciliations
	3 Years
	SVDP Main Office

	Bank Deposit Slips
	3 Years
	Conference

	Case Records/Cards
	3 Years
	Conference

	Invoices & Receipts Received
	7 Years
	Conference

	Meeting Minutes
	7 Years
	Conference

	Letters to Donors of $250 or more
	2 Years
	Conference


Please note: Electronic/Computer records must follow the same retention schedule. Also note that most data files could be saved as PDF files, backed up on an external storage device, and saved in a secure area to meet the Financial Record Keeping requirements.

ATTACHMENT I

THE FINANCIAL PROCEDURES ASSUME THAT THE FOLLOWING IS OCCURRING IN CONFERENCES

· Two Vincentians are involved in contacting/interviewing a Neighbor.


· For utility bill assistance, the Vincentian must call the Utility Co to verify the bill in order to check to see if the bill may have already been paid by another agency, thereby leaving a balance due that is different from the Neighbor’s bill.  It would be good if the Vincentian would also view the actual utility bill (at times, however, the Neighbor may not be able to find the bill).


· For rental assistance, the Vincentian must call the Landlord to verify the amount of rent owed; ensure that the landlord will accept a payment from the Conference. Also, prior to making the payment, obtain the Tax ID from the landlord and request a W-9. Examine the lease or a rent payment receipt if the lease is not available. If there is some question about who the Landlord is, the Vincentian can call the City Parish Tax Assessor for EBR Parish (389-3920) or go to the Assessor’s Website to find out who owns the property and the owner’s address.


· A record of Neighbors served must be kept (i.e., individual Neighbor record, electronic record, written record log).  This record will contain the key Neighbor info (name, address, phone number, Account Number for utility assistance, and name and address of individual landlords for rent assistance) plus the names of the Vincentians contacting the Neighbor.  This record serves as corroborating evidence of the assistance.


· All checks written for Neighbor assistance must contain information on the memo line and on the check stub that identifies the Neighbor’s name, address, and account number (for utility bills).  


· An image of the cancelled check from the Bank will serve as a receipt.


· Neighbor record / lists are available to multiple Conference members.


· The guideline for Conferences is that checks of more than $500 must be signed by 2 unrelated authorized signers.  Conferences can require 2 signatures on lesser amounts if desired.
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