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Introduction

General Overview
The Dade County Bar Association (“DCBA” or the “Association”)) is a professional association of attorneys located in Miami-Dade County. It has three programs: the DCBA, the Young Lawyers Section and the Lawyer Referral Service. The DCBA comprises 32 committees that focus on practice areas and delivering services to members. The DCBA also has two assets: reserve funds in savings and a building located in downtown Miami.
The DCBA is an organization under 501(c) 6 of the Internal Revenue Code, technically a “Business League.
Fiscal Year
DCBA operates on a fiscal year beginning July 1 and ending June 30.

Tax Exempt Status

The DCBA is exempt from the payment of income taxes on their exempt activities under section 501(c) 6 of the Internal Revenue Code. It is still responsible for payment of sales and payroll taxes. It files a form 990 Information Return annually
Membership Structure

DCBA has five types of members:


Regular:

Available to members of the Florida Bar in good standing who are actively engaged in the practice of law in Miami-Dade County. Judges and Law Professors who are members of the Florida Bar may also be Regular Members. These members may vote in all general membership matters.

Associate: 

Available to members of the Florida Bar who do not practice law in Miami-Dade County or attorneys admitted in jurisdictions other than Florida.  These members may not vote or hold office in the Association.


Life:


Attorneys who have been members of the Association for twenty-five years and have either (1)  reached the age of seventy or (2)  retired from the Florida Bar. Life members  may vote and hold office as director of the Association.

Law Student:

Students enrolled in law school may be members of the Association but may not vote or hold office.

Paralegal:

Registered Paralegals with the Florida Bar, certified paralegals by the National Federation of Paralegal Associations or the National Association of Legal Assistants may be members of the Association but may not vote or hold office.
Accounting Basis

DCBA's financial statements are prepared on the accrual basis of accounting. Accordingly, revenue is recognized when earned and expense recognized when the obligation is incurred.

Accounting System

DCBA uses QuickBooks for accounting. Some membership tracking functions are performed by a duplicate database called “ZBar.” A new member database that integrates with the website is in the process of being implemented. It is called, “Your Membership Data Base & Website”.
Chart of Accounts Listing 

Description

The Chart of Accounts Listing (Exhibit A) is used to code all accounting transactions.  The listing consists of account numbers and descriptions for each account number.  The descriptions are to be used as a guideline in determining which account number will be assigned to various asset, liability, revenue and expense items as they are coded.

Format

The Chart of Accounts Listing consists of nine-digit account numbers categorized by the type of each account.  The first five digits in each account number indicate the type of account, as follows:



10000-19999
Assets



20000-29999
Liabilities



30000-39999
Net Assets

40000-49999
Revenue

50000-99999
Expense

The last four digits of each revenue and expense account number indicate the specific cost center to which the revenue or expense relates.

Cash Receipts and Accounts Receivable Procedures
Cash Receipts Overview

The DCBA rarely receives cash. Cash typically only is received to pay for event attendance by unpaid or “walk-in” guests. When these guests arrive at the event, they are checked in by staff who has the list of RSVP’d guests. If the guest is not listed, the name is written on the list of attendees. In either event, the amount paid is written on the list. Cash is held by the Executive Director until the close of the event. After the event funds from the event are brought to the Association’s office.  All funds received are recorded in Zbar to each member, a tape is run, and then funds are given to the Accounting Manager. The Executive Director provides the cash to the Accounting Manager who records it as a deposit. The Accounting Manager then provides the deposit to the bank. Checks are deposited in the Association’s bank account within 2 days of receipt and credit card transactions are processed at the end of the month in an Excel spreadsheet.  Each deposit slip is supported by photocopies of checks, credit card slips, and supporting documentation.  The Accounting Manager posts and provides quality control of cash receipts batches.

In-house Receipts

The types of receipts that are received in-house include:


Membership dues receipts
Meeting registration receipts


Publication receipts 


Co-contributors – Office Depot, DBR
Advertising receipts


AffinPay CC program receipts
Other receipts

The Receptionist receives and sorts the mail. Checks made out to DCBA are identified. Payment of membership dues are processed by the Receptionist and added to the member database Zbar. Payments for event registration are also added to Zbar. Copies of receipts are then forwarded to the Accounting Manager for processing. The Accounting Manager photocopies the checks, prepares the deposit slips, and walks the deposits to the bank. 

Credit Card Receipts

DCBA accepts American Express, Visa, MasterCard, and Discover/Novus cards. All credit card receipts are received through Authorize.net. The Receptionist obtains a report of payments and creates a list of payments by category through ZBar. The Receptionist provides the ZBar payments by category to the Accounting Manager. All underlying reports are then submitted to the Accounting Manager for use in reconciling the monthly cash and credit card activity. 
Membership Dues Receipts and Invoicing 

The Receptionist receives and opens mail. When a check is received, the Receptionist identifies the purpose of the check. Membership dues and event payments are applied to the ZBar member database. Copies of receipts are then forwarded to the Accounting Manager for processing. The Accounting Manager photocopies the checks, prepares the deposit slips, and walks the deposits to the bank.
Renewing Members

In May Staff collaborates to conduct an annual membership drive. A letter and invoice are sent to members to remind them to pay dues for the upcoming year. Staff sends letters reminding lapsed members to pay dues via email and U.S. Mail. The Accounting Manager receives payments of dues and applies them to the member’s profile in ZBar. Copies of receipts are then forwarded to the Accounting Manager for processing. The Accounting Manager photocopies the checks, prepares the deposit slips, and walks the deposits to the bank.
New Members

Staff collaborates annually to conduct a new membership drive. New members typically register online. Those payments are processed through Authorize.net. The Receptionist obtains a report of payments and creates a list of payments by category through ZBar. The Receptionist provides the ZBar payments by category to the Accounting Manager. All underlying reports are then submitted to the Accounting Manager for use in reconciling the monthly cash and credit card activity. 

Sometimes, new members register in person at events by filling out a membership application card. In that case, the information is entered into ZBar by the Receptionist. Copies of receipts are then forwarded to the Accounting Manager for processing. The Accounting Manager photocopies the checks, prepares the deposit slips, and walks the deposits to the bank.

Event Registration Receipts

As previously noted, all checks and credit card slips are received by various staff members at events. Staff confirms attendance with the list created through the ZBar membership database. Cash receipts are processed as in-house and credit card deposits, as previously outlined.
On-Site Registrations and Receipts

On-site receipts are collected by the Executive Director or the staff support person assisting with the event. These DCBA staff members utilize pre-numbered receipts to account for all receipt activity during on-site registration.  Staff onsite actively discourages payments by cash, suggesting instead, payment by credit card or check.  Cash payment is only accepted as a last resort.  As DCBA typically receives no more than $300 in cash during on-site registration periods, most receipts are credit card charges. These charges are completed by the registrants, who utilize the bottom portion of their registration form to provide credit card information and sign to authorize the transaction.  After the event, all forms collected are delivered to the DCBA by staff. Any cash receipts (cash) received are maintained by the Executive Director or Accounting Manager on her person (or locked in her room) until deposit, and are handled as in-house deposits, as previously outlined.
Sponsorship Receipts and Invoicing

Sponsorship varies by event. The Executive Director invoices the sponsor and the sponsor makes payment of the invoice. Receipts are processed as in-house deposits, as previously outlined. The Executive Director is responsible for reviewing the accounts receivable aging report to determine necessary collection action on aged accounts.
Write-offs of unpaid invoices will be authorized upon notice by the Collection Agency that the debts are deemed to be uncollectable.  The Executive Director will write off any accounts deemed uncollectible. 
Overpayment and Refunds

Most refunds are due to cancellation of meeting and event registrations. The Executive Director or the Accounting Manager approves all credit card refunds.  Refunds are reviewed by the Accounting Manager before disbursement.

Cash Disbursements and Accounts Payable Procedures
Vendor Invoices

The Receptionist receives the mail including invoices forwards them to the Executive Director and Accounting Manager for review and approval. All invoices must be reviewed and approved within two business days of receipt, by a person other than the person initiating the purchase or request, prior to submission to Accounting Manager. Staff should duly note any errors or reconciliations that need to be considered, and the Accounting Manager should identify the appropriate expense category for all such expenses.  For invoices with multiple expense categories (e.g., FedEx, AmEx, hotel invoices, etc.) appropriate expense categories and classes must be clearly identified and, to the extent necessary, separate forms used.  Initialing and dating the invoice denotes invoice approval.

Matters requiring pre-authorization or approval by the Executive Director, and in certain instances the Association’s President, before any check may be issued include the following:

· all employee reimbursements – for travel or otherwise;

· hotel bills arising from Association meetings and CLE sessions;

· reimbursement of expenses to speakers at CLE sessions where such reimbursement is otherwise appropriate;

· capital expenditures in excess of $1000;

· expenses for personnel development, training and schooling; or

· Any other such expenses which the Accounting Manager, in her judgment, believes ought to be approved in advance by the Executive Director.

· Expenditures for compensation, benefits and reimbursement to the Executive Director shall be approved by the President and Treasurer. 

Approved invoices are placed in the Accounting Manager’s in-box for account coding and processing.  Invoices will be processed for payment weekly.  The Accounting Manager records the expense and the accounts payable by entering the invoice information into the accounting software. After the invoices are entered, an accounts payable aging list is printed for payment selection.
Check Signing Policy

Checks in excess of $2,500 are signed by two authorized signers, the Executive Director and an authorized Officer of the Association.

Signatory authorization limits and signature requirements are covered in the next section (computer-generated checks).

Computer-Generated Checks

The Accounting Manager prints computer-generated checks weekly, on Thursdays. 

DCBA's checks are sequentially pre-numbered and are printed through Quickbooks, using three-part laser checks.  The blank check stock is locked in a cabinet.  Only the Accounting Manager and the Executive Director have access to the blank check stock.  Note that the Association’s Officers that are authorized signatories do not have access.  The Accounting Manager reviews the check numbers processed each month to ensure that no checks are missing or duplicative.

After the checks have been printed, a Check Register is printed.  The checks are attached to the respective vendor invoices and are given to the authorized check signers.  The Executive Director must sign checks, and any checks for $2,500 or more require two signatories. If the Executive Director cannot be reached for authorization, and time is of the essence, the Accounting Manager may arrange to have an Association Officer who is an authorized signatory sign, but shall promptly inform the Executive Director as soon as practicable upon her return to the office, and confirm authorization after the fact.

Once all checks have been distributed/mailed, the check copies are attached to the invoices and forwarded to the Accounting Manager to be filed in the vendor files.  In addition, copies of the monthly check registry, prepared by the Accounting Manager, shall be forwarded to both the Executive Director and the DCBA Treasurer.

Manual Checks

Manual checks are not permissible. The DCBA only uses duly issued checks.
Void Checks

Void checks are reversed from the accounting system.  The signature lines of the void checks are cut off.  Void checks are filed chronologically by check number sequence.

Check Requests

A Check Request Form (Exhibit B) must be prepared when a staff member requests payment and an invoice is not available.  The Executive Director must approve this form.  The form then goes to the Accounting Manager to be included in the invoice processing.  If the request requires immediate processing, it must be approved by the Executive Director. 

Travel Expense Report

Travel expenses are incurred by the employee who is travelling, who must submit for reimbursement pursuant to the Employee Handbook, which states: “No one is authorized first or business class air travel paid for by the bar association. Frequent flier miles are not to be used to upgrade an economy class ticket. If staff is required to fly to a conference, air travel will be arranged to take advantage first of frequent flier miles. If none are available, then the travel must take advantage of early scheduling discounts. “
Automobile


Whenever possible, staff will coordinate in order to travel together, thus saving unnecessary expense for the Association. Reimbursement for mileage will not be made if for personal reasons or convenience, an unnecessary car is driven and no effort to coordinate has been made. The Association will not pay for fuel expenses, other than those authorized according to this section.

Petty Cash

The DCBA does not maintain Petty Cash.

Payroll

DCBA employees are paid semi-monthly on the 15th and the last day of each month.  In the event a pay date falls on a weekend or DCBA holiday, employees are paid on the last business day prior to the 15th or the end of the month. Employees will be paid direct deposit.  A Direct Deposit Employee Authorization Form must be completed.  This form can be obtained from the Accounting Manager and is in the Employee Handbook.

DCBA utilizes an outside payroll service which is currently Paychex.  The Executive Director calls in the salary, 401(k), within 3 days prior to pay date.  The payroll checks, stubs, and payroll-related reports are received by the Accounting Manager the following day after the payroll is called in. The Accounting Manager then reviews the payroll for accuracy.  Direct deposit stubs are kept by the Accounting Manager in a locked drawer until payday.  The Executive Director distributes the payroll.  The Accounting Manager records the payroll expense in summary into the accounting system as part of the month-end standard journal entries.

Only nonexempt employees are eligible for overtime pay.  As a common practice, overtime work by non-exempt employees is discouraged.  Nonexempt employees are defined as employees who are subject to the minimum wage and overtime provisions of the Fair Labor Standards Act.  The Overtime Tally form (Exhibit E) is utilized to report overtime hours which have been approved in advance by the Executive Director, and requires the signatures of the employee’s supervisor and the Executive Director.  Overtime compensation is computed at the rate of one-and-a-half times the employee’s hourly rate for hours worked in excess of thirty-seven and a half hours per week.

Paychex deposits all taxes due and prepares/files all payroll tax filings (e.g. W-2 at the end of the calendar year).  The Accounting Manager informs Paychex of any taxable benefits provided to the employees, such as excess life insurance, to be included in the employees W-2s.  All payroll reports and filings are maintained in the Association’s files chronologically by the Accounting Manager.  The following payroll tax returns are prepared and filed by Paychex:

Form
Description
Due Date
Form 940
Employer's Annual Federal
January 31 



Unemployment (FUTA) Tax



Return

Form 941
Employer's Quarterly Federal
15th day after quarter-end



Tax Report

Forms W-2
Wage and Tax Statement
Given to employees by





January 31st

Form W-3
Transmittal of Wage and Tax 
February 28th with the W-2's



Statements
Journal Entries 

General

The Accounting Manager prepares standard journal entries.  Most journal entries are posted to the general ledger on a monthly basis.  Some adjustments are only made annually, at year-end.

Standard Journal Entries

Monthly journal entries are made for the following items:

1. Bank activity
2. Prepaid expenses
3. Accrued recurring expenses
4. Deferred revenue
5. Depreciation expense based on estimate
6. Payroll expense

The Executive Director maintains a log of paid time off. 
Annual (year-end) journal entries are made for the following items:

1. Write-off uncollectible accounts receivable

2. Depreciation adjustments, if any

3. Personnel and overhead allocations based on the Executive Director’s estimates

4. Adjustments resulting from reconciliation of accounts during audit preparation (e.g. capital leases and rent abatements)
Bank Statements and Reconciliations
Bank Statements

DCBA receives its bank statements approximately the first week of the month.  Upon receipt, the Receptionist forwards the unopened bank statements to the Executive Director for review. The Treasurer shall receive a duplicate statement directly at his or her office. The Executive Director shall conduct a “Monthly Financial Analysis.” This Monthly Financial Analysis examines the cancelled checks for unusual payees or amounts, as well as a review of the signature/stamp of the negotiating party, and describes the nature and purpose of expenditures. The Accounting Manager does the monthly reconciliation. The Treasurer shall receive a copy of the reconciliation and Monthly Financial Analysis.
Bank Reconciliations

The Accounting Manager reconciles the bank statements by the 15th of the following month. Bank statements are filed chronologically by month and by account.  Reconciling items are entered into the accounting system on a monthly basis.  Any material reconciling items are discussed by the Accounting Manager with the Executive Director and brought to the attention of the DCBA Treasurer.
Financial Reports and Reporting

Month-End Procedures

Financial statements are due to the President, Treasurer, Budget Committee and Executive Director by the 15th of each month, when practicable, and in no event later than the 22nd.  The Accounting Manager performs the following procedures at month-end:


1.
The Accounting Manager reviews the details of all asset and liability general ledger accounts for propriety (e.g. bank reconciliations and investment statements tie to the general ledger, etc.).  Standard journal entries are made to adjust these account balances to the appropriate amount at month-end.  Any other adjustments approved by the Staff Directors are also made.


2.
The Accounting Manager prints a Balance Sheet, Consolidated Income Statement, and Functional Income Statementfrom the accounting system.


3.
The Accounting Manager prepares Monthly Financial Analysis to accompany the internal financial statements.


4.
The financial statements are photocopied and distributed as mentioned above.  The original statements are filed chronologically in the Accounting Manager’s office.

Audit Preparation and Presentation

DCBA is required to have an annual audit of its financial statements.  This audit process usually occurs in October by an independent certified public accounting firm (CPA firm) approved by the Board of Directors.  Prior to the start of the audit, usually during September, the Treasurer, Accounting Manager and the Executive Director meet with the CPA firm to discuss the logistics and timing of the audit.  After this meeting, the CPA firm mails the Accounting Manager (1) a listing of schedules and other information that will be needed during the audit, and (2) a proposed timeline.  A typical audit preparation checklist is included. The Accounting Manager prepares all schedules needed by the auditors, and assists the auditors if they have any questions.

Upon completion of the CPA firm’s field work and internal procedures, the CPA firm delivers drafts of the audited financial statements and a Management Representation letter to the Treasurer and the Executive Director.  The Management Representation letter, once finalized, must be signed by the Treasurer. Final financial statements are delivered upon approval of the statements by the Accounting Manager, the Executive Director, the Treasurer, and the President.  The audited financial statements and Management Representation letter are then submitted to the Budget and Executive Committee and the Board of Directors at the January meeting for their review.

Role of the Budget Committee

The Budget Committee is composed of the Treasurer and members chosen by the President and Treasurer. It assists the Associations Board of Directors in overseeing that appropriate accounting policies and internal controls are established and followed, and that the Association issues financial statements and reports on time and according to its regulatory obligations. The Budget Committee includes an Audit Subcommittee and an Investment Committee. The Audit Subcommittee also encourages and facilitates communication among the Board, Staff, and auditors to ensure the open and accurate exchange of ideas and information.  Specifically, the Audit Subcommittee:

1. Recommends an independent auditing CPA firm to the Board of Directors.

2. Reviews the scope and plan for the independent audit and recommends any changes in scope as necessary.  
3. Reviews previous year’s Management Representation letter and ensures any issues were corrected by Staff.
4. Reviews the results of the audit with the auditors.

5. Provides oversight of the internal control structure.

6. Resolves disagreements between the auditors and Staff.

The Audit Subcommittee has direct and independent communication and information flow with the Association’s independent auditing CPA firm.  All draft reports, memos, management letters, and any other type of communication is sent directly to members of the Audit Subcommittee by the Association’s auditors. 

Personnel Related Procedures

General

This section enumerates the financial aspects of personnel procedures.  For additional information, please refer to the DCBA Employee Handbook.

New Employees

All new employees are provided with a Personnel Policy Manual and the following forms to be completed:


Employment Eligibility Verification Form I-9 


Life Insurance/Disability Enrollment Form


Health Care Coverage Enrollment Form


IRS Form W-4 - Employee's Withholding Allowance


Certificate (Exhibit G)


Direct Deposit Employee Authorization Form


State Withholding Forms 

Payroll Deductions

Employees may elect certain payroll deductions offered by the Association   If these elections are made, the employee must complete the necessary forms, which can be obtained from the Accounting Manager.

Pension Plan

The DCBA Sixth Restated Pension plan is detailed in the Plan Summary, which has been distributed to all members of the plan. Additional copies may be obtained from the Executive Director. The plan name is the Dade County Bar Association Sixth Restated Pension Plan. Eligible employees of the Association are covered under this plan. It is a Defined Contribution plan. An employee becomes a member of the plan on July 1st if on the preceding June 30th the employee had been employed by the DCBA for a full 12 months and had worked at least 1,000 hours during that time. The 12-month period begins with the date of employment. If an employee does not have enough hours or has not been employed for 12 months, the employee will become a participant on the July 1 of the plan year in which the employee has met both requirements.

Contributions

The DCBA will contribute a portion of the employee’s pay to be determined by the Board of Directors prior to each accounting date, providing the employee is a member of the plan as of the accounting date and has 1,000 or more hours of service during the plan year.

Vesting

Vesting is the employee’s right to the Employer Contribution Account.

The plan has a vesting schedule, which defines the employee’s entitlement.

Vesting Schedule. The pension vests after the employee has been employed for six (6) years.

	Years of Service as a plan member
	Percentage Vested

	less than 2 years
	 0%

	2 years
	20%

	3 years
	40%

	4 years
	60%

	5 years
	80%

	6 years or more
	100%


Questions concerning the plan may be addressed to the Executive Director.

Personal Leave

DCBA provides paid personal leave benefits to all regular full-time employees, which can be used be used at the discretion of the employee and should be used in case of illness or injury.
Vacation and Sick Leave
Employees need to obtain prior approval for time off. If the request for time off is for PTO, employees do not need to indicate why they want the time off. The DCBA reserves the right to deny requests for time off. Non-exempt employees can request PTO in half-day, or day increments (i.e., you want to take PTO for a doctors appointment and you need a half-day of PTO).

For planned absences, employees must request PTO in advance by filling out a Paid Time off Request Form (see Appendix B). This form must be submitted to and approved by the Executive Director, prior to the requested time off. The Executive Director must submit a PTO Request Form to the President. Examples of planned absences: Time off for a vacation, scheduled doctor/dentist appointments, a day of rest, time off for your child’s school function, etc.


For unplanned absences, employees, both exempt and non-exempt, must notify the Executive Director promptly. The Executive Director is to then notify the Receptionist and the President via e-mail that the employee will be out. If The Executive Director doesn’t receive notification via e-mail, a PTO Request form must be submitted by the employee upon return.
Tax Returns

The Dade County Bar Association files the following tax returns:

Form
Description
Due Date
990
Return of Organization Exempt
February 15



From Income Tax

1099-MISC
Miscellaneous Income 
Due to vendors by 





January 31

In order to prepare tax returns, and the underlying financial statements required for the annual audit, the DCBA employs a consulting CPA. The consulting CPA firm prepares the 990 based on financial statements that are audited. The Accounting Manager prepares the 1099’s for vendors. Payroll tax information is handled by Paychex.
Budget Procedures

DCBA’s budget process commences in early Spring for completion by the Association’s Annual Retreat, usually held in July.  The Accounting Manager creates a budget within QuickBooks, containing the prior year budget information, and distributes the budget to Staff Directors and the Executive Director. After receipt and consideration of input and comments from the Executive Director and Staff Directors, the Accounting Manager aggregates the budget information and produces working drafts.  Members of the Budget Committee are provided copies of the working drafts for review to be returned to the Accounting Manager with any suggested changes. The Accounting Manager and the Executive Director meet to develop a revised draft, which is submitted to the Budget Committee for review.  The Treasurer then presents the final budget with additional recommendations, if any, to the Board of Directors during DCBA’s Annual Retreat.  It is the duty of the Board of Directors to approve the Association’s annual budget.  

Financial Policies

Investments

The Board of Directors establishes the Association’s investment goals and objectives.

Property and Equipment Capitalization

DCBA capitalizes all property and equipment which cost $1,000 or more.  

Property and Equipment Depreciation

DCBA depreciates its property and equipment using the straight-line method over the estimated useful life of the assets, which ranges from three to five years.  Leaseholds improvements are amortized using the straight-line method over the remaining life of the used.

Travel Expense Reimbursement

DCBA will reimburse employees for travel, meals, and other reasonably related out-of-pocket expenses while an employee is engaged in Association business, provided that prior approval for such travel has been obtained from the Executive Director. Travel expenses to be incurred by the Executive Director must be approved in advance by the Association’s President.
Accounting for Designated Net Assets
Designated and Restricted Net Assets
The Board of Directors has approved the designation of net assets for two purposes: a “Building Fund” and a “Reserve Operating Fund.” Funds donated to finance specific awards, and grants for charitable projects are restricted.
Fiduciary Duty
All DCBA funds are held in trust on behalf of its members. The Board of Directors has a fiduciary responsibility to assure that funds are used wisely and responsibly.  As such, funds allocated to, and expended by, DCBA committees must be utilized appropriately.  

In order to meet this standard of care, DCBA committee chairs are required to abide by these criteria:

1. A committee chair(s) may expend funds allocated to a committee if and only if s such funds are used to further the purposes and mission of the committee.  

2. Funds should be spent within the spirit and intent of the approved budget for given committees.  As such, funds may only be expended based on the committee budget line items as approved by the Board of Directors for any given Fiscal Year budget.

3. Notwithstanding the foregoing, committees may expend up to 20% above budgeted line items in the course of a given Fiscal Year.  However, in no case may a committee exceed its cumulative budget for a given Fiscal Year.

4. In the event a committee seeks to exceed a given line item by 20%, the committee chair(s) must contact the Executive Director who will, in turn, consult with the Chair of the Budget Committee and/or the President.  As soon as practicable thereafter, the Executive Director will contact the committee chair(s) either granting or denying permission for the use of funds above the 20% limit.  If unsatisfied with the decision, committee chair(s) may contact the Budget Committee as a whole to discuss the situation. 

5. In the event a committee chair(s) has a question about the appropriate use of funds, or if the chair(s) wish to spend funds that are not contained within the committee’s line items, the Executive Director must be contacted.  If, for whatever reason, the Executive Director believes the expenditure is inappropriate, or absent any line item that would fund such an expenditure, the Executive Director will consult with the Chair of the Budget Committee and/or the President.  As soon as practicable thereafter, the Executive Director will contact the committee chair(s) either granting or denying permission for the use of the funds in question.  If unsatisfied with the decision, committee chair(s) may contact the Budget Committee as a whole to discuss the situation.
Procedures for the Retention and Destruction of Association Records

Purpose and Policy Statement
The program is a system for identifying, organizing, and preserving the significant records of the Association and includes all kinds of documents from paper to electronic.   The benefits of a good record retention program are many, for examples; faster retrieval of information, fewer lost or misplaced records, control over the life cycle of records, and compliance with legal, fiscal and administrative requirements.  All Association records should be inventoried and maintained according to the Records Retention Schedule at Appendix I.  Except for permanent records (see definitions below), our policy rests on the assumption that every record has its own life cycle and when a record outlives its usefulness, it is deliberately destroyed following the procedures in the program.  The DCBA is committed to comply with all Federal and State requirements for the preservation and maintenance of its records and documents.  Our objective is to retain those documents necessary for the continued operation of the business and to reduce the overall cost of document retention and storage by destroying those records that have outlived their business usefulness.       

Responsibilities

1. The Accounting Manager is the Records Manager for DCBA and is responsible for the management and oversight of the program including disposal of any records.

2. Management personnel are responsible for records under their purview.  Each manager should answer two questions:  what must I keep? and how long do I have to keep it? 
Procedures for the Retention of Records and Documents

All records from the past are kept on the 4th and 5th floor of the Association’s building.  Previous years are kept across the hall in locked cabinets.

Definitions

Active Records
Documents, regardless of age, that are used frequently in conducting current business or until disposition period is met.

Inactive Records
Documents that an office no longer needs or for which the retention period has been met.

Inclusive Date

The time period covered by the filed documents, for example Fiscal Year (FY) 2003 includes records for the entire FY (October 1 through September 30).

Permanent Records
Records considered unique or valuable in documenting the history or business of the Association; examples include deeds, special contracts, or audited financial statements.

Preparation of Annual Information Return

Policy Statement

The DCBA will follow IRS regulations regarding requests for copies of our tax return, the Return of Organization Exempt from Income Tax Form 990.  Our tax preparers specifically identify a copy of our return marked “Public Inspection”, which should be used to fill any requests for the Association’s Form 990.
Procedures  

Pursuant to § 617.1601, Florida Statutes, An organization must keep as records:

1. Minutes of all meetings of its members and board of directors;

2. A record of all actions taken by the members or board of directors without a meeting; 
3. A record of all actions taken by a committee of the board of directors in place of the board of directors on behalf of the corporation;
4. Accurate accounting records;

5. A record of its members in a form that permits preparation of a list of the names and addresses of all members in alphabetical order by class of voting members;

6. Articles of incorporation;

7. Bylaws;

8. Written communications to all members generally or all members of a class within the past 3 years, including the financial statements furnished for the past 3 years under s. 617.1605;
9. A list of the names and business street, or home if there is no business street, addresses of its current directors and officers.
Within ten (10) days, the Association shall comply with requests for documents made by members, in person or in writing.  When a request is made in writing, mail the copies within 30 days from the date it receives the request. A copy is deemed provided on the date of the postmark or private delivery mark.  In order to show when the request arrived, all requests should be date stamped.  As a matter of policy, we will collect a reasonable fee for copying and postage and provide the copies within 30 days from the date it receives payment rather than the date of the initial request.  A letter to the requestor will disclose information regarding copying and postage fees when a person inquires about obtaining documents.  If we receive a request for documents with no payment enclosed, a letter requesting payment should be mailed within seven days from the date of receiving the initial request. The regulations state that a reasonable fee should not exceed the fees that the IRS charges for copies of tax-exempt organizations tax returns and related documents.  The fee is currently $1.00 for the first page and $.15 for each subsequent page.  The Accounting Manager should update these charges as the regulations change.  The regulations also allow charges for postage costs.  We should accept payment made by cash, money order, or credit card and, in some cases, when a request is made in writing, we must accept personal checks if we do not accept payment by credit card.  If requests become numerous in the future, we can post our 990 on the web site and the Association is not required to comply with requests for copies.
Disaster Preparation
Summary
DCBA must be prepared to respond to natural and man-made disasters that may disrupt, or temporarily cease, the normal and full operations of the Miami, Florida-based office.  Such disasters may include, but are not limited to:

1.   Environmental Disasters:
· Weather related: tornado, floods, etc.

· Fire

· Epidemic

2.  Deliberate Disruption:
○ Terrorism

○ Sabotage

○ Arson

3. Loss of Utilities and Services

4. Equipment or System Failure

5. Public Transportation Disruption

Objective
The objective of the Disaster Recovery Procedures is to protect DCBA’s computer database, reduce office downtime to a minimum, and continue full and normal operations as soon as possible following the occurrence of a disaster.  The highest priority when responding to a disaster is to ensure the safety and well-being of staff, followed by continued processing of members’ dues, continued operations of our Web site, and continued production of The Bulletin newsletter.

Potential Downtime

This Disaster Recovery Procedures assumes a worst-case scenario, and DCBA staff estimates 5-6 weeks downtime before the Association can resume normal and full operations.  As such, it is possible that at list one dues-billing cycle will be missed, and that at last one edition of The Bulletin newsletter will not be printed.

It should be noted that loss of business income and loss of equipment or software occurring as a result of a disaster would be covered under one or more of our insurance policies, less any deductible (See Insurance Coverage below). 

Critical DCBA Business Activities  

The following activities are DCBA’s essential business activities.  Also listed are the equipment and/or software needed to undertake the functions: 

○ Monthly dues invoicing:  properly functioning server, member dues software and membership database.

○ Monthly update of database:  properly functioning server 

○ Continuity and update of the DCBA web site:  properly functioning server and T-1 line

○ Publication of The Bulletin newsletter:  properly functioning server, Quark software and MAC computer, access to current and prior magazine files and MAC computer
Internal Procedures to Minimize Loss of Database

There are 3 external backup drives and a backup is done every night on 2 external drives: 1 

external drive always stays with the computer, the other 2 external drives are rotated every

other night and removed from office and taken home by the IT Manager nightly. 

Readily-Accessible Funds  



In addition to insurance coverage (see section below), in case of a disaster, DCBA maintains readily-accessible sources of funds (assuming the banking system is functioning) by virtue of its short-term contingency fund of $600,000, which is invested in vehicles that are easily converted to cash.  In case of a disaster, the Executive Director will expend funds to minimize downtime and to continue full and normal operations of the Association as soon as practical.

Insurance Coverage

DCBA maintains the following insurance coverage to protect the Association against unforeseen disasters:
Business personal property is insured at $2.6 Million 100% $1000.00 deductible.
General Liability Insurance is each occurrence $1 Million, Damage to Premises rented to you limit $100K, Medical Expense Limit is excluded, and General Aggregate Limit is $2 Million.
Auto Policy Limit is $1 Million.
Wind Insurance: Building $2 Million, Business Personal Property $100K

Directors & Officers: $1 Million, with a deductible for each claim not to exceed $5000
(Additionally, the Association is covered by the following policies: (1) Employee dishonesty and forgery or alteration is covered for a loss up to $255,000; (2) Association professional liability insurance of $2 million in the aggregate, $2,500 deductible; and (3) Lawyers professional liability insurance of $2 million each claim and in the aggregate, $2,500 deductible.) 

Staff Notification Procedures
In the event of a disaster — and if practical, given the circumstance involved — staff, Executive Committee, and members of the Association’s Board of Directors will be notified as soon as possible that a disaster has occurred that has necessitated the temporary suspension of regular DCBA activities.  The means of communication will also be subject to resources and options available at the time.

If a disaster occurs during business hours, staff will be notified and measures will be taken to ensure the safety and well-being of staff members.  If conditions permit, important documents and software and hardware will be removed from the offices for safekeeping.  If a disaster occurs during non-business hours, an external drive is taken home by the IT Manager and the “DCBA Emergency Call List” (Exhibit J) will be utilized.

Once a disaster occurs, the Officers of the Association and the Executive Director, will meet and/or otherwise communicate and determine the best course of action.  Items that need attention will include:


○ Assurance of staff safety and well-being:  the top priority is to assess the safety of staff and to take all necessary measures to ensure their well-being.


○ Assess Damage: if possible to personally assess damage to DCBA’s offices, equipment, personal property, etc. 
○ Initiate Salvage or Recovery: determine the procedures and requirements to salvage equipment, personal property, etc.
○ Notify Insurance Companies; File Claims: The Accounting Manager and Administration will notify insurance company as soon as practical of any loss or damage; claims will be filed as soon as possible.
○ Recovery and Continuation of Operations; determine if temporary or new physical office space is needed; procure necessary equipment to restore the databases and to resume full and normal operations as soon as possible. 
“Recovery Files”

There are 3 external backup drives and a backup is done every night on 2 external drives: 1 external drive always stays with the computer, the other 2 external drives are rotated every other night and removed from office and taken home by IT Manager nightly. 
Appendices
Chart of Accounts Listing, Exhibit A

Check Request Form, Exhibit B

Travel Expense Report, Exhibit C

Petty Cash Reimbursement Request Form, Exhibit D

Overtime Tally Form, Exhibit E

Audit Preparation Checklist, Exhibit F

Employee’s Withholding Allowance Certificate, Exhibit G

Leave Form, Exhibit H

Record Retention Schedule, Exhibit I

Call List, Exhibit J
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