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PREAMBLE

The policies and procedures contained herein represent the entire scope of polices and procedures related to Financial Administration for the NWLC, NWCC and NWFC; the Corporations. An exception, in the aid of clarity, supplementary policy documents have been developed as noted herein.
The opening paragraph, even though it may be the only paragraph, in each section shall constitute the definitive policy statement for the subject which is addressed by that section. Subsequent paragraphs may be either an expansion on the policy statement or the procedures to be followed in implementing the policy.

 1.    ACCOUNTS RECEIVABLE POLICY
Accounts receivable shall be established for all payments due the Corporations. This does not include donations since these are not due to the Corporations until the donation is actually received.
Accounts receivable will normally consist of invoices for goods and services provided by Corporations to others, contributions due from all levels of government, recovery of excess payments to members or others and rental invoices. 
Invoices shall be issued at the time of the originating transaction or on the next working day following the date of the transaction.

Travel advances shall be accounted for within five working of returning from the trip. An invoice shall be issued for outstanding advances.

Payroll advances are normally recorded and collected through the payroll system. However, if the employee leaves and owes money, an invoice shall be issued immediately.

Property rents are due and payable on the first day of the month and shall be entered into the Simply Accounting System on that day.
Contribution amounts due shall be entered into the Simply Accounting System when the claim for payment is made.

Where debts are overdue thirty days or more, additional credit shall not be extended. Further, credit will not be extended to those who habitually make payments thirty days or more after the due date.
Where accounts are written off, the debtor shall not be extended credit in the future. This includes advances for any purpose.
Collection action will be in accordance with the Collections Policy.

2.    CASH CONTROL POLICY

All cash, money orders and cheques received by the Corporations are to be recorded on a Daily Cash Reconciliation (DCR) Form.
The form of DCR is attached as Appendix A.

The DCR is to be used for posting to the accounts receivable system or directly to cash.
Bank deposits shall be prepared by the Finance Section for daily deposits when there is more than one hundred dollars ($100.00) a day on hand. Cash or cheques received after the bank has closed for the business day shall be appropriately safeguarded.

The person that prepares the bank deposit shall not be the same person who makes the actual deposit.

 3.    EXPENDITURE, PAYMENT AND CHEQUE ISSUING AUTHORITIES

 3.1  EXPENDITURE AUTHORITY

All expenditures of Corporations funds shall be authorized by those persons designated as expenditure authorities.

Expenditures occur when a person authorizes the purchase of goods and or services through the use of a purchase order or contractual arrangement.

Spending authority may be delegated to the President, Vice-president, Executive Director, program managers and program heads or equivalent positions by the Boards of Directors.
The appropriate levels of spending authority shall be delegated to the position and not to the incumbent. The delegated authority, as exercised by the incumbent, is not to be exceeded.

 3.2  PAYMENT AUTHORITY
All payments shall be made by cheque.

The payment of goods and services shall be authorized by those persons designated as payment authorities. Invoices shall be entered into the Simply Accounting system prior to payment.
Payment authority may be delegated to the President, Vice-president, Executive Director or equivalent positions by the Boards of Directors.

The appropriate levels of payment authority shall be delegated to the position and not to the incumbent. The delegated authority, as exercised by the incumbent, is not to be exceeded.

 3.3  CHEQUE REQUISITION AUTHORITY

The authority to requisition cheques shall be exercised by the incumbents of positions designated as payment authorities.

Persons exercising expenditure and payment authority shall not also exercise cheque signing authority with respect to the same purchase.  Where the same person authorizes the expenditure and the payment authority, an authorized signing authority of equivalent or higher authority shall sign the cheque requisition. The person who signs the cheque requisition may also sign the cheque related to that purchase where an authorized independent third party also signs the cheque. The senior financial officer may be delegated as a cheque signing authority.
The following shall apply prior to the requisition of cheques.

 3.3.1 Goods and Services

Cheques for payments of goods and services shall not be requisitioned unless the following documents are in place:


-authorized purchase order or contract


-proof of receipt of goods and services


-invoice

 3.3.2 Travel

Cheques for travel advances shall not be issued unless a travel authority and advance form is properly authorized and there are no outstanding advances.
Cheques for travel expenses shall not be issued unless the travel has been properly authorized and the required receipts are attached to the approved travel claim.

 3.3.3 Payroll and Honoraria (refer to Payroll and Honoraria Payment Policy for additional information)
Cheques for payroll and honoraria shall not be issued unless the following documents are in place:


-an accepted letter of offer for employees

-TD 1


-approved time sheet for employees

-confirmation of attendance at committee and board meetings or other functions
 3.3.4 Per Capita Distribution or other Payments to the Membership
Cheques for per capita distributions or other payments designated specifically for members but do not include payments for goods and services or payroll shall not be issued unless the following documents are in place:

-approved motion made by the appropriate Board of Directors
 3.4   SIGNING AUTHORITIES

The boards of directors shall authorize expenditure and payment authorities and a register shall be maintained. The register shall contain space for each individual’s signature against their name.
 3.5   DOCUMENT FLOW

The following chart depicts the normal flow of documentation and authorities.
















 4.   MANAGEMENT OF CASH SURPLUS TO IMMEDIATE NEED POLICY

Cash surplus to immediate needs will be managed in accordance the “Investment of Surplus Monies Policy”.

 5.   TRAVEL AUTHORITY, ADVANCES AND EXPENDITURES 
Travel incurred in the performance of their duties by directors and employees of the Corporations) shall be approved in advance by the Chair of the appropriate board, President or Executive Director) 

A Travel Authorization and Advance (TAA) form (attached as Appendix B) shall be used to obtain both approval to travel and request a travel advance if one is required. If travel is approved by a board at a board meeting, the Executive Director may sign the TAA for whoever is traveling. The TAA shall be completed even though a third party may reimburse the Corporations for the expenses to be incurred.

A purchase order for transportation tickets shall not be issued until the TAA is signed by the appropriate officer.
If a travel advance is required, it shall closely approximate the expected out-of-pocket expenses of the traveler. The TAA shall be submitted at least one week prior to the commencement of the trip.

Authorized travel expenses are ground transportation as required, air travel costs, accommodation, meals (not provided enroute or as part of the function), and incidental expenses. Unusual out of pocket expenditures may also be reimbursed. Expenditures for alcohol shall not be reimbursed. Meal and incidental allowances shall be those promulgated by the Government of the Northwest Territories from time-to-time; usually April 1 and October 1 of each year.

A travel claim (refer to Appendix C) shall be submitted if the traveler is claiming expenses in excess of the funds advanced. It shall also be required, if in the opinion of the president, the advance requested was greater than what are expected to be reasonable expenses. If it is found that the advance exceeds the out-of-pocket expenses incurred, the excess shall be repaid to the Corporations at the time the travel claim is submitted. .
Prepaid expenses or those to be invoiced direct to Corporations are not to be included in the traveler’s travel advance nor his/her claim for reimbursement of out-of-pocket expenses.

Outstanding advances shall be recovered from any monies payable to the traveler by the Corporations including honoraria or pay cheques. Additional advances shall not be issued if there is an outstanding advance. The Corporations may decline to issue future advances for travel if the traveler frequently fails to clear outstanding advances on a timely basis.

 6. SECURITY OF FINANCIAL DOCUMENTS AND RECORDS
Financial records and documents shall be secured in a manner which protects them from fire, theft, loss and misuse.
Purchase orders, receipt books, deposit books and cheque books shall be kept in a safe. All other financial documents and records should be kept in fire proof and locked filing cabinets when not in use. All financial documents and records shall be put away at the end of the business day.

Computer records should be backed up daily and the backup should be kept in a safe or stored off site. These records shall be backed up once a week and the copy placed in a secure off site location (i.e. bank vault).

 7. BANK ACCOUNT RECONCILIATIONS
All bank accounts shall be reconciled within twenty-one days of the ending date of the bank statements. The reconciliations will be reviewed and spot checks on cancelled cheques and deposits will be performed by the Executive Director. The Executive Director shall sign off on the review.
 8. TRANSFERS BETWEEN CORPORATIONS AND UNBUDGETTED  

     EXPENDITURES
Transfers of monies or loans between corporations shall receive the prior approval of the board of directors of both the transmitting and receiving boards.

Expenditures not included in the annual budget shall receive the prior approval of the board of directors. Where the authority is exceeded, the board shall be advised at the earliest opportunity. Subsequent approval is redundant if the payment(s) have been made.

All approvals shall be in the form of a board of director’s resolution.
Approved:


Chair, Boards of Directors
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