      


The Rotary Club of Issaquah
District Code of Financial Policies
Following are policies as officially adopted by the Club Board of Directors
Fiduciary Role of the Club Board of Directors.  All members of the Club Board of Directors shall at all times understand that they are fiduciaries of funds that belong to the Rotarians of this Club, and, therefore shall at all times apply high standards of commitment to their jobs, in full compliance with the Club’s Policy on Conflicts of Interest and Code of Ethics.  Although the Treasurers works closely with the President, the Treasurer shall be primarily responsible to the Club Board of Directors.
Non-Reimbursable Expenses.  The district will not reimburse incrementally unchanged expenses which are of a type that were incurred by the governor prior to taking office and would continue after leaving office.  Thus, the district will not reimburse a cell phone contract with fixed minutes, home phone, food, beverage or internet charges because there are no incremental additional costs.  

Adopted: September 11, 2008 Amended: May 15, 2019
Depreciable Assets.  In general, the club fund shall not be used to purchase any equipment or other tangible property that is expensive or has a useful life of two or more years.  However, the Board of Directors may make exception if, in its opinion, there is good and sufficient reason.  In such case, the equipment or property purchased shall be owned by the Club, and the person requesting such purchase shall be the responsible custodian of such assets.  To ensure proper possession of the asset, the custodian shall sign a contract guaranteeing to reimburse the club for an amount determined by the Board of Directors in the event the asset is lost, damaged, or becomes otherwise unavailable to the club.  The current president’s budget shall be charged for any such purchases.  

Contracts:  All contracts must be executed by the signage of the signed by the sitting president, and the president who will be in office when the contract comes to fruition.  All contracts must be approved by the Club Board of Directors prior to execution.

Budget.  The budget shall be prepared and presented to the incoming club presidents in accordance with Club Policy Manual/Bylaws.  The President Elect shall inform the members of any expected dues changes at the annual Club meeting to allow the members time to adjust their personal budgets accordingly.  The Board of Directors will oversee development of the budget for both the club general operating fund and the club foundation. Approval by the Club Board of Directors for both the club annual operating budget and foundation annual budget must be achieved prior to presentation to the club members.
Form 990 Informational Tax Return.  The Form 990 informational tax return is due to the Internal Revenue Service not later than the fifteenth day of the fifth month after the fiscal year end.  In other words, November 15 for a year ended June 30.
It is the responsibility of the President whose year has just ended to ensure that the return is filed to be sure the club 501©3  and 501©4 remain current.  That is, a president whose year ends June 30, 20x1, is responsible for the Form 990 for the year ended June30, 20x1, and that return is due November 15, 20x1.  The successor president, whose term ends June 30, 20x2, is responsible to ensure the return has been properly filed.  

Audit/Compliance Committee.  The tasks of the Audit/Compliance Committee are enumerated in the Club Policy Manual/Bylaws.  It is the responsibility of the President whose year has just ended to ensure that the Audit/Compliance Committee is appointed and completes its assignment in a timely manner.  That is, a president whose year ends June 30, 20x1, is responsible for the Audit/Compliance Committee work for the year ending June30, 20x1.  The successor president, whose term ends June 30, 20x2, is responsible to ensure the work has been completed.    

Compliance with Policies.  The President, the President Elect, Vice President, Club Treasurers, and the Club Board of Directors shall sign a written statement that he or she has read, understands, and will follow the established Club Policy Manual/Bylaws, the Club Policy on Conflicts of Interest and Code of Ethics, the Club Code of Financial Policies and the Financial Principals. 

Bank Accounts. All bank accounts in the name of Rotary Club of Issaquah will consist of: 
The Club General Operating Fund and Club Foundation Fund. Service projects must have their own bank account. There are not to be any other bank accounts in the name of Club unless approved in advance by the Club Board of Directors.
Online bank account access shall be granted to the treasurers and 2 other directors of the club to review monthly statements.
Approval of Expenditures.  Expenditures shall be made according to the Club Financial Account Description only upon approval of the President and Treasures except any check made payable to the President, directly or indirectly, must be approved by the Treasures.  If an expenditure is necessary in the absence if the President, the Vice President authorized to make the approval.  All approvals shall be in writing as evidenced by an approval signature on the expenditure request. Requests for expenditures shall be evidenced by the original underlying invoices where practicable and by a voucher request for payment signed by the person requesting the payment.  To ensure timely processing, requests for expense reimbursement shall be forwarded for approval within 60 days after an expense is incurred unless it is part of the Club Foundation Fundraisers allocation funds which will be submitted by July 15 of his/her president year for expenses incurred during the president year. (or 30 days prior to the payment due date for check requests) during the Rotary fiscal year.  In all cases expense reimbursement request are to be submitted no later than 30 days past the end of Rotary fiscal year in which the expense occurred.  Therefore, all final expense reports are due no later than July 15 each year.
Year of Accounting of Expenses.  Expenditures for expenses shall be expensed for financial reporting purposes in the year in which the expenditure is made, with the following exceptions:

1. registration and related costs to attend the following year’s Rotary International Convention-should this become possible
2. costs to produce and print the following year’s club directory 

3. other items upon approval of the Club Board of Directors.  

Expense reimbursements must be recorded in the year the original expenditure was made.  That is, if a person incurs an expense in year one, the reimbursements must be recorded in year one; an expense may not be “carried over” to a future year.

Accounting Matters.
When cash is received at meetings, social events, fundraisers or other places, the treasurer will count the funds and ask another member to verify the amount.

The treasurers shall provide monthly financial statements to the Board of Directors at the monthly board meeting or upon request by the president or board of directors.
The final decision on accounting matters shall rest with the Club Board of Directors.  The Club Board of Directors may delegate this authority to the President and Treasurers. 
Documentation for Expense Payments.
The Club Treasurers shall pay disbursements requests only if they contain proper documentation.  Proper documentation means the original invoice or a clear copy from a vendor.  If such invoice does not clearly explain the charge, the requestor shall write an explanation on the invoice.  A credit card statement without the original invoice is not acceptable as proper documentation.  The requestor shall complete an expense reimbursement form as provided by the Treasurers.  The Treasurers may also require proof of payment of the invoice, by such means as a canceled check or a credit card statement.  

The purpose of this policy is to (a) establish proper business standards that will comply with Internal Revenue Service rules; (b) ensure that a later reviewer can easily understand the nature of the expenditure to determine its propriety; and (c) safeguard the club fund.  If for any reason the original invoices or copies thereof are unavailable, such expense request may be paid if both the President and the Treasurers agree by their written authorization, but only on an exceptional basis.  

Records Retention Policy.
In accordance with best practices, the Club Board of Directors adopts the following “Records Retention Guidelines.”  Each President is responsible to ensure adherence to this policy.
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	Type of Records
	Retention Period

	
	
	

	
	
	

	1
	Club goals and objectives reports
	3 years

	
	
	

	3
	Club Directory
	Permanent

	
	
	

	5
	Club newsletters
	3 years

	6
	President’s Report to the Club
	3 years

	7
	
	

	8
	
	

	9
	Club Leadership Plan (superseded)
	3 years

	10
	policies (superseded)
	3 years

	11
	District Policy Manual (superseded)
	7 years

	12
	Finance policies
	Permanent

	13
	Monthly membership and attendance reports
	3 years

	14
	Reports of members established and terminated
	Permanent

	15
	Rotary Foundation annual reports
	Permanent

	16
	Year-end membership summary
	Permanent

	
	
	

	17
	Accident reports/claims (settled cases)
	7 years

	18
	Accounting records
	7 years

	19
	
	

	20
	Application to IRS for tax exempt status
	Permanent

	21
	Articles of Incorporation
	Permanent

	22
	Audit reports
	7 years

	23
	Bank reconciliations
	7 years

	24
	Bank statements
	7 years

	25
	Bylaws
	Permanent

	26
	Checks (canceled) -- see exception below
	7 years

	27
	Checks (canceled) for purchase of capital assets (Check copies should be filed with the papers pertaining to the underlying transaction.)
	7 years after 
disposal of asset

	28
	Contracts, mortgages, notes and leases (expired)
	7 years

	29
	Correspondence -- general.  Warning: see below
	2 years

	30
	Correspondence -- legal and important matters
	Permanent

	31
	Depreciable assets listings and depreciation schedules
	Permanent

	32
	
	

	33
	Financial statements -- year end
	Permanent

	34
	General ledgers, year-end trial balance
	Permanent

	35
	Insurance policies (expired)
	Permanent

	36
	Internal audit reports
	3 years

	37
	Invoices from vendors and other paid bills and reimbursements
	7 years

	38
	Invoices to members
	7 years

	39
	Minute books of directors and major committees
	Permanent

	
	
	

	
	
	

	
	
	

	43
	Purchase orders


	3 years

	
	
	

	45
	Sales tax returns; business and occupation tax returns
	7 years

	46
	Tax exemption determination letter
	Permanent

	47
	Tax returns and worksheets, revenue agents' reports, and other documents relating to determination of income tax liability and 
preparation of returns
	Permanent

	
	
	

	
	
	

	
	50. All Foundation (Future Vision) records
51. All Foundation Grants and Financial reports
	             Permanent


	
	Caveat: The above guidelines are only guidelines.  Records should be kept longer if unusual situations exist or may exist.
	

	
	Disposal: After the retention period has expired, records should be shredded or otherwise permanently destroyed.  
	


Club/Foundation Reserves.

The Club Operating Fund shall maintain reserves of not less than $5,000.  In accordance with the Club Policy Manual, the reserves of the club are defined as the net assets of the Club as of the end of the immediately past fiscal year.  Excess reserves are unrestricted net assets in excess of $5,000.  Excess reserves may either be rebated to members or transferred to the Foundation account or used to benefit the club activities.
If a spending purpose is proposed, it must be approved by the Club Board of Directors in accordance with section 8 of the Club Policy Manual.   



The club may rebate or use excess reserves at any time that there are excess reserves.  

The club is required to rebate or use excess reserves when reserves reach $10,000.
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