Administrative and Board Policies and Procedures Manual

ED = Executive Director

BOD = Board of Directors

(ED/BOD mm/dd/yyy) = authority and approval date

1 Board of Directors

1.1 Agenda
1.1.1 Agenda Preparation (ED 9/1/2005)
Board meeting agendas are prepared on a monthly cycle as follows:

Week of 2nd Monday: ED and Bookkeeper meet to review documents and statements, and generally work on bookkeeping issues; ED issues notice of Board meeting and call for topics to BOD members via email
Week of 3rd Monday: Bookkeeper furnishes financial reports and narrative to ED no later than Wednesday via email; ED issues Board agenda and financial reports via email

4th Monday: BOD meets

1.2 Email

Preface urgent messages with:

ACTION NEEDED

URGENT

Once a week issue a "WEEK IN REVIEW"

Daily digests

Weekly summary (as special notice)

Occasional speical notices as necessary

Separate mailings with attachments

Use Yahoo only, daily digest version

Those who wish may choose regular email delivery, or no delivery and look on web site archive (simple free userid needed)

Agenda items messages prefaced by 'AGENDA ITEM'

Urgent items messages prefaced by 'URGENT'

Ultra-urgent items will be sent direct email, or via Special Notice on Yahoo

Caveats:

Yahoo Groups 'daily digest' does not support attachments

Yahoo Groups 'daily digest' is plain text only -- no rich text or HTML

Yahoo Gropus does not store attachments

Urgent items 

2 Ebase

2.1 Query for mailing labels for Newsletter

Find all

‘*’ in street address

Omit DO NOT CONTACT check box in contact
Omit BAD ADDRESS code

Sort by ZIP

Report | Label with ‘Avery 5160 Labels ExpDate’
Important!!!!!:  Add code for newsletter mailing to all records

Group mailing by: 919**, 920**, 921**, other
Future:

Query by membership status, COMP

2.2 e-TECC subscription/unsubscription

e-TECC newsletter subscribers are processed via the subscribe function in email.

The ‘e-TECC subscriber’ code can also be manually added to the log file

When an ‘unsubscribe’ message is processed by email, the ‘e-TECC subscriber’ code is removed; it is necessary to manually add the ‘e-TECC UNSUBSCRIBED’ code to the log file to prevent future subscriptions

NOTE: When querying for email = ‘*’ and no ‘e-TECC subscriber’, remember to omit ‘e-TECC UNSUBSCRIBED’ contacts
3 Financial

3.1 Check handling (BOD 11/25/2005)
. (Nov 25, 2005) Director shall record donor information in ebase and issue thank you acknowledgement via email or USMail within 3 business days. Director shall annotate donation checks with 'e' (for 'ebase'), make photocopy, and place check with copy in Bookkeeper inbox for deposit and record keeping. Bookkeeper shall make bank deposits within 5 business days of original receipt.
.(Nov 25, 2005) Director shall process credit card donation using 'Donate Now' online service, which will record donor information in ebase via email from the service provider. Director shall issue thank you acknowledgement within 3 business days. Director shall annotate credit card authorization forms with 'e' (for 'ebase'), make photocopy, block out the credit card number on the envelope and copy for security purposes, and place form with one copy in Bookkeeper inbox for record keeping. 
???? Director shall receive photo copies of all checks received for deposit for recordation and acknowledgement in ebase.

October 8, 2007: Bookkeeper to print Quickbooks transaction and file with monthly documents, for every check and cash donation deposited

3.2 Safe Deposit Box
The Board, at its meeting held July 25, 2005, approved the following policies and procedures regarding budget process and expenditures.  I couldn't remember whether I had provided you with a copy so I am forwarding for your information and file.  Let me know if you have any questions.
 

  

3.3                                  THE ESCONDIDO CREEK CONSERVANCY
 

Policies and Procedures pertaining to budgetary and expenditure matters.  Approved by a unanimous vote of the Board of Directors, July 25, 2005
 

 

Budgets:

 

.  A Finance Committee shall be established consisting of the following members:

President of the Board, the Treasurer, one member of the Board of Directors and the Executive Director.  The Treasurer shall chair the Committee.

 

.  The Finance Committee develops the annual budget.

 

.  The budget is submitted to the Board of Directors to review and approve on an annual basis.

 

.  Any supplemental budgetary needs will be submitted to the Finance Committee for review and recommendation.   The Board of Directors must also approve of any supplemental budget requests.

 

.  The budget is tracked on a monthly basis, where the line items in the budget are compared with the actual expenditures, in order to assure that we are on track.  This information will be provided to the Board of Directors each month.

 

.  The Executive Director must explain any variance from the approved budget and, in turn, that information must be provided to the Board of Directors.  The general rule, however, is to adhere to the approved budget.

 

Expenditures:

 

.  The President of the Board, the Treasurer and Executive Director will open a checking account at the Bank of Escondido that will be used by the Executive Director for operational expenses.   The amount to be deposited in this account shall be in the amount of $2,000.

 

.  The Executive Director is authorized to sign for no more than $1,000 from the operational bank account.  Any amount above $1,000 shall require an additional Board member signature and the funds needed for an expenditure exceeding $1,000 shall be withdrawn from the Board of Directors bank account.

 

.  The President of the Board, the Treasurer and one member of the Board shall be authorized to submit requests for withdrawal of funds from the TECC accounts on deposit with the San Diego Foundation and from the Board of Directors account at the Bank of Escondido.  Two signatures are required for amounts requested in excess of $2,500.

 
.  Executive Director shall pick up and open all mail.  The bookkeeper shall deposit all checks.

 

.  Mileage shall be reimbursed at the current IRS approved rate.  A mileage reimbursement form that details date of trip, purpose of meeting, departure and destination information (i.e., departed from and returned to…) and total miles traveled.  The mileage reimbursement form shall be submitted to the Treasurer and/or President for approval and authorization to pay.

 

 

 

 

4 Operations

4.1 Newsletter

4.1.1 The name of the publication shall be ‘The Watershed Voice’

4.1.2 Newsletter publication schedule

Winter: Jan – Mar

Spring: Apr – Jun

Summer: Jul – Sep

Fall: Oct - Dec

5 Staff

5.1 Holidays

5.2 Jury Duty

5.3 Vacation
6 Volunteers

6.1 Spokesperson Authority
