Budget Policy

Date written: August 2003

Most Recent Revision: July 2004

Rationale:

Development of and maintenance of an annual budget is necessary to provide a business and financial framework for the effective and successful operation of the Chapter.

The budget supports the Chapter’s operational needs, financial stability and encourages financial growth in addition to providing support to various professional development opportunities and services for Chapter members.

The budget is the Chapter’s financial blueprint and should provide balance between the goals of financial health, professional development of members and support of the PR profession.
Procedure:

1. The Chapter’s fiscal year begins September 1.

2. Board liaisons for each committee are responsible for planning their committee budgets before the beginning of the fiscal year and submitting them to the board of directors for approval. The liaison is also responsible for monitoring the actual income and expenditure for his/her committee.

3. Budgets for each committee should include an itemized list of all foreseeable expenses and income.

4. Based on the requests of the committees, the treasurer prepares and distributes a Chapter budget for each Chapter year. The Chapter board of directors must approve and adopt a budget by October 1. Income and expense variances are monitored throughout the year and Chapter spending adjustments are recommended as needed.  

5. In the case of unexpected expenses of $100 or more that were not included in the committee’s budget and therefore not approved by the board, the board liaison should present the expense to the board for approval if time permits. Otherwise, the Chapter president and the treasurer can approve the expenditure.

6. Unbudgeted expenses under $100 do not require board approval; however, the board liaison must explain why the expenses were incurred at the board meeting.

7. The treasurer is responsible for all financial management duties unless otherwise assigned.

8. The treasurer is responsible for documenting all financial activities and transactions in a manner that is understandable for others to follow.  When using accounting software, regular backups should be performed.

9. Expenditures may be made by:

a. Paying the bill personally and then submitting a completed FPRA Gainesville Chapter Reimbursement Form (found on our Web site www.fpragainesville.com under Resources) with receipts to the treasurer for reimbursement.

b. Charging the expense to the Chapter and submitting the bill to the treasurer for payment with a completed FPRA Gainesville Chapter Reimbursement Form, indicating the budget line item to which the expense should be charged.

c. Requesting a check for the expense in advance by completing an FPRA Gainesville Chapter Reimbursement Form.

10. The treasurer reimburses Chapter members for expenses incurred in conjunction with their FPRA duties in a timely manner. A completed reimbursement request form and receipt are required for reimbursement.

11. The Chapter’s checking account is reconciled monthly and the expenses and balances are summarized by the treasurer in writing for each monthly board meeting.  Deposits and payables are handled in a timely manner. Funds are placed in a CD or CDs as often as cash flow allows.

12. The treasurer prepares an income/expense report for the board after each major event or activity concludes.  The resulting profitability level assists the board with on-going spending considerations.

13. The treasurer manages a change bank for use at monthly luncheon meetings.  The treasurer receives lunch payments and issues receipts at the check-in desk. In the event that a monthly meeting RSVP is not paid at the time of the scheduled meeting, the treasurer will prepare and distribute invoices for the appropriate amount, due upon receipt.

14. The membership development opportunities at the FPRA Annual Conference are substantial, but the cost of attending may be prohibitive for some members.  To encourage active participants in FPRA to attend conference, the Chapter shall set aside a minimum of 50 percent of the conference cost for scholarship to conference (this amount is reviewed each year by the board).  The board will determine the criteria for awarding the scholarship.

15. The board will approve a donation to the state conference each year as the budget permits.

16. The president-elect is responsible for arranging for a Financial Review of the Chapter’s financial records at the end of each fiscal year.

Responsibility:

The treasurer is primarily responsible. The president is financially liable for the Chapter debts.

Resources:
State Association VP of finance, Chapter board of directors

