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Effective Date(s) of Accountmg Policies (1/16), 2/16 -
The effective date of all accounting policies described in this manual is November 20, 2007. If a policy
is added or modified subsequent to this date, the effective date of the new or revised policy will be

indicated parenthetically immediately following the policy _heading. Changes due to grammar
correction will not be highlighted.

Revrsrons to. this manual are presented periodically to the Finance Committee and the Board'of
Directors, and approval reflected in the minutes. Revisions wil be presented to Comprehensive

Leadership, who will in turn forward to their staff, and/or emailed to all staff Human Resources will
distribute the current manual at orlentatlons

Review and revisions are made at least annually, and as required.
- APPROVALS

CFO -

11/13/07, 2/11/08, 6/9/08, 12/8/08, 1/12/09, 11/9/09, 1/21/10, 5/10, 11/10, 12/8/10, 9/8/11, 11/5/12,

12/10/12, 1/14/13, 11/13, 8/12/14, 12/14, 9/15, 2/16, 11/14/16, 10/31/17, 12/4/18,1/13/20, 6/8/20,
12/4/20

Executive Director
11/43/07, 2/11/08, 6/9/08, 12/8/08, 1/12/09, 11/9/09, 1/21/10, 5/10, 12/8/10, 9/8/11 11/5/12

12/10/12.1/14/13, 11/13, 8/12/14, 12/14, 9/15 2/16, 11/14/16, 10/31/17, 12/6/18, 1/13/20, 6/8/20A
12/4/20

Finance Committee:

Mailed 12/67/07 for 12/10/07 meeting - approved

2/11/08, 12/8/08, 1/12/09, 11/9/09, 1/29/10, 12/13/10, 9/8/11 Mailed, approved 9/12/11, 11/5/12,
12/10/12, 1/14/13, 1/13/14, 12/8/14, 9/15, 2/8/16, 11/14/16, 11/13/117, 12/10/181/13/20 presented -

6/8/20, 12/7/20
. Board of Drrectors (copy forwarded)
Mailed for 12/17/07 meeting, approved Retreat 1/25/08 ' ‘
12/22/08, 1/29/10, 12/20/10, 9/26/11, 1/25/13, 12/15/14, 9/15, 1/16, 11/15/16, 12/17/18,1/24/20, 6/20,
12/14/20 |
INFORMANTS:

Comprehensive Leadership:

Presented at 2/16 meeting, 11/22/16, 12/20/18

All Staff Memo sent:

11/27/07, 12/24/08, 12/29/08, 1/13/09, 12/16/09, 1/26/10, 12/14/10, 9/14/11, 1/14/13 (email), 1/12/14,
12/9/14 2/28/16, 11/15/16, 10/31/17, 11/16/17, 12/21/18, 1/21/20,6/18/20
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1. INTRODUCTION (8/14)(11/116)

The followrng accounting manual is intended to provide an overview of the accounting policies and
procedures applicable to the People’s Equal Action and Community Effort, Inc. Agency, hrch sha|l be
referred to as “PEACE, Inc.” or “the Agency” throughout this manual.

PEACE, Inc. i is rncorporated in the state of New York. PEACE Inc is exempt from federal i income

taxes under IRC Section [501(¢c)(3)] as a nonprofit corporation. PEACE, Inc.’s tax-exempt mission is
“Helping People in the Community Realize Their Potentra/ for Becoming Self-Sufficient.”

Thrs manual shall document the financial operatlons of the Agency Its primary purpose is to formalize
accounting policies and selected procedures for the accounting staff and to document internal controls.

The contents of this manual were approved as official policy of the Agency by the Board of Directors.
All PEACE, Inc. staff are bound by the policies herein, and any deviation from establlshed policy is
.prohrbrted

We follow the OMB Uniform Guidance requirements. Also, we must adhere to specific grantor
requirements.

1.1 GLOSSARY OF TERMS

Program Director —~ used.in this manual to designate the staff person responsible for the

mentioned grant or project. The staff person may or may nothave the word “Director” in their
title.
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" GENERAL POLIGIES

2. AGENCY STRUCTURE

3. The Role of the Board of Directors10/17 {0}

PEACE, Inc.is governed by |ts Board of Directors, which is responsible for the oversrght of the agency
by »

future

Reviewing and approving the annual audit

Reviewing financial information

Assisting in interpreting the Organization’s mission to the publlc
Soliciting prospective contributors :

Hiring, evaluating, and working with the Executive Director

~No o~ w

The Executlve Director shall be responsible for the day-to- day over5|ght and management of the
agency. v

Term llmrts were eliminated in the revised by-laws June 2017.

4. Committee Structure

The board of directors shall form committees in order to assist the board in fuffilling its reésponsibilities.
These committees represent vehicles for parceling out the board’s work to smaller groups, thereby
removing the responsibility for evaluating all of the details of particular issues from the full board’s
‘consideration. Standing board-level committees of PEACE, Inc. consist of the following:

Executive Committee

Finance Committee (includes audit revrew)
Development Committee

Personnel/EEQ Committee

Planning Committee

o whN -

Specrflo guidelines regarding the composition and election of the board of directors and: commrttees
are described.in the Agency’s by-laws. However, roles of committess with direct responsibilities for the
financial affairs of the Agency are further descnbed in this manual. These committees shall be referred
foin approprrate sections of this manual :

Periodically the Board of Directors will receive training on fiduciary responsibilities, focusing on
regulations pertaining to the safeguarding of all agency funds.

sz

5. Finance Committee Responsibilities (11/10)(9/1 8)(§126)
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The Finance Committee is respbnsible for direcﬁc)n and oversight regarding the overall financial

management of PEACE, Inc.. Only independent directors are allowed to participate in Finance
Committee deliberations and voting. ' '

'Functions of the Finance Committee include:

1. Review and recommendation of the Agency’s annual budget (prepared by the staff) for final
approval by the full board | - o
Monitoring actual vs. budgeted financial performance
Financial planning _ _ e
Establishment of investment policy and monitoring investment performance ighen apblcable
Oversight of reserve funds N g
Only independent directors are allowed to participate on the audit deliberations and voting.
Oversight of the annual audit including: S
Recommend external auditors to Board for approval . ' ' '
Annual review performance and independence of auditors to retain/renew the independent
auditors ' : '
Review the results of the audit and related management letter with the auditors at least
Annually o : L :
Review the audit scope and plan with the auditors prior tothe audit commencement
"Upon completion of the audit, the Finance Committee discusses and reviews-with the
Auditors: _ o A
. Any material weaknesses in internal controls identified by the auditors.
.Any restictions on the scope of the auditor’s activities or access to requested
. documents ' o ' .
Any significant disagreements between the auditors and management
7. Review and approve fiscal internal controls and fiscal written policies (periodically)
9. Oversee accounting, financial reporting and audit of financial statements.

DOk WM

‘_ The Finance Committee shall report to the Board the activitiés listed above.

6. The Roles of the Executive Director and. Staff (11/10) -

" The Board of Directcrs hires the Executive Director, who reports directly to the Board of Directors. The
Executive Director is responsible for hiring and evaluating department directors for each of the .
Agency’s departments/programs. Each department/program director reports directly or indirectly to'the
Executive Director. , ‘ :

All étaff hés the authority to sign on behalf of staff they supervise when appropriate. Any position title
identified with a task in this manual also refers to any assigned f‘backup” staff member.

Within each department or program, department/program directorsare responsible for hiring, with

“approval from the Executive Director, employees to work in that department. All employees within a
department shall report directly or indirectly to that department's/program’s director, who shall be
responsible for managing and evaluating directly or indirectly all employees within the department or
program. . .

12




Cross training of responsibilities is encouraged to ensure continuity of business practices. Al
 references to job titles within this manual also refer to the position’s backup when needed.

6.1 STAFF COMMUNICATION (11/13) (11/16)
Staff communication to:

: Board - As a matter of good practice, Comprehensive Leadership may contact the lBogrd on non-
personal issues with the Executive Director's permission. Also, please refer to Accoupt_mg and
Financial Policies and Procedures Manual section 18, which addresses our Fraud Policy.

Funding Sources - All staff including the fiscal department are to inform the Program Dirgqtof when
they wish to contact a member of the Grantor/Fundor’s office with the nature of the question or contact.
This will keep the Program Diréector up to date with the grant. : ‘

Media — All staff is to contact the Community Engagement_Departmen_t in any matters concerning the
media, before any action is taken with the'media. ' :

13-




40. GENERAL LEDGER AND CHART OF ACCOUNTS -

The general ledger is. defined as a group of accounts that supports.the information shown in the major
financial statements. The general ledger is used to accumulate all financial transactions of PEACE,
Inc., and is supported by subsidiary ledgers that provide details for certain accounts in the general
ledger. The general ledger is the foundation for the accumulation of data and reports. '

41. Chart of Accounts Overview (1111

The chart of accounts is the framework for the general Iedger system, and therefore the basis for '
- PEACE, Inc.'s accounting system. The chart of accounts consists of account titles and account
numbers assigned to the titles. General ledger accounts are used to accumulate transactions and the

impact of these transactions on each asset, liability, net asset, revenue, expense and gain and loss
account. -

' PEACE, Inc.'s chart of accounts is comprised of six types of accounts:

Assets
Liabilities
Net Assets
Revenues
" Expenses
. Gains and Losses

S ok D =

» Each account number shall be in the following format;
XX XXXX XOOCKX XXXXX

The second four dlgrts represent the account number

The third group up to five digits represent the location codes (or segments, as an example, used on
grants that fund muttiple sites/locations or programs, i.e. Department of Health and Human Services
Grant and Community Services Block Grant.) The 5 digits are also used to identify individual JObS for
Weatherization job costing. :

The last five digits represent the project number (each grant or responsibility center is glven its own
project number — this last portion of the account number can be 3, 4or 5 digits).

42, Dietribution of Chart of Accounts

All PEACE Inc. employees involved with account coding responsibilities (assignment or review of
coding) or budgetary responsibilities will be issued a current chart of accounts. As the chart of
accounts is revised, an updated copy of the chart of accounts shall be distributed to these individuals.
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45. Classification of Net Assets

Net assets of the Agency shall be classified based upon the existence or absence of donor—nmposed
restrictions as follows: ' ‘ : ¢

LHO _.- Net assets that are not subject to donor imposed stipulations.

i Efiona - Net assets subject to donor imposed stlpulatlons that may or will be
] satlsfred through the actions of the Agency and/or the passage of time. :

Permanently Restricted Net Assets - Net assets subject to donor imposed stipulations that
the Agency permanently maintain certain contributed assets. '

Net assets accumulated by PEACE, Inc. that are not subject to donor imposed restrictions, but which
the Board of Directors of the Agency has earmarked for specific uses, shall be segregated in the
accounting records as "board-designated" funds within the unrestncted category of net assets.

46. Empty (11/12)

47. Fiscal Yearof Age ncy (10/16)

PEACE, Inc. shall operate on a fiscal year that begins on February1 and ends on January 31. Any
changes to the fiscal year of the Agency must be ratified by majority vote of PEACE, Inc.’s Board of
Directors. :

47.1 Accounting Estimates (2/11/08), (1/16)(9/16)

The Agency utilizes humerous estimates in the preparation of its interim.and annual financial
statements. Some of those estimates include, but not limited to:

~ Useful lives of property and equipment -
Fairmarket value of donated assets
Values of contributed services
. Joint cost allocations
Allocations of certain indirect costs
"Allocations of time/salaries
Self insurance reserves

TN oA W

48. Journal Entries (11/12)
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Before issuance of inte_r;nal financial statements monthly, the CFO reviews all major balance sheet‘ ,
accounts to ensure there is not an it_em that must be allocated before the issuance of the statements.
Other reconciliations are submitted to the CFO during the subsequent months.

The CFO will include the “Month End Closing Schedulé” with the CFO's copy of monthly financial -
‘statements. Part of the CFO’s monthly close out procedures includes review of each grant or cost
center and to compare the budget to actual amounts. T ‘

50. Account Reconciliations (8/14)(10/17}

Effective with the September 2005 financial statements, all balance sheet accounts are to be
reconciled by the accounting staff. The balance sheet accounts have been assigned to each staff -
member. Reconciliations are submitted to the CFO for review and approval, and then filed in
accounting by account number order. Major accounts such as operating cash, accounts payable and
major asset and liability accounts will be reviewed by the CFO before the current month general ledger
is closed. Also, the interfund transfer : n' ill be reviewed by the CFO monthly to ensure
they balance to $0. E e e . Also, selected
_accounts such as Petty Cash are reconciled quarterly. ' ‘

Account reconciliations prepared by the CFO are reviéwed by another fiscal staff person.

The reconciliation of grant receivables, deferred revenue and revenue are completed simultaneously.
The reconciliations are to be tied to the vouchers as appropriate (example ~ some grants pay set
amounts each month). The CFO is to review and sign all vouchers (does not sign the Wx Fee for
Service as they are prepared and sent by the program staff). :

We track job’é completed within the Weatherization Department programs to match revenue with
expenditures for selected projects. We assign job numbers to Energy & Housing Fee for Service
programs, and will track completed jobs.to record revenue. We view direct expenses to be items such
as labor and materials, and indirect costs to include telephione, maintenance, etc. As this is '
implemented, these procedures will apply to all weatherization non-grant projects as appropriate.

POLICIES ASSOCIATED WITH REVENUES AND CASH RECEIPTS

51. REVENUE

52. Revenue Recognition Policies (11/13) (2/16)(3}3 0l

3

receives revenue from several types of transactions. PEACE, Inc. records revenue in
55 'a';l mé,“f’; CTSRC O ooy o FRE _—%:s'f‘..%zr; gy ’;‘sg}%xﬁ:* 35 TSRS
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~ Grant income — Recorded accordmg to the grant and B i< iid. This includes cash
basis (accruals recorded at year end in another proiect) accruai basis, fixed price unit-of-
service, and other types. '

2. Service fee income — Monthly based‘on the unit-of-service or fees of the specific program and

3. Rent income - Monthiy eccrual, based on the terms of each sublease and g

4. Contributions - Recognized as rncome when received, unless accompanied by restrictions or
conditions and § (see the next section on contribution income). Some
contrrbutrons may be recorded as recelvables for some fundraisers, to ensure collection. -

5. interest Income — monthly accrual based on when it was eared.

Immaterial categories of revenue may be recorded on the cash basis of accounting (i.e. recorded as
revenue when received) as deemed appropriate by the CFO, in accordance with the FASB
requirements

53. Management Construction Fees — Weatherization AssiStance Program

A construction manégement fee of 10% of the owner investment to compensete and reimbuirse the
sub-grantee for administrative expenses associated with additional work required to monitor owner
investment may. be charged on all owner investments except indirect investments.

Charging the additional 10% to the owner is at the discretion of the agency..
The Executive Director, CFO and Program Manager will review construction management fees in
refation to the Weatherization Assistance Program on an-annual basis, or as needed, to determine

whether or not the agency will charge the additional 10%. The final decision will be signed by the
Executive Director.
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54. CONTRIBUTIONS REC'EI\:IED

- 65. Definitions
The following definitions shall apply with respect to the policies described in this section:

Contribution - An‘unconditional transfer of cash or other assets to the ‘Agency, or a settlement or

cancellation of the Agency's habllrtres m a voluntary nonrecrprocal transfer by another entity acting
.other than as an owner.

: Condltron -A donor-imposed stipulation that specifies a future and uncertain event whose occurrence
or failure to occur gives the promisor a right of return of the assets it has transferred to the Agency or
releases the promisor from its obligation to transfer its assets. :

Restriction - A donor-imposed stipulation that specifies a use for the contributed asset that is more
specific than broad limits resulting from the nature of the Agency, the environment in which it operates,
and the purposes specified in PEACE, Inc.'s articles of incorporation and bylaws Restrictions on
PEACE., Inc.'s use of an asset may be temporary or permanent. :

net assets based on the exrstence or absence of such restrlctrons

When the final time or use restrictien associated with a contribute‘d'asset has been met, a
‘reclassification between temporarily restricted and unrestricted netassets shall be recorded.

When it receives support in the form of volunteer labor, PEACE, Inc. shall record contribution income -
and assets or expenses (inkind) if one of the following two criteria is met: '

1 The contributed service creates or enhances a nonfinancial asset (such as a-building or .
equipment), or '

2. The contributed service is the type of service that would typicalty need to be purchased by
PEACE, Inc. if it had not been contributed, S
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Examples of contributed services received and recorded as income and expense by PEACE, Inc.
include volunteer hours, supplies, buildings and space rented to PEACE, Inc. at the FMV rental rate.
(The donated portion is the dlfference between the FMV and the agreed rental amount.) ‘

Contnbuted services that meet the preceding criteria shall-be recorded at the fair market value of the
service rendered. As an example, if a physician donates his/her time in their medical capacity, we can
use their professional rate. If the same physician donates time to paint a hallway, the rate would be
the rate established for overall donated hours.

Non-standard contributions will be reviewed by the Executive Dlrector for acceptance

57. In- Klnd Contrlbutlons (11/14) (1/16)(10/1 i

We will use a standard method of recording the following types of In-Kind-throughout the company.
Any-In-Kind donation must be allowable by the grant. Please note that not everything that donor’s want
to contribute can be used as In-Kind. One benchmark of whether an item/event is reportable. as-in-
Kind is:if PEACE Inc. would pay the In-Kind amount to purchase the item or event and that if
purchased it would be allowable under the grant For In Kmd to be acceptable, the following must be
met: _

Are verifiable from records _ '

Are not'included as contributions for any other federally-assisted project or program

Are necessary and reasonable for proper and efficient accomphshment of project or
program objectives

Are allowable under the appllcable cost pnnmples

’ _ Are not paid by the Federal. Government under another award, except where authonzed

by Federal statute to be Used for cost sharing or matching

- Are provided in approved budget

Type of In-Kind: ' Space
Volunteer Time/Professional Services
Volunteer Mileage/Travel
ltems Donated
Mantoux Test/TB Screening
Volunteer parking
Volunteer uniform rentals
" Volunteer meals:

Space

Space In- Kind W||| be booked lnto the general ledger monthly via a Journal entry. The support for the
Journal entry will reflect the square footage and the justification for the square footage rate-used. The
In-Kind space will be recorded in the current month (for example, April In-Kind space will be booked in’
April).

' Space In-Kind should be written into the grant whenever possible.

The journal entry should deblt the account #6620 - In-Kind Space and credit the In-kind revenue
account #4551 o '

The journal entries will be prepared by the and reviewed by the CFO or Senior Accountant.




POLICIES ASSOCIATED WITH EXPENDITURES AND DISBURSEMENTS

71. PURCHASING POLICIES AND PROCEDURES

72. Overview (2/11/08) (2/16{EGHE)

THE POLICIES DESCRIBED IN THIS SECTION APPLY TO ALL PURCHASES MADE BY PEACE,
INC. o | . |

' ADDITIONAL POLICIES APPLICABLE ONLY TO THOSE PURCHASES MADE UNDER FEDERAL
AWARDS ARE DESCRIBED IN THE SECTION “POLICIES ASSOCIATED WITH FEDERAL
AWARDS.” (Section 184) ' : ' : :

It is the policy of PEACE, Inc. to follow a practice of ethical, responsible and reasonable procedures
related to purchasing, agreements and. contracts, and related forms of commitment. The policies in
-this section d'e_scribe the principles and procedures that all staff shall adhere to in the completion of
their designated responsibilities. ~ '

The goal of these procurement policies is to ensure that materials and services are obtained in an

effective manner and in compliance with the provisions of applicable Federal statutes and executive
orders. ’ :

Relevant OMB circulars and Ufier

circulars). to ensure adherence to 'direcif;gs. “
72.1 Procurement Procédﬂrés (2/16) -

Refer to CFR , Subpart D, sections 200.317-200.326

73. Responsibility for Purchasing (2/11/08)

All department and project Directors shall have the authority to initiate purchases on behalf of their
department or project, within the guidelines described in this policies manual. In addition, department
directors may delegate purchasing authority to responsible individuals within their department.  The
fiscal department shall maintain a current fist of all authorized department and project signors.

The accounting department shall be responsible for procéssing purchase orders. The Executive'
Director and/or CFO have approval authority over all purchases, and shall make the final determination |
on any proposed purchases where budgetary or other conditions may result in denial.

The purchasing system of the Agency shall be overseen by the Purchasing Director. The Purchasing
Director can review a requisition or purchase at any.time. :
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“Purchase Order Checklist” will be attached to a properly completed purchase order to indicate at a
minimum:

PO Date
Determine whether allowable under grant and initial
Indicate no sales tax inciuded
If item $5,000 or more and fixed asset, notify Senier Accountant OR Construction in:
Progress, acct #1540
If fixed asset must have lease vs buy analysrs form .
Indication that funds are available
Three quotes, indication NYS Contract, or Sole Source attached as requrred
Required signatures
~ Receipt of items
0.  Recognition of Davis Bacon if apphcable

e

= © 0N

" Purchase orders shall be pre-numbered and kept in a secure area in the accounting department, and

issued upon request from an authorized ‘purchaser. All purchase orders are logged out by the

accounting department when disbursed to employees/program managers.

If the purpose of the purchase is not. readilly apparent,' a written description of the nature of the
purchase and how it relates to-the applicable grant shall be attached.

A “Purchase Order Check List” will be attached to each Purchase Order to ensure all items are
considered, and>we have adequate support for payment.- Each Purchasing staff member will
initial/date the review items as they review through the receiving of product area and sign-off as all
complete up to that point. The Accounts Payable Specialist wil initial/date the invoice area of the
checklist and sign-off that all is complete. : '

The Purchasing Department reviews the open purchase order flle on a perrodlc basis to ensure the
open purchase order file is up to date:

7. Authorizations _and . _Purchasing Limits h(11l13), (2/116)(11/16)  (2/17)(2/18)
(918)(10/1)(1118){§BiAgHeaIE0) - |

‘The following table displays required approval levels used by PEACE, Inc.. for purchases,
whether using a Purchase Order or a Cash Disbursement Request.

If there is a reqUired PO, there will be a Purchase Order Checklist attached.
-1f a PO is required, the PO will be written before the order is placed.'
Any specific grantor requirements must be identified and adhered to.

Requisition Requests are not.required.

Total Amount of | Signatures required | Solicitation Process Documentation of
Purchase to Purchase : - Decision
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The decision of which tier a purchase fits into is based on the information on hand at the
time of the decision of which vendor to choose. There can beinstances where a decision of a
vendor with applicable tier is made, and then more costs are added due to unforeseen
events (additional work or materials needed, additional people attend event, etc). The tier
above is determined when the original decision is made. '

Exceptions: S _ , :
The ‘Director of Food Services may order food and supplies (no equipment or items out of ordinary

daily purchases) solely on his signature due to the nature of the program. The Purchase Order is then

remitted to Accounting for the Purchasing Director and Accountant signatures (and Executive Director
& CFO if required). ' '

" The Weatherization Director may order supplies and materials for jobs (no equipment or items out of
ordinary daily purchase) solély on his signature due to the nature of the program. The Purchase Order
is then remitted to Accounting for the Purchasing Director and Accountant signatures. ‘

The Head Start/EérIy Head Start Nutrition Coordinator may order normal food and su'pplies (no
equipment or items out of ordinary daily purchases) solely on her signature due to the nature of the
program. The Purchase Order is then remitted for the Purchasing Director and Accountant signatures.

The Program Director is the only required signor pribr to ordering items or service if the total is under
$2,000, except as noted above for food services and weatherization purchases. The Purchasing
Director and Accountant are able to sign after the purchase.

‘The Human Resources Director signs for HR related invoices for example:- drug testing, employee .
background checks, payments for small medical claims, insurance and tuition reimbursement.

All required approval signatures must be obtained prior to placing an order with the vendor contractor.

Only the Executive Director is authorized to enter into any"cc')nt_ract, (verbal or written) on behalf of
PEACE, Inc. ' :

Small, recurfing purchases made routinely through the year may be supported by an annual ;i of
authorization. This letter would reflect the dollar limit and type of purchase, along with “allowable under

55




cost center” and “grant funds available” clauses. . This annual

¥ is signed by the Program
Dlrector or authorized person. '

Cash Disbursements requests for the transfer of funds betWeen bank accounts (such as the Key Bank
operating account to the M&T operating account) do not require the Purchasing Director’s signature.

771 A"OWLNE Purchases (12/14), (2/16)(10/17)
[t must be determined that a purchase is allowable under the grant/cost center. To accomp_lish this:

There is a box on the Purchase Order and Cash Disbursement Réquest that must be checked -
and signed by the Program Director that the item is aIlowa.bIe. At times this box may be
checked and initialed on the requisition or request, and attached to the Purchase Order.

A Partial Listing of AlIowabIe/UnaIIowabIe Expenses for Head Start has been forwarded to Head
Start Senior Leadership

CFR, Subpart' E, 200.420-200.475 Selected ltems of Cost and Selected Unallowable Cost .
Items are forwarded to Senior Leadership periodically. '

See also CFR, Subpart E, 200.402 — 200.411 for.Basic Consideration reg‘arding costs.

‘78 Required _ Solicitation _of _Quotations _from Vendor _ Contractors _ (12/14),
(2/16)(9/16)(11/47)(10/18)(11/18) '

Also see CFR D 200.319.

PEACE, Inc.’s choice of vendor contractors is based on full open and free éompetition We

choose the vendor contractor most responswe to the solicitation and advantageous to the
agency.

Refer also to CFR, Subpart D, 200.319.

Purchases of $2,000 or more (unless discussed in other sections of this manual — example Section
76), will be supported by quotes as required (see section 77). These quotes can be in the form of
either bids per purchase (documented by the Vendor Contractor Quote Verification — vendor contractor
quote form), indication on the NYS Contract list, sole source, or an annualized bid. An annualized bid is
a sampling of commonly used items in specific groupings ie: hardware, plumbing products, eleptrlcal
products, office supplies, food products, and is reevaluated on a yearly basis and . determines
reasonable priced vendor contractors in locations common to our facilities. For purchases of multiple
items such as hardware, novelty goods, etc. from vendor contractors that do not have an annual bid on
file it is perm|33|ble to do a price companson on a random samplmg of those items to prepare a vendor
contractor quote form. ,

Petty cash purchases (section 126) do not require bids, but have free and open competition. Staff may
‘use a vendor contractor they feel is in the best interest for the agency.
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Included in the purchase package, a program person must sign their name and date items or service
received. This can be handled in a few ways. : : ' B
’ Al packing slips, if applicable, should be forwarded to the purchasing department for
attachment to the PO and should include a signature and date received. o '
In the absence of a packing slip, the pink copy of the P.O. should be forwarded with a
signature and date received. - : _ o -
, If neither are available, the program person is to sign the invoice to indicate receipt, and
indicate date received. o '
~An email confirmation of receipt of goods including a date items were received is also
acceptable in the absence of the packing slip. '

~ 87._Excluded Parties

The Accounts Payable Specialist in Conjunétion with the P‘urchasing Department shall review current
vendor contractors annually and any new vendor contractors to ensure they are not listed on the
excluded parties list or a U.S. Government Debarment listing. - ‘ ‘

All credit applications must be forwarded to the Purchaser for completion,‘ and the Purchaser will
review the Federal Excluded Parties List and Debarment list.

88. Corporate Credit - ur
(9/16)(6/1 7)(10/1 T)(11/17)(3/18) (10/18)(6/19J(IHE

Cards _(8M4)  (12114) _ (1116),

PEAC.E, Inc. cufrently has the following credit-cards;

1. Home Depot — procurement card
e

A Hola] gy
:@L ..;u i 2

b. Two cards are housed in the main office safe. . _ _
The Facilities Manager and the Maintenance Manager have custody of their cards.

c. Energy & Housing has been set up as a Proxy Account whereby any of the Energy &

| Housing Employees can sign for any purchase as long as they are in uniform and can
produce ID _legible. Home Depot contacts the Energy &
Housing E*f: SN Ventory: Gontral immediately if the process is not followed or if

. they have a time about a purchase. '

d Purchases on the Home Depot cards are authorized by the Program Directors of the
employees who hold those cards

e. The Home Depot card does not have any finance fees associated with it (but may incur
late payment fee). It is authorization to procure items at New York State bid pricing.
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f. The credit fimit on this card is §8& ,‘ or Weetherization Department cards and $5,000
for the Mamtenance Department cards '

2. Wegmans
a. The cards are assigned to various staff lncludmg Head Start & Early Head Start
employees, and Food Services Director and various other employées on an “as needed”
basis. The cards are not issued-in an mdnwdual name, but associated with a pin. The
cards are locked in'lock boxes or at the agency’s main office safe.
b. A Senior Accountant maintains a current listing of who holds the Wegmans cards
c. Purchases on the Wegmans cards are authorized by the Program Dlrectors of the
~ employees who hoid those cards
d. Purchases on the Wegmans cards are reconcned to- a monthly billing statement from
Wegmans by Senior Accountant
e. The monthly reconciliations are forwarded to the CFO for reV|ew and ap al
f. Credit limit - $500 per account ~ for 1 account, $1,000 for 2 aceounts o
“accounts,
$3,000 for 2 account, $5,000 for 1 account, 1 account is used for gift cards by the
purchasing department

3. Valvoline Fleet Service ééjx

a. The cards are assxgned to various Head Start & Early Head Start employees,
Weatherization employees, maintenance employees, Food Service Director, Big
Brothers Big Sisters employees, the Executive Director and Family Resource Center

' employees (the cards are associated with the vehicle) The cards are kept locked on site

I‘gg%% Each card is assocneed to a specn‘lc numbered veh|c|e

S ﬁ%’?){% 1%*:{“2/ £

;5:% and they are

.'

St J

d. Purchases on the Valvoline Fleet Services cards are authorized by the Progral
Managers of the employees who hold those cards -
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4. Key Bank Agency Operating Credit Card (11/12)(9/16)(6/19)kE8)

5. Key Bank DMV
3 P

6. Ke

a.

C.

d.

d.

The Key Bank credit card is maintained by a Senior Accountant in the safein the fiscal
office. This card is issued in the CFO’s name. The card is utilized by the CFO,
llér. Senior Accountants, and Purchasing Director with the CFO’s approval. A
new Key credit card was established under the Key2Business credit card umbrella. The

- credit limit on this card is $27,000.

Purchases on the Key Bank Agency credit cards are authorized by the above mentioned
staff with the properly completed Purchase Order or Cash Disbursement Request forms
that have already been approved by the Program Directors. '

Purchases on the Key Bank Agency credit card are reconciled to a monthly billing

statement from Key Bank by the Senior Accountant.

The monthly reconciliations are forwarded to the CFO for review and approval

DUy Credt ME)(1116)E19)
e _:"' : u .‘ sh v ﬁ:ﬁ&%i%"

the iiausporialinh oURESIMISIE: he vca"rc;; is housed in a Ioékzd ;;étty casbﬁ bdi in a
ocked desk at the ransportation Department, assigned only to the Transportation

Y

%‘ﬁﬁ% sS4k A new Key credit card was established under the Key2Business credit card
umbrella. The credit card limit is $5,000. ; _
Purchases on the ' Key Bank credit card are authorized by the Transportation Director as
DMV registrations come due : . B
Purchases on the Key Bank credit card are reconciled by a Senior Accountant to a
monthly billing statement from Key Bank. ' - :
The monthly reconciliations are forwarded to the CFO for review and approval .

vi#2Business Backup Operating credit card (6/19) -

P

b.
C.
d

Activated as of June 2019. . .
This credit card will be held in the safe along with the Operating credit card listed above.
Controls over this credit card are the same as the operating credit card above.

This credit card is to be used when we have a fraud transaction on the operating credit
card, and are awaiting the replacement operating card. ‘
The credit card limit is $10,000 o
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102. TRAVEL AND BUSINESS ENTERTAINMENT

103. Travel Advances (1 2I14)

Funds wm be- advanced for. upcoming travel only upon recelpt of a completed and properly approved
travel authorization voucher form. The Agency follows the IRS policies for per diem rates for meals
and incidentals based on the number of days the travel will’ cover. When the per diem rate is used for
travel advances for meals and incidentals, the Agency does not require the return of receipts. In
instances where the employee will not be staying over-night they are required to keep receipts for
meals and incidentals in order to get reimbursed for these expenses. Ininstances where the employee:
incurs (or has received an advance for) gas/mtleage (as appropriate), parking or toll expenses they will
be reimbursed for these expenses upon return of the actual receipts that speCIfy the dollar amount to
be relmbursed or complete an Advance Reconciliation form or mileage form to reconcile back to the '
original advance if appropriate. The receipts will be attached to the original approved travel
authorization form, if an advance was given. If there was no advance, the receipts will be attached to
the reimbursement request form (cash disbursement form, travel form, petty cash etc).

PEACE, Inc. foTlowé the IRS reimbursement rate for mileage. The first and last day of travel are valued
at 75% of the per-diem rate, unless travel is before 7am or after 7pm and then 100% of the daily rate is
glven for the flrst and/or last day. : :

1031 Tips (12/5/085’? -
The maximum standard tlp amount is 15% for federal grants. Tips required by restaurants or prowders
above this will be handled in the following manner:

The overage must be approved by either the Executlve Director/CFO/or Controller
o _Theamount over 15% will not be charged onto alfederal grant ! s

e el

103.2 Entertainment (11/16)

Costs of amusement, diversion, social actnvnﬂes ceremonials, and costs relating thereto, suéh as
meals, lodging, rentals transportation and gratuities are unaIIowable (Subpart E Cost Pnnmples sec
200. 438)

103.3 Travel Emergencies (for Weatherization Jobs)

Where emergency work-related travel is unplanned and could not be foreseen, the travel authorization
form must indicate “EMERGENCY”. The form must be signed by the Traveler and Supervisor prior to
traveling: The remaining required signatures must be obtained upon returning and prior to
reimbursement of expenditures. Receipts are still required for all expenses except when the per diem
rate is used for meal and incidentals.
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104. CASH DISBURSEMENTS (CHECK-WRITING) POLICIES

R
[2

105._Check Preparation (11/12), (1/16)(9/16)(11/16fiA/A81i4120)

S
Y

It is the policy of PEACE, Inc. to print vendor contractor checks and expense reimbursement checks on
- a weekly basis, as funds permit. Checks shall be prepared by persons independent of those who
initiate or approve expenditures, as well as those who are authorized check signers. ‘

The check signing sequence of events is as follows ‘
‘ The CFO or Controller will notify the Accounts Payable Specialist of the amount of available
funds. . '
The Accounts Payable Specialist forwards an “Aged Accounts Payable Report” to the CFO,
and indicates those items that require payment (including priority vendor contractors).
GFO signs and returns the aged accounts payable to the Accounts Payable Specialist with any
adjustments and total of payments to be issued. The CFO will ask any questions needed to.complete

~ this review.

Accounts Payable Specialist accumulates the required invoices and support in a stack for
review, along with the Open Invoice Report and the Aged Account Payable Reports and forwards them
to the Senior Accountant for review. o R ' -
The Senior Accountant reviews the stack of proposed payments to ensure all documentation is
attached including: _ . - ‘
. Original invoice or appropriate substitute
Required signatures ‘ :
Completed Checklist of controls -
Required quotes - ' 4
Dates included: PO, Receiving and Invoicé are in appropriate sequence
_ ldentification of any fixed assets ' " ' -
The Senior Accountant signs the Open Invoice Report and Aged ‘Accounts Payable Report for
approval, and returns to the Accounts Payable Specialist. ‘ '
The Accounts Payable Specialist cuts the checks, and forwards the following to the CFO:
Aged Accounts Payable (signed by CFO)
Open Invoice Report (signed by Senior Accountant)
- Project Distribution Reports
Stack of checks with attached support

' CFO reviews the payment support and signs the “Open Invaice Report’. There is a separate
set of reports for each operating cash account:. , -

M & T Bank — 100% Head Start (with credits solely for Head Start)
_Key Bank ~ other and Head Start mix, and credits :

- Any adjustments to the original signed Aged Accounts Payable will be signed by the CFO.
CFO signs and forwards the cut checks with support f.o the Executive Director or

re. The operating account checks require two signers (Executive
? ‘Human Resources Director, or specified Board Members). -

alternate signo
Director, CFO, B¢

74




Signed checks with support are returned to the CFO or Senior Accountant. The Senior
Accountant sets up the Head Start draw if appropnate which is recerved the following day; __The Semor

issued from the'M&T operatlng account, a draw rs rece|ved mto the Key Bank operatlng account. A
check is then drawn on the Key Bank operatlng account and deposited into the M&T operating
account, _

All' vendor contractor and expense reimbursement checks shall be produced in accordance with the
 following guidelines:

1. Expendrtures must be supported in conformity with the purchasing, a ccounts payable, and
travel and business entertainment policies described in this manual
2. Timing of disbursements should generally be made to take. advantage of all early—payment
discounts- offered by vendor contractors, as available funds allow
3. ‘Generally, all vendor contractors shall be paid within 30 days of submitting a proper rnvoxce
: upon delivery of the requested goods or services, available funds permitting
4. Total cash requtrements associated with each check run is monitored in conJunctron with
available cash balance in bank prior to the issuance of any checks '
5. All supporting documentation is attached to the correspondmg check prlor to forwarding the
entire package to an authorized check signer
6. Checks shall be utilized in numerical order (unused checks are stored in a locked cabinet in the
accounting department)
7. Checks shall never be made payable to “bearer’ or cash"
‘8. -Checks shall never be signed prior to being prepared
9. Upon the preparation of a check, vendor contractor invoices shall lmmedlately be stamped

, “PAID” to prevent subsequent reuse.

10.  Checks are released after being signed. Checks. are not to be held, except as stated below. If
a problem arises and the check will not be sent out, the check is to be voided. Some checks are
held for office personnel or predetermined pick up by payee The person picking up the check

_ signs a log when pick up is complete.

11. Checks to be voided are S|gned by the CFO, and entered into the general ledger datly as they

occur.

106. Check Signing (’1/6/09).

Refer to section 121 — Cash Accounts for the list of signers for each bank account.
Check signers will be presented with all original supporting documentation to ensure that each item has

been properly checked prior to signing a check. Checks should not be signed if supportmg
documentation appears to be missing or there are any questions about a disbursement.
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The Payroll Specialist or Senior Accountant may not change or corfect-timesheets. Wh'en errors are

" noted, if a corrected and approved timesheet is not re-submitted in time- to the Payroll SpeciaIiSt or
Senior Accountant, the employee may not receive a pay check until the next pay period (or via a
manual check if so approved by the CFO). In the event that a corrected timesheet will not reach the
Accounting Department in time for payroll processing, the designated supervisor may authorize the -

necessary corrections via e-mail. The e-mail will be attached to the timesheet as back-up for the
correction. : - '

Tampering with, altering, or falsifying timé records; recordihg time on another erhployee_'s time record,
or wilifully violating any other timesheet policy or procedure may result in disciplinary action, up to and
including discharge. ‘ ' | '

117. Review of Payroll (11/12)

Upo'n return of payroll repbrts and checks fro_m the payroli'service center (ADP) the Payroll Specialist
and/or Senior Accountant review all-reports for completeness before distribution to employees.

'419. Employee Loans and Payroll Advances (9/11)

Loan advances and advances in pay are not permitted. _ :
Employees will not be able to “cash in” on their Accrued Time Off prior to termination.

119.1 Accrued PTOIETO .atnd other categories as defined (12/12)(11/16)(10/1 Wi1/4A7) -

Annually for the audited financial statements the accrued PTO/ETO and other categories as defined is
- recalculated and adjusted. If an employee eligible for payment of accrued time leaves, and it is
allowable under the grant and there are funds available, the accrual would be paid with grant funds. If
it is not allowable, unrestricted income would be used to pay the accrued PTO/ETO and other
categories as defined. ' ' \ ’ '
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POLlCIES PERTAINING TO SPECIFIC ASSET AND LIABILITY ACCOUNTS -

120 CASH AND CASH MANAGEMENT (8/15)

121. Cash Accounts (8/14 (1/16)(9/16) (10/16)(11I16)(6[17)(9I17)(10/17)
‘ (9/18)(12/18)(5/19)(1019) 1

General Checking Account (operating account):'

'_ There are 2 operatlng accounts maintained — Key Bank and M & T Bank (for Head Start and Early
Head Start). The operating accounts provide for routine business check disbursements, ACH
payments from DHHS will be made directly to the Key Bank account.

We have two operating accounts:

- Key Bank Existing account used for all cash transactrons other than Head Start and Early
Head Start federal grant activity. If a disbursement is split between Head Start
and othier, it will be issued with a Key Bank check.

This account is a checkmg account W|th a Iayer of i insurance as follows:

First $250,000 — covered by FDIC insurance
Over $250,000 — covered by a 3 party collaterahzed agreement

M&T Bank  The M&T Bank-account is used for cash transactions related to Head Start and
' Early Head Start federal grant activity. This account will ensure accountability for
all funds. drawn for Head Start and Early Head Start through DHHS, and that the
funds are used for authorized purposes. Draws for Head Start and Early Head
Start will be made into the Key Bank operating account, and then deposited by
Key Bank check into this M&T bank account

- This account is a checking account, with a layer of insurance as follows:

First $250,000 — covered by FDIC insurance
Over $250,000 — covered by a 39 party collateralized agreement

‘Note: Accounts payable payments for an item that is a combination of Head StartlEarly
Head Start, and other responsibility centers will be made from the Key Bank account. Draw
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for Head Start/Early Head -;Start will be based on the direct charges and indirect rate charges to
the grant,l including cash disbursements, payroll and journal entries.

The Key Bank checking account (320-9000-674-24) is used.exclusively for Weatherization-
Landlord Contributions as required by the grantor. Upon completion of the job, contributions

may be transferred to our operating account. This account is also used for HCR bid deposits.
A separate account is not required by HCR. However, HCR approves of us using this account.

Bank- Bank Account # | G/L Account | Description B |
_ _ # |
Key Bank = . | 204-86465-8 1 01-1000- | This account is the Agency’s main

00000 operation account. There is a third party
- collateralized agreement.
_TYPE: Checking
PROGRAM: Agency
RECONCILED BY: HR Benefits
Administrator
SIGNORS: Any 2 of:.
President
Treasurer
Execulive Director
HR Director
CFO
" Deputy Director.
TELEPHONE INTERNAL TRF
" AUTHORIZATION:
_Signors above
CFO :

Controller
Key.Bank 320-9000-674-24 | 01-1004- | HCR landlord contributions and bid and
00000 performance bond deposits are deposited

into this account.

TYPE: Checking :

PROGRAM: Energy & Housing

RECONDILED BY: Payroll Specialist

SIGNORS (1) ' ’
Execttive Director

CFO | | .
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Federal

.| Cooperative

1/8049.0

01-1007-
00000

| maT

19836896200

01-1010-

00000

g?%iand related grants. There is a

' thlrd pa}ty collateralized agreement

TYPE: Checking ,
PROGRAM: Head Start
RECONCILED BY: HR Benefits
Administrator
SIGNORS (2 OF)

President.

Treasurer-

- Executive Director

HR Director

- CFO

Deputy Director
TELEPHONE INTERNAL TRF
AUTHORIZATION:

%‘Slgnors above

Key Bank |

790087 4988

01-1012-
00000

This account is for Capltal
Improvements/Repairs, under the Executlve
Director's direction. It is being used to
separate funds as funds are available for
“nest egg”.” This account is covered by the
third party collateralized agreement It is an
interest bearing account.
PROGRAM: Agency
RECONCILED BY: Payroll SpeCIallst
SIGNORS (1):

Executive Director

CFO

HR Director

M&T a

9847324069

01-1013-
00000

Closed as of 8/14.

1 M&T

T15004220951485

01-1014-

00000

Closed as of 8/14.
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Key Bank 7900987178 01-1015- | To hold health care premiums until
' 100000 | disbursements are made for claims-and
other related health care payments, activity
and fees. Disbursements made by check
and ACH
Type: Checking
Program: Corporate
Recongiled by: Controller or Payroll
- Specialist
Signors: (2 of). ,
Executive Director
HR Director
CFO

MVP holds an account with Chase that pays the mdnvndual health insurance cla|ms PEACE,
Inc. does not have access to this account.

If a crisis occurred, we would be able to verbally draw funds on our Key Bank line of credit, and follow

up with appropriate paperwork as soon as possible so we would be able to meet payroll or other
immediate needs.

Bank Statements-  will be opened by the Human Resources Director. The HR Director will open the
' envelope with the bank statements review the statements, sign the statement _

Bank Reconciliations are to be completed by staff who are not involved with either cash receipts or
" disbursements. There is no separate payrollaccount.

The operating accounts (Key Bank and M&T) will be reviewed-daily by the CFO through on-
line capabilities to ensure cash is flowing smoothly and timely.

The Controller is the backup for the CFO for cash functions.

122, Payroll Account (11112)

The Agency does not maintain a separate payrolt account. The Agency is normally notified
Wednesday of the pay week by the ADP payroll serwce provider ofthe amount that will be deducted
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from the Agency’s operatlng account for that week’s payroll. The normal payday is Friday. When the
payday is a holrday, the sequence of days is backed up for the holiday. All payrolls are biweekly.

123. Bank Reconciliations (11/13) (116)(9/16)(9/17) (10/17)(@@3

Bank account statements received i in the mail are forwarded unopened to the Human Resources
Director for review and signature. The CFO maintains a daily reconciliation of the Key Bank and M & T
operating cash accounts of the Agency via online banklng technology (M & T effective 10/05).

The bank reconciliations for these accounts will be prepared by an employee who does not record
deposits or withdrawals from the accounts. The reconciliations are forwarded to the CFO for review,
signature and filing.  The two operating bank reconciliations will be available for review by the Finance
Committee at the monthly Finance Comm-ittee meetings.

The two accounts will be reconciled before the current month closes for financial statements A formal
reconciliation will be completed-by the end of the subsequent month. '
To complete the bank reconciliations for Key Bank and M & T operating in a timely manner (as we
receive the bank statements mid month), the followrng lnformatlon will be used.

Copy of the checkbook balance (showmg also the bank and general ledger balances
and activity)
Copy of the bank activity from a printout from the bank’s internet site, or bank
statement if available '
- Copy of the general Iedger

The cash reconciliations will be prepared showing ending balance in separate columns for checkbook

‘ (if applicable), bank and general ledger. Deposits in transit and outstanding checks will be listed, and
each individual reconciling item identified. There will be an indication of the status of the mdrwdual
reconciling items.

A reconciliation will be completed for the Key Bank and M&T Bank operating accounts reconciling the
checkbook, bank, and general ledger. Copies of the above will be attached to the recenciliation.

Other cash account reconciliations will reconcile the Je
of the bank statement andgeneral ledger attached. &

All other bank reconcmatlons are prepared by the accounting staff, revrewed and signed by the CFO
and filed.

statement

The CFO will ensure that the bank reconciliation- reflects the general ledger ending balance.
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The Purchasing Director is responsible to review any requests for new petty cash accounts or changes -
in imprest amount. These changes are to be approved by the CFO. Because some sites close
temporarily and reopen, petty cash accounts are closed during that time and reopened when the site
reopens, in that instance, there is no need for CFO to re-approve the reopening of a petty cash
account. . : : ' '

There is one Petty Cash account maintained in the Controller’s office by the Senior Acpountant. The
cash disbursement form payable to the Senior Accountant must be signed by another member of the

Accounting staff.

127. Bank Transfers (1/6/09)

" The Executive Director or CFO shall be the only PEACE, Inc. employees authorized to approve bank
_ transfers between PEACE, Inc. bank accounts. Written authorization is presented to the bank to
transfer funds, signed by the Executive Director or CFO. '

127.1 Line of Credit (11/12)(9/16)(10/16)

The Line of Credit is maintained at Key Bank. The line of credit is accessed by a written letter to the
bank to draw on the line of credit with indication of the receivables supporting the request. The
repayment on the fine is completed with another letter from the CFO to the bank.. In an emergency, the
line of credit may be accessed verbally by the signors, with appropriate paperwork completed as soon

as possible. ‘ C , : '

Two signors are required for a draw from the following list: Board President, Second Vice President,
Treasurer, Secretary, or Specified Board Member. Also, the Executive Director must sign (CFO in his
absence). In an emergency, a verbal communication-can be-used to draw funds, followed up with
appropriate paperwork as soon as possible.

‘ 128. INVENTORY

{71 S ‘ :
PEACE, Inc. maintains an inventory of goods for future use. Specifically, items that are held in
inventory include: ' : :

129. Description of Inventory (11/12) B/20)

1. Food service supplies . ;
2. transportation department supplies/ bulk ol g
3. maintenance department supplies
! : _
5

. DEHS x ]
. DEHS — Oswego County ~ includes “new” inventory as well as carried forward inventory

130. Physical Counts (1 1/40)

It is the policy of PEACE, Inc. to perform a physical count of inventory ‘at- minimum on an annual basis.
Any inventory items that appear damaged, obsolete or otherwise unable to be sold shall be excluded
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11. Physical Inventory and date
12. - Utilization ' '
13.  Ultimate disposition data including the date of drsposal and sale price

A physical mv_entory of all assets caprtalrzed under the precedrng polrcres will be taken on a bi-annual
basis by PEACE, Inc. This physical inventory shall be.reconciled to the property log and adjustments
made as necessary. All adjustments resulting from this reconciliation will be approved by the CFO.
The physrcal inventory of fixed assets will be completed by fiscal staff who are not in the purchasing -
department or involved in recording and maintaining fixed asset records.

135. Receipt of Newly-Purchased Equipment and Furniture (1/6/09)

At the time of arrival, all newly-purchased equipment and furniture shall be “eyeballed” for obvious
~ physical damage. If an asset appears damaged or is not in working order it shall bereturned to the
vendor contractor immediately.

In addition, descrrptlons and quantities of assets per the packing slrp or bill of lading shall be compared
to the assets delrvered Discrepancies should be resolved wrth the vendor contractor immediately.

The IT Director maintains a lrstrng of computer hardware for items under the fixed asset threshold. The
IT Director will supervise a periodic comparison of the list to physical rtems (may be accomplished
electronically.in some cases) '

1351 Construction In Progress (11/13), (1/1 6)(11/16:£ A

Constructron,rn Progress is reconciled to the general ledger monthly by a Senior Accountant. Copies
JsUpD i;;are to be forwarded to the Senior Accountant by Purchasing, Accounts Payable

i N DR R

Specralrst or the Accountants as soon as |t is recognized there is a purchase for Construction In
Progress

The Senior Accountant will list all charges, meet with the originators to determine the estimated time
for completion, and indicate such on the reconciliation. When we reach the indicated month of
completion, the Senior Accountant should contact the originator and the Accountants involved to
determine if the item is ready to move to Fixed Assets or other accounts.

136. Depreciation and Useful Lives

All capitalized assets are marhtalned in the special fixed assets account group and are not to be
included as an operating expense. Fixed assets are depreciated over their estimated useful lives usrng

the strarght—lrne method.

-In the year of acquisition, depreciation is recorded based on the number of months the asset is in_
service, counting the month of acquisition as a full month (Example: an asset purchased on the 15"
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day of the fifth month shall have 8 full months of deprec.iation (eight-twelfths of one year) recorded for
that year. ' , '

Estimated useful lives of capitalized assets shall be determined by the Accounting Department in
- conjunction wjth the department or employee that shall utilize the asset.

For accounting and interim financial reporting purposes, depreciation expense will be recorded on-a
monthly basis. o : _ '

137. Repairs of Fixed Assets

The program managers responsible for the equipmvent shall periodically inspect the equipment and
ensure there are adequate maintenance procedures to keep the equipment in good condition. They
shall maintain controls to prevent loss, damage or theft.

Expenditures to repair capitalized assets shall be expensed as incurred if the repairs do not materially “
add to the value of the property or materially prolong the estimated useful life of the property.

Expenditures to repair capitalized assets shall be capitalized if the répairs increase the value of
property, prolong its estimated useful life, or adapt it to-a new or different use. Such capitalized repair
costs shall be depreciated over the remaining estimated useful life of the property. If the repairs
significantly extend the estimated useful life of the property, the original cost of the property shall also
be depreciated over its new, extended useful life. ‘ .

138. Dispositions of Fixed Assets (2/16)0

There. are specific procedures that must bé followed to dispose or fransfer a fixed asset having a fai( ,
market value of $5,000 or more. - :

We must receive a written statement from the grantor permitting disposal or transfer of a fixed asset
with a fair market value of $5,000 or.more. Also refer to (2CFR Part 200.313(e)). If the item was
purchased with grant money, we must report program income.

No employee is authorized to take or buy any item from PEACE, Inc.

fy;che fundirig source and enable accounting to locate the

The fair market value will be determined using the

If the item is sold outside the company, determination will be made for the possible program income. If
the item was purchased with grant money, we must report program income. If an item is not scrap,
but is disposed, we must receive 3 quotes when applicable to receive the maximum price for the item.
If the item is a vehicle, we will obtain the “blue book” value to use as a guide. If the item is scrapped as
junk, we will receive either a written receipt at the trash site where disposed; or a written statement

~ signed by the Executive Director or CFO.
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140. LEASES

141. Classification of Leases

It is the policy of PEACE, Inc. to classify all leases in which the Agency is a lessee as either capital or
operating leases. PEACE, Inc. shall utilize the criteria described in Statement of Financial Accounting
Standards No. 13 in determining whether a lease is capital or operating in nature. Under those criteria,
a lease shall be treated as a capital lease if, at the time of entermg into the lease, any of the following
factors are present:

1. | The lease transfers ownership to PEACE, Inc. at the end.of the lease term; -
2. “The lease contains a bargéin purchasé o'ption;‘
' 3j The Ieése term is equal to' 75% or more of the eétimated economic life of the leased property;
or: ‘
4. | The present value of the minimum lease payments is 90% or mbre of the fair value of the

leased property (using, as the interest rate, the lesser of PEACE, Inc.'s mcremental borrowmg
rate or, if known, the lessor's implicit rate). :

All leases that do not possess any of the four preceding characteristics shall be treated as operating
leases. In addition, all leases that are immaterial in nature shall be accounted for as operating leases.

The CFO is to review all new leases.. An énalysis will be complieted by the CFQ or designee to
determine if a lease is an operating or capital lease. '

142, Acco‘un’ting for Leases {$0/20)

All leases that are clas 'fle as operatlng leases and mmygterla

as expensesiHE Dol reOUatERS [0F Iense dlasaticalions IS Bo

6\3:“_.

ital leases shall be accounted for

All leases that are classified as capital leases shall be treated as fixed asset additions of PEACE, Inc.
As such, upon the inception of a capital lease, PEACE, Inc. shall record a fixed asset and a liability
under the lease, based on the net present value of the minimum lease payments (or the fair value of
the asset, if it is less than the present value of the lease payments). Periodic lease payments shall be
allocated between a reduction in the lease obligation and interest expense. The fixed asset recorded
under a capltal lease shall be depreciated over the term of the lease, using the straight-line method of
depreciation.-

PEACE, Inc. shall also maintain a control list of all operatlng and capital leases. Th|s list shall include
all relevant lease terms:
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154. GOVERNMENT RETURNS

155, Overview

To legitimately conduct business, PEACE, Inc. must be aware of its tax and information return filing
obligations and comply with all such requirements of federal, state and local jurisdictions. Filing
requirements of PEACE, Inc. include, but are not limited to, filing annuial information returns with the
IRS, information returns for retirement plans and payroll tax withholding retumns.

156. Filing of Returns (11/12)(11/4 6)(10/17)(

It is the policy of PEACE, Inc. to become familiar with the obligations in each jurisdiction and to comply
with all known filing requirements. The CFO shall be responsible for identifying all financial filing
requirements and assuring that PEACE, Inc. is in compliance with-all such requirements. The CFO -
maintains a list of required tax filings and other Key financial reports. '

It is also the policy of PEACE, Inc. to file c_omblete and accurate returns with all authorities. PEACE,
Inc. shall make all efforts to avoid filing misleading, inaccurate or incomplete returns.

Filings made by PEACE, Inc. include, but are not limited to, the following returns: |

-1 Form 990 - Annual information return of tax-exeémpt Agencies, filed with IRS. Form 990 for-

- PEACE, Inc. is due on the fifteenth day of the fifth month following year-end. An automatic 3-
month extension of time to file Form 990 may be-obtained by filing Form 8868. Upon expiration
of the first 3-month extension, a second 3-month extension may be requested using Form 868.

2 Form 5500 - Annual return for PEACE, Inc.'s employee benefit plans. Forms 5500 is due the
last day of the seventh month following the end of the plan year, but a request for extension of
time to file may be filed. These returns are handled by the Human Resources Department.

3. W-2's and 1099'5 - Annual report of employee and non-employee compensétion', based on
- calendar-year compensation, on the cash basis. These information returns are due to

employees and independent contractors by January 31 andto federal government by January
3.

4. Form 941 - Quarterly payroll tax return filed with IRS to report wages paid to employees and

- federal payroll taxes. Form 941 is due by the end of the month following the end of each
quarter, or 10 days later if all payroll tax deposits have been made in a timely manner during
the quarter. (Prepared and filed by ADP). : '

PEACE, Inc.'s fiscal and corporate tax yea
PEACE, Inc. (Form 990 and Eorm 99;
basis of reporting.

d i§-‘l_Ja'nu§wr)‘/T 31. Al annual tax and information returns of
mi ea aftet 11120} are filed on the accrual




'162. FINANCIAL AUDIT

163. Role @t_he.lndepengent Auditor (5/1.5)(7/1 8)(10/18}

It is the pollcy of PEACE, Inc. to arrange for an annual requnred audit of the-Agency's financial
statements to be conducted by an Independent Certified Public: Accounting firm on time in accordance
with Title 2 of the Code of Federal Regulations, Uniform Administrative Requirements, Cost Principles,
and Audit Requirement (if applicable) and/or State audit threshold requirements. The independent
accounting firm selected by the governing body of PEACE, Inc. will be required to comm‘u'nicatedirectly ;
with the Agency's Finance Committee upon the completion of their audit. In addition, members of the
- Finance and Executive Committee are authorized to initiate communication directly with the
independent accounting firm. Only independent directors are allowed to participate on the Finance
Commlttee deliberations and voting.

The Finance Committee recommends the selection of the external auditors to the Board for approval.
The Finance Committee will annually review the performance and |ndependence of the audltors to
retam/renew the mdependent auditors..

The Finance Commlttee will meet annually with the aud|tors pnor to the commencement of the audit to
~ review the scope of the audit and the audit plan. '

The audttors will meet with the Ftnance Commlttee annuatly to discuss:
Auditor's opinion
Review the results of the audit and Management Ietter
Any material weaknesses in internal controls
Any restrictions on the scope of the auditor's activities or access to requested documents
Any significant disagreements between the auditors and the management

. il b od in the Committee minutes.
After the financial statements have been revnewed and- apprOVed by the Finance Committee, the
independent accounting firm will present the audited financial statements to the Board. of Directors at
an annual meeting for the Board to receive and accept the audit, and will be reflected in the Board

. minutes.

164, How Often to Review the Selection 'of the Auditor (5/15)

PEACE Inc.’s governing body shall review the selectlon of its lndependent auditor in the following
cwcumstances

1. Anytime there is dissatisfaction with the service of the current firm
2. When a fresh perspective and new ideas are desired '
3. Every 5 years to ensure competitive pricing and a high quality of service (this is not a

-reqUIrement to change auditors every five years; simply to re- -evaluate the selection)”

165. Selectmg an Audltor (9/11)
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173. FUNCTIONAL EXPENSE ALLOCATIONS

174. Overview (11/13)(7/18) (9/18)(

As one of its financial management objectives, PEACE, Inc. strives to determine the actual costs of

careying out each of its program service and supporting activities. In this regard, it is the policy of

PEACE, Inc. to charge expenses to the appropriate category of program service or sypporting activity.

- Expensés that serve multiple functions or are not readily idertifiable with one function shall be
allocated between functions whenever possible. S : ‘

We will follow the cost allocation procedures of our various funding sources.

. Program and ':supporting service functions of'PEACE, Inc. are:

Programs: - :
Head Start and Early Head Start
Family and Community Development
Big Brothers Big Sisters - =~
Department 'of Energy and Housing
Foster Grandparent Programi
* Senior Nutrition '

ook LN =

Supporting Services: (8/14) (12/14) (8/16) (11/16). . ‘
1. Indirect administrative departments including (Executive Dept, Fiscal Office, Human Resources,
IT Department, Supplemental Costs (if needed), Main Office, Community Engagement
~Department, and Board of Directors. .

475. Direct Charging of Costs (11/13jf4Ia8

Certain internal costs shall be directly charged to the appropriate PEACE, Inc. function (projects and
jobs) based upon underlying documentation. The following costs shall be directly charged based on
the documentation or factor listed next to each: C

Cost , ~ Basis For Charge. _
Salaries . Timesheets and salary allocation worksheets
‘Occupancy (facilities) costs Actual square footage used by each fu;n(:tion

Transportation Actual based on work log summaries, _
Maintenance ~ Actual based on timesheets/allocation sheets
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Insurance - ~ Based on insurance policy and programs benefited
Food Service - . Based on production records and mileage

With the exception of salaries, which are recorded with each payroll cycle, all other costs identified
above may be initially charged to one account when incurred, then allocated and recorded to the -
~ appropriate functions via monthly journal entries. - '

176. Allocation of Ovefhead‘Costs (11/10) ‘

Ona monthly basis, the Agency s admlnlstratwe department costs are allocated to the various
programs/grants based an approved indirect cost plan approved by the-Department of Health and
~ Human Services. The_ rate used is the lower of either actual or the approved rate.

176.1 Other Cost Allocations (11/135

The Controller andg ill mamtam cost allocatlon documentation for items such as: -
‘maintenance, transportatlon insurance and food service. A fiscal accountant will maintain

_ documentatlon for salaries and fnnge beneﬁts These allocatlons are reviewed and updated annually
as needed.

177. Contracts

* The following procedures pertain to all legal agreements entered on b_ehalf of PEACE, Inc..

TYPE: =~ . GrantContracts, : Vendor contractor Contraets
Agreements, MOU'’s and Agreements
Proposals, etc.

SIGNOR: Executive Director Executive Director
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POLICIES PERTAINING TO FEDERAL AWARDS
178. ADMINISTRATION OF FEDERAL AWARDS

179. Defmltrons

There are several types of agreements through whrch PEACE, Inc. may receive financial assistance
from a donor/grantor agency:

Grant A financial assistance award given to the Agency to carry out its programmatlc purpose.

Contract A mutually brndlng legal agreement where the Agency agrees to provide supphes and/or .
services and the grantor agrees to pay for them.

Cooperatlve Agreement A legal agreement where the Agency |mplements a program with the direct
rnvolvement of the donor.

Throughout this manual, federal assrstance received in any of these forms will be referred to as a
federal “award. ’

180. Preparation and Review of Propoéals (2/11[085; .

The individual departments are responsibie for prepartng proposals for projects that the department
“intends to pursue.

181. Post-Award Procedures (11112)(9117)(10118 a6

After an award has been made, the foIlowrng steps shall be taken
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e specnflcatlons of the grant or contract. :
program director and Accountant may meet to review grant awards if applicable,
inc udrng items such as terms, time periods, award amounts and expected expenditures
associated with the award and other as appropriate. A CFDA (Catalog of Federal Domestic
Assistance) number shall be determined for each federal award where applicable. -

2. Create new general ledger account numbers and prpject #. New accounts shall be established
- for the receipt and expenditure categories in line with the grant or contract budget.

3. Gather documentation. A file is established for each grant or contract. The file contains the
' proposal, applicable correspondence regardrng the grant or contract the final sngned award
document.

182 Compliance with'LawéJ Regulat'oﬁs and Provisions of -Awards (12/09)

PEACE, Inc. recognizes that as a recipient of Federal funds, the Agency is responsrble for compliance
with all applicable laws, regulations, and provisions of contracts and grants. Along with the Fiscal
Policies and Procedures presented in this manual, all policies and procedures required by the grantor
will be followed. To ensure that the Agency meets this responsibility, the following policies apply with
respect to every grant or contract received directly or indiréctly from a Federal agency:.

1. For each Federal award, the PEACE, Inc program director of that award is responsible for

administering the award.
2. An Accountmg Department employee is assigned the fmancral duties. of the new award based

on the program and the award benefits

The financial data is to be related to the performance data to develop unit cost mformatron whenever
practical.

182.1 Special Provisions Regarding HHS (12/12)

The Federal government has an interest in all real property and equipment acquired or upon which
major renovations have been undertaken with grant funds for use as a Head Start Facility.

Facilitieé acquired with grant funds may not be mortgaged or used as collateral, or sold or otherwise
transferred to another party, without the written permission of the responsible HHS official.

Use of the facility for other than the purpose for which the facility was funded, without the express
written approval of the responsible HHS official, is prohibited. :
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