?Eﬂé EZ

EMPOWERING PEQPLE TO THRIVE | est. 1962

Finance Committee Minutes
via zoom/Aelephone/in person
Monday, January 8, 2024

MEMBERS PRESENT: Robert T. Tackman, Eric J.T. Caballero, Patricia Usherwood Fitzpatrick '
MEMBERS EXCUSED: None

MEMBERS ABSENT: None

STAFF PRESENT:  Kathleen O’'Brien, Nancy Turo, Carolyn Brown

GUEST PRESENT: None

CALL TO ORDER
The January 8, 2024 Finance Committee Meeting was caIIed to order at 12:20 pm by the Finance
Committee Chalr Robert Tackman. It was noted for the record that a quorum was present.

APPROVAL OF PREVIOUS MINUTES )
Eric Caballero made a motion to approve the November 2023 and December 2023 Finance

- Committee Meeting minutes. The motion was seconded by Patricia Usherwood Fitzpatrick,

and unanimously approved.

FINANCE REPORT

Kathleen O’'Brien, CFO, discussed the monthly financial statements for December 2023: Ms.
O’Brien stated that net income before depreciation year to date presented on page 3 is $337,118
vs a budget of $1,269,867. The net income after depreciation is ($218,415).

The current ratio as of December 31, 2023 is 150%, which equates to current assets being
$1,205,322 higher than current liabilities.

The net income from normal operations presented on page 7 is ($109,793). This number is the net
of “timing differences” of fixed asset purchases, revenue recognition grants and donation cost
centers. A

The line of credit balance at December 31, 2023 is $0.

The indirect rate as of December 31, 2023 is 23.00%, and we are approved for 24%.

The Supplemental Financial Information will be forwarded to the Finance Committee members.
CAPTIVE HEALTH RESERVE

The CFO discussed the balance in the Captive Reserve account. The target balance is $415,756,
and the current balance at December 31, 2023 is $359,183.

Page 10f 3




Finance Committee Meeting Minutes Page 2 of 3
January 8, 2024

DATIS PAYROLL PROCESSING SYSTEM

HR and the fiscal department is in the process of implementing a new payroll processing system
from Datis. The first live checks will be issued Friday, January 12, 2024.

FISCAL POLICIES AND PROCEDURES MANUAL

The Fiscal Policies and Procedures Manual was forwarded to the Finance Committee members.
The items that have been amended are highlighted. The CFO discussed a few key items that were
changed.

In a number of instances the titles of the staff performing tasks was changed.
The Purchasing Procedures for items $250,000 or more were modified, and discussed by the CFO.

The updates for the implementation of the new Datis Payroll processing system will be updated in
the manual as we are currently rolling the new system out now.

The Fiscal Policies and Procedures Manual will be forwarded to the full Board for review and
approval at the January Meeting. »

INDIRECT RATE PROPOSAL , s
‘The CFO stated thatshe will be filing the forms for the proposed indirect rate for the fiscal year

ending January 31, 2025 this week. She is including an appllcatlon a 26% rate, due to the direct

salaries vacancy rate

OLD BUSINESS:

Carolyn Brown, Executive Director provided an update on our 401k Review. As of the date of this
meeting, we completed a review of all current employee files and corrected 10 errors at an
estimated cost of $12,385. To advise us on legal issues, we engaged ERISA attorney, Cameron
Bernard from Bousquet Holstein. To advise us on auditing procedures, we engaged an accountant
experienced in 401k audits, Natasha Newbury from Dermody, Burke and Brown. In addition, we
entered into an agreement with High Probability to act as a plan advisor and fiduciary for the 401k
plan. -

With the help of these advisors, we will continue to gather information to insure compliance with
the Plan Document.

At the January Board Meeting, we will ask the Board to approve the following motion to amend the
401k Plan which will remove the Auto Enroll feature: ’

RESOLVED, that the 401(k) Profit-Sharing Plan for Employees of PEACE, Inc. (the "Plan") be

amended as soon as administratively feasible to: (1) eliminate the Eligible Automatic Contribution
Arrangement ("EACA") and (2) eliminate the automatic escalation of amounts automatically

deferred under the EACA, and that the officers of PEACE, Inc. are hereby authorized fo execute i
any and all documents, including amendments to the Plan, necessary to carry out the intent of this S
resolution.
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Our approach will be to encourage staff to make the decision to participate in our 401k plan
through education and outreach opportunities. High Probability will provide financial advice and
education to staff.

EW BUSINESS: None.

OTHER: None.

ADJOURNMENT
The meeting was adjourned at 12:50 PM.
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. Effective Date(s) of Accounting Policies (1/16), 2/16(11/21) ' -
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. ‘ '

Revisions to this manual are presented periodically to the Finance Committee and the Board of
Directors, and approval reflected in the minutes. Revisions will 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 orientations.

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

CFO E | o
11/13/07, 2/11/08, 6/9/08, 12/8108, 1/12/09, 11/9/09, 1/21110, 5110, 11110, 12/8110, 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, 11/25/21, 12/20/22 :

Executive Director S . ~ - R
. 11/13/07, 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,
T 12M0M2:114113,1117113; 8/12114,-12/14; 9/15, 2/16, 11/14/16, 10/31/17, 12/6/18, 1/13/20, 6/8/20,
12/4/20, 11/29/21. 12/20/22 ' ' : [ '

Finance Committee: , : ‘

Mailed 12/6/07 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, 114/13, 1/13/14, 12/8/14,:9/15, 2/8/16, 11/14/16, 11713/17, 12/10/18,1/13/20, presented
6/8/20, 12/7/20, MAILED 11/29/21, 1/9/23 ‘ R B

Board of Directors (copy forwarded) i

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, 11/15/18, 12/17/18,1/24/20, 6/20,
12/14/20, 12/7/21 )
INFORMANTS:

Comprehensive Leadership: - 7 "= S : L LT

Presented at 2/16 meeting, 11/22/16, 12/20/18, 12/28/21

AII 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, 114113 (email), 11214,

(-\ 12/9/14, 2/28/16, 11/15/16, 10/31/17, 11/16/17, 12/21/18, 1/21/20, 6/18/20, 11/29/21, 12/20/21,
12120122 : :
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* SPECIAL NOTE: DURING THE COVID 19 SHUTDOWN, STAFF WAS INSTRUCTED TO WORK
FROM HOME IF. THEY WERE ABLE. THE SHUT DOWN BEGAN MARCH 17, 2020, AND ENDED
~JULY 6,2020. DURING THIS PERIOD THE INTERNAL CONTROLS WERE FOLLOWED AS MUCH

e A POSSIBLE 'AND. IN-SOME CASES OTHER CONTROLS:WERE. IMPLEMENTED, -

INCORPORATING CONTROLS TO SEGREGATE DUTIES AS MUCH AS POSSIBLE. AS
EXAMPLES, MAIL DELIVERY AND PROCESSING WAS CHANGED. STAFF WHO DID NEED TO
REPORT TO THE OFFICE WOULD PICK UP THE MAIL AT THE POST OFFICE, OPEN, AND

- FORWARD. DAILY MEAL CONTRIBUTIONS WERE NOT COMPLETED AS THE CONGREGATE

i , SITE MEALS WERE NOT OFFERED.

1 INTRODUCTION (8/14)(11/1 6)

: The folIowmg accountrng manual is mtended to provrde an overwew of the accountlng pollcres and

:procedures:- apphcable tothe F’eople s-Equal Action and Commuity: Effort, Inc Agency, whrch shaII be

referred to as“PEACE, Inc.” or “the Agency throughout thls manuaI

PEACE, Inc is mcorporated in the state of New York PEACE Inc is exempt from federal income |
“taxes under IRC Section [501(c)(3)] asa nonprofit corporation. PEACE, Inc.’s tax—exempt mission is

Sl “Helplng People in- the Communlty Reallze The/r Potentlal for Becommg Self Sufﬁcrent IR

Thls manual shall document the fmancral operatrons of the Agency Its prlmary purpose is to formalrze

~ 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 Diréctors.™

- Al PEACE, Inc. staff are bound by the policies herein, and any deviation from established policy is
prohibited. . e _

-t We follow the OMB Unrform Guldance requrrements Also we must adhere to specrflc grantor
'requrrements C

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 not have the word “Director” in their
title.

10
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GENERAL POLICIES

2. AGENCY STRUCTURE
3. The Role of the Board of Directofs(10/17)(112.0!

PEACE, Inc. is governed by its Board of Directors, which is responsible for the ovérsight of the agehcy:
by: ‘

Planning for the future
Approving broad policies _ :
Reviewing and approving the annual audit
- Reviewing financial information- e
" Assisting in interpreting the Organization’s mission to the public
- Soliciting prospective contributors <.« e o e
~ Hiring, evaluating, and working with the Executive Director

NGO WON =

- The Executive Director shall be responsible for the day-to-day oversight and management of the
agency. ' e e

& Termrlimits were eliminated in the révised by-laws June 017+ v el St

- 4, .Committee;_StructureA_

The.board of directors shall form-committees in order to assist the board in fulfilling its responsibilities.

- 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. cansist of the following: ., R

Executive Committee S o
Finance Committee (includes audit review) o
Development Committee o
Personnel/EEO Committee ..

- Planning Committee

.+ Specific guidelines regarding the composition and election of the board.of directors and.committees . . .. . .
=ik arerdescribed in the:Agency's by-laws.. However, roles-of commitiees with direct responsibiiities for the: - . iz
+“financial affairs-of the Agency are further described in this manual. These committees shall be referred
" to in appropriate 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.

5. Finance Committee Responsibilities (11/10)(9/18)( 1/20)

11




The Finance Committee is responsible for direction 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 - :
Monitoring actual vs. budgeted financial performance
Financial planning _ _ \
- Establishment of investment policy and monitoring investment performance, when applicable
Oversight of reserve funds ~
Only independent directors are allowed to participate on the audit deliberations and voting.
Oversight of the annual audit including: o
-~ Recommend external auditors to Board for approval . .- -
Annualreview performance and independence of auditors to retain/renew the independent
...auditors S . s :
Review the results of the audit and related management letter with the auditors at least .
. _.Annua”y U T - ERNRIR U R S S
Review the audit scope and plan with the auditors-prior to- the audit commencement
- Upon completion of the audit, the Finance Committee discusses and reviews with the
Auditors: :
. . Any material weaknesses in internal controls identifisd by the auditors
- v Any.restictions -on the scope of the auditor’s activities or access to requested
documents T

SUA®N

- Oversee accounting, financial reporting and audit of financial statements.

“The Finance Committee shall report to the: Bdard the activities Ii»sfed above.’

6. The Roles of the Executive Director and Stgﬁ (1110)

The Board of Directors 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-staff-has 'ihe duthority tb-sign:bn:beh-aliiéfzs{afi thSY'iSUpeWise W'i":'en appropriaie.. :‘Any:po-‘sit-iomtitieﬁ.{;_r_;\’;; Lo
- identified with a task in this-manual also refers to-any assigned “backup” staff member. == o . e oL

Within each department or program, department/program directors are 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. : - o

12

A:-._-;‘.,:::«_.-Any!_-s"igniﬁcé'_nt'd-isa_gréements;.betweéafthe:au_ditors;jand-~mahagem'érit
w (.. -Review.and-approve fiscal internal controls and fiscal written policies (periodically)
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--6.1 STAFF COMMUNICATION (11/13) (11/16

...Are caused by the shutdown and/or stay at home order.

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

Staff communication to:

Board - As a matter of good practice, Comprehensive Leadership méy contact the Board on non- -

personal issues with the Executive Director’s permission, Also, please refer to Accounting and

Financial Policies and Procedures Manual section 18, which addresses our Fraud Policy. -

including the fiscal department are to inform the Program Director -
1} when they wish to contact a member of the Grantor/Fundor’s office with
contact. This will keep the Program Director up to date with the grant.

R R R A R BT

the nature of the quest

Media — All staff is to contact the Cbmmunity Engagement De'partrhent‘ in any matters concerning the
media,-before any action is taken with the media. .

6.2 PERIODS OF EMERGENCY, SHUTDOWN AND CRISIS .

- During periods of emergency, national emergency and shutdown various procedures will become
- effective..- The instructions from individual grantors will be followed and attachiéd in an Addendum to
. this manual to be followed.during periods of emergency, shutdown and-crisis.” Also included inthe ™
-2 ‘Addendum will-be examplés of temporary procedures to be followéd because staff may be working . .
-+ fromrhome: After the crisis fiscal policies dnd procsdure controls ill fesuimie as'normial as staff is able™ "+ ©: -
v sto returtt to Work arid resuitie full'duties inthe office setting. = s s o some L

‘f.'-.sj;;_..:_-iF?iease.-refer to'the:Human Resources Employee Handbook for the-following sec':tions' and topfcs:'

- *HR 2.13 Time Records — addresses collecti_o__n‘of time sheets
HR 3.6 Incentive Compensation — incentive pay

" HR6.16a 'EmergeHCy Disaster l?‘lavnnihg and 'Closing‘ ~ altered policies to comply with “

guidelines from governmental agencies and funders, work remotely from home, suspension of

programs, redeploymerit of staff,.continued compensation of all staff with full pay and benefits. -

EXAMPLES OF OTHER TEMPORARY-GHANGES TO FISCAL POLICIES AND PROCEDURES: (due

.-to shutdown and staff work at homestatus)-— See addendum to the Fiscal Policies and Procedures—

manual for list of changes. . Other changes may occur as long as they retain the control integrity and

13




L -of each posmon used throughout thls manual are as follows

7. ACCOUNTING DEPARTMENT OVERVIEW o : ~

The accountmg department consists of 10 staff who manage and process financial information for
PEACE Inc. The posmons comprising the accounting department of PEACE, Inc., are:

CFO

Senior Accountant (4)

‘Payroll Specialist

~Accounts Payable Specialist
Purchasing Director

Purchasmg Inventory Control/DEHS

Other staff who report dlrectly or indirectly to the CFO are:
Facilities Director (non financial position) ~
_.(and Maintenance staff)

-‘Other officers’and employees of PEACE, Inc. who have fmanmal responS|b|I|t|es and the abbrewatlons S

i Executlve Dlrector e
- “*Findnice Comimittee.
~ Full Board of Directors-
 Department/Program Directors - =+ =« -+ =
Human Resources Director

9. Responsibilities (11/12)

-+ -The primary responsibilities of the accounting department consist of:

General Ledger -
_ Budgeting »
Cash Managémenit & Investment
Asset Management "~
Purchasing - - = uro
- -.Accounts. Recelvable and Bllllng
.. Cash Receipts
~ 7 Aceounts Payable
Cash Disbursements”
Payroll
Financial Statement Processing
External Reporting of Financial Information
Bank Reconciliation , ' /
Reconciliation of Sub-Ledgers .
Compiliance with Government Fiscal Reporting Requirements
Financial Audits

14



Grants and contracts — fiscal administratidn
Leases
Insurance

10. BUSINESS CONDUCT |
11. Practice of Ethical Beha_vior (8/16)(10/17)

Unethical actions, or the appearance of unethical actions, are unaccebtable under any conditions. The
‘policies and reputation of PEACE,; Inc. depend to a very large extent on the following considerations.

- Each employee must apply her/his own sense of personal ethics, which should extend beyond

~ compliance with applicable laws and regulations in business situations, to.govern behavior where no -
existing:regulation provides a guideline. It.is each employee's responsibility to apply common sense in

“business decisions where specific rules do not provide all the ahswers. '

In determining compliance Wit’h this standard in specific situations, employees shouid' aak themselves
the following questions: _ '

w1 lsmy action Jeg-al?;,"v
2. Ismyactionethical?:

| -‘3. Doe’sﬂ .my»a.ct,i'on; cdrripl.ywi_thv PEACE, Inc. policy?

4. Am | s‘u;e myac':tic'm- doesnotam inabpropriafe? |

5. Am | suré :th'at | would not be"embarrassed or compromiéed if n.1‘y:actio"n‘ beca;ﬁa lknown within
the Agency or publicly? A : R

6. E Am l.'.sure thaf-;my=actidn :m;e.eta ‘my personal code of ethics and 'behaﬁi'orf? e e

7. Would | feel:-comfortabie defending my actions on the 6 o'clock news? -

‘Each employee should: be‘able’to:answer "yes" to all of these questions: before taking action. -

Each Director, Manager and:supervisor is. responsible for the ethical business behavior-of. her/his
subordinates. Directors, Managers and supervisors must weigh carefully all courses-of-action- -
“suggested in ethical as well as economic terms, and base their final decisions on the guidelines

provided by this policy as”'Weliéé_"’théir personal sense of right ahd wrong. -

No Board membér, .staff'r'nerhber,: or corporate officer shall receive a be.n:efit because 6f the agency
doing business with a vendor contractor. See section 12 for gifts up to $25.

Personal use of any corporate vendor contractor accounts, credit cards, member cards or similar items
is prohibited. This would include PEACE, Inc. used in the name of the account in any way._ No one is
to obtain personal vendor contractor accounts, credit cards, member cards or similar items with the
inclusion of PEACE, Inc. as the holder, or listed in any way on the -account. - All-business vendor

15




-2 from contractors,-or. parties to sub-agreeiments.

contractor accouhfs, credit ca_rd‘s and member cards are to be '6p'ened through the Purchasing
_ Department.

- Noncompliance-to this policy can be terms for términation of-employment. - - - - -

12. Conflicts of Interest and Related Party Transactions (5/15), (/1 G)l (9/18) (10/18)

Conflict of Interest policies also apply to Related Party Transaétions.

PEACE, Inc. is prohibited froﬁ participating in related party trans;actions, unless they are
‘determined by the Board to be fair, réasonable, and the PEACE, Inc.’s best interest, unless

the transactions are'de minimis; not customarily reviewed by the board or benefits provided
to individuals as a member of a charitable class served. :

We have a Conflict of Interest Policy to ensure all directors, officers and employees act in the
agency’s best interest and comply with applicable legal requirements. e

No'e.mpldye'é,~-0ff'icer':‘Boarfdf-'rr{éfhbek-ok:.é'gent of PEACE, Inc. shall participate solely inthe selection,

award, or administration of a contract involving PEACE, Inc. if a real or apparent conflict of interest or
related party transaction would be involved. Such a conflict/related party transaction would arise when
the employee, officer, agent, or any member of her or his immediate family, his or her partner, or an
organization which employs ‘or is about to.employ any of the parties indicated herein, has a financial or

| .otheriinte,re_st-_jn_,the,,yfirm<-'seiegted.- The-officers, Board Members, employees, a:rid.ag'el'jts of PEACE,
. Inc.-shall.neither solicit nor accept gratuities of value over $25, favors; or anything of monetary value
~Under this $25 value.are considered de minimis and. -

h ", .not customarily reviewed: by the board.

.. I there is such a-conflict/related party transaction, full disclosure must be made to the Executive
- Director who will disclose. to.the.Development Committee. Written-documentation must be forwarded
to the Executive Director with a.description of the conflict along with the specifics of why the transaction
is a related party transaction. (relationship that would constitute a conflict of interest). The Executive
Director and Development Committee must deem that the financial interest is not substantial. The
Committee is required to review the transaction for the following: ' c
~ Consider:alternative-fransactions (if available) prior to entering into the transaction ... ... ..
Approve the transaction by a majority vote -
Contemporaneously document in writing the basis for the approval, including the -alternatives
considered '

Related par’ties.éré'f;'fc;hi-b.i'téd' from ’éttending and participating i'n’the dehberatlons orvotmg reléted to
these transactions..  Any.person:with a conflict of interest/related party transactions.is:prohibited from

improperly influencing.the. delibgrations. or voting on the matter giving rise to the conflict/transaction.

~---.-4?Fhe¢HR<Direétéf'&Vill¥-esﬁsﬁfé;§hat.é‘éafﬁtiiscioée~any conﬂi-sts:offintéréétifélafted';péﬁyf?‘t%iaris?éction,~:a'n'd S

sign statement annually. “Fhe‘Board of Directors sign an annual conflict of interest disclosure. Board
members, directors, officers and key employees are prohibited from- participating in related party
transactions, unless determined by the Board to be fair, reasonable, and in the organization’s best
interest at the time of the transaction. :

Any Conflict of Interest/related party transaction will be presented to the Development Committee by
the Executive Director. ‘The person with the Conflict of Interest/related party transaction will not be
present at or participate in the Board or Development Committee deliberations or vote on the matter .

16
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giving rise to such conflict, The person with the Conﬂict of Interest/related party transaction is

_ f prohibited to attempt to improperly influence the deliberations or voting on the matter giving rise to

such conflict.
The existence and resolution of the Conflict of Interest/related party transaction will be properly
documented. - :

If required by Federal awarding agencies, PEACE, Inc. will notify thbse agencies in writing of any
potential conflict of interest (2 CFR Part 200.112), Conflict of Interest)

Violations of this policy will be handied by the Executive Director, and theré could be disciplinary
actions applied or constitute termination. T e

13. Breech of C.ompan'y Policy

- The Executive Director will notify the Board of Directors of any breech of policy that is deemed
appropriate. - o

N '14. Compliance With Laws, RegUlations and Agency Policies

PEACE, Inc. does not tolerate the willful violation or circumventioh of any Federal, state, local, or
- foreign law by an employee.during: the.course of that person's employment; nor. does the Agency .

-+ tolerate:the disregard:of: circumvention of PEACE, Inc. policy:or .engagement:in Linscrapulous dealings. .-~

"Employ,ee'js..:s-hould.;notzattempt;'.tOLr'ac'éompIish'; by indirect means; through- agents orintermediaries, that. - . .
-which is. directly. forbidden:. = =0 L L T EwT R
'|'rﬁ'p[em'en_t'atlfgn.igfz-thef,pr§vjsi0ns. of this policy is one'of' the statn.[c!,érds Sy whnch the _b_erformance of all-
“levels.of employees willbe measured....... . . ... o e T T LT TR
An annual letter. will ben.is:sdéd‘."by -thé;.CFO’s office to all staff .to.inform staff theyq.a;é‘ jt.cs callthe CFO’s
office immediately if they are-aware of any violation or fraud. In a case where it is believed the CFO is
‘not in compliance, the Executive Director should be notified. If it is believed the Executive Director is
- .not in.compliance, a Board-of Directors member should be notified. ... . . ~. -

15. Disciplinary Action

Failure to comply with-the standards contained in this policy will result in-dis¢iplinary action that may

include termination; refertal-for- criminal prosecution, and reimbursement.to the: Agency. or to the

government, fot any. loss:or.damage resulting from the violation, As with. all matters involving - SRR
- disciplinary-action; principles-of-fairness will apply. Any employee charged with:a violation of this policy L
~wilt b afforded anoppottunititaexplain-herhis actiohs befare disei plinary- actonistakeni - = - . n T

Discip'linary action will be taken:

1. Against any employee who authorizes or participates directly in actions that are a violation of
this policy. '
~ 2. Against any emplayee who has deliberately failed to report a violation or deliberately withheld
- - --relevant and material information concerning a violation. of  this. policy. - - R
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3. Against any Director, Manager or supervisor who attempfs to retaliate, directl)} or indirectly, or ﬁ
encourages others to do so, against any employee who reports a violation of this policy. ‘

15.1 Whistleblower Protection (4/15)(9/18)(1 0/18)(11/18)(9/21)

General

The Board is responsible for overseeing the implementation of the whistleblower policy. PEACE, Inc.
expects its directors, officers, employees, volunteers, and other representatives to observe high
standards of business and personal ethics in the conduct of their duties and responsibilities. As
employees and representatives of PEACE, Inc., we must practice honesty and integrity in fulfilling our
-responsibilities and comply with all applicable laws and regulations.

A copy of this policy- will be distributed to all directors, officers, employees and volunteers providing
substantial services during initial orientation and as part of annual in-service education.

Rep_oﬂing'lﬁespon'éibiiﬁy<= ki

Itis the responsﬁibi'lit.y of all direét"or.s, officers, émployees, and volunt.eenré'tc; report Wr(;ﬁgful Conduct in
accordance with this Whistleblower Policy.

: -WrongfuI.C_on‘dﬁct o -

-"Wrohgful-Conduct™is defiried in'this-Whistleblower Policy to'inchide: a'séfiotis Violation of PEACE,
“: Inc:poliey; a violation.of applicable:state and federal law; or the use of PEACE, Ihc: property, -
-~ resources,-or authority-for- personal gain or other none organization-related purposes except as
* - provided-under PEAGE, liic. policy. - : T et ERS SISl oo

- - This definition of Wrongful Conduct is not.intended to be an exclusive listing-of the illegal or improper
activity'encompassed by the Whistleblower Policy. Rather, the Whistleblower Policy is intended to
- serve-as a-means of reporting all serious improprieties that potentially-impact the integrity and effective

No Retaliation

The Whistleblower.Policy is intended to encourage and enable directors, employees, and volunteers to
raise concerns:within the organization for investigation and appropriate action. No.director, officer,

* employee; or volunteer who in good faith reports any action, suspected-action:or Wrongful Conduct
within the agency that:is-illegal, fraudulent, or in violation of any-adopted-policies will suffer intimidation,
- +harassment, diserimination; retaliation or adverse employment corisequence:-:Any director, officer, or = ..
. employee who retaliates against anyone who has reported Wrongful Conduet in-good faith is subjectto - .
“discipling tip to and friciiding termination of ‘é’ﬁibIbym"é’ht"dr-‘i‘ém'd\*faI*'f‘r"c‘)‘-ﬁffﬁfé*bb*é"rd" of diréctors, ag ™ =
- applicable: - This Whistleblower Policy is intended to encourage and enablé employees and others to

raise ‘serious concerns-within PEACE, Inc. prior to seeking resolution outside PEACE, Inc,

Reporting Wrongful Conduct:

PEACE, Inc. encourages its directors, officers, employees and volunteers to share their questions,
concerns, suggestions, or complaints with someone who can address them properly. The Executive
- Director-is charged by the corporation with the responsibility of administering this policy, which shall
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" include receiving complaints and making reborts to the board of directors. Any director, officer,

employee, or volunteer is to report Wrongful Conduct to the Executive Director or the president of the
board of directors. If the Wrongful Conduct implicates one or both of the Executive Director or the

~-president-ef the-board of directors; or if-the-reporting individual is not-comfortable speaking with or-not- - - ..

satisfied with the response of the foregoing individuals, the issue may be reported to any member of
the board of directors or anonymously, as set forth below. The Executive Director, president of the
board of directors, and all members of the board of directors to whom a report of Wrongful Conduct is
made are required to immediately advise the full board of directors of such report of Wrongful Conduct.
The confidentiality of the reported information will be maintained, and disclosed on a “need to know”
basis. The individual who is the subject of a whistleblower complaint is prohibited from being present
or participate in deliberations or vote relating to such .a complaint. ' -

Acting in Good Faifh '

: Anyoné filing a complaint of Wrongful Conduct must be acting in good faith and have reaéonable

grounds for believing the information-disclosed indicates Wrongful Conduct. Any allegations that prove
not to be substantiated and which.prove to have been made. maliciously or knowingly to be false will be
viewed as a serious disciplinary offense. '
Confidentiality _

Reports of Wrongful Conduct or suspected Wrongful Conduct may be submitted on a confidential -

- basis by the complainant or may be submitted anonymously. Reports of Wrongful Conduct or
- suspected-Wrongful Conduct will be kept :confidential,to.-the,..extentpo;s;sible, consistent with the need to
- -conduct:an adequate investigation. B R T R AR

'A --‘Haé-ﬁd'liﬁg 6ﬁ:§3é§oﬁed,Wmngfuﬁgcézﬁd_uct-  o BRI S

A febfeééntaﬁvé de-_the.;boardupf:directofs will 'm'tify:thé sender and: ébkndw!édge,ﬂreceibt of Athe Arep.orted
~Wrongful Conduct:or suspected Wrongful Conduct within five business days, uniess such report was
- Submitted anonymously. All-reports will be promptly investigated and.appropriate corrective action

will .

be taken if warranted by the investigation.

- .Riep.or'ts -can:bé."rhade-sto the ‘Executive Director, Board Pfes.ident,..Chiéf éiﬁéncial Officer, or Human

Resources by telephone, email, or in writing to the attention of the Executive Director or Board
President at: PEACE, Inc., 217 S. Salina St., 2 Floor, Syracuse, NY- 13202; Telephone # 315-470-
3300; E-mail address: carolyn.brown.@peace-caa.org. S
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16. FRAUD POLICY

This policy applies to any fraud or suspected fraud involving employees, officers or directors, as well as
‘members, vendor contractors, consultants, contractors, funding sources and/or any other parties with a
business relationship with PEACE, Inc. Any investigative activity required will be conducted without
regard to the suspected wrongdoer’s length of service, position/titie, or relationship with PEACE, Inc. -

18. Policv (10/18)(12/18)

Management is responsible for the detection and prevention of fraud, mlsappropnatlons and other
irregularities..Fraud is defined as the intentional, false representation or cancealment of a material fact
for the purpose: of inducing another to act upon it to his or her injury. Each member of the management
team will be familiar with the types of improprieties that might occur W|th|n his or her area of

: respon3|b|hty, and be alert for any |nd|cat|on of irregularity.

- Any fraud that is detected or suspected must be reported lmmedlately to the CFO, who will report the

event immediately to the Executive Director. If the CFO is unavailable or the CFO is suspected of
fraud, contact the Executive Director directly. If the Executive Director.is suspected of fraud, contact
.. the-Beard President or Board Offlcer Also refer to Disciplinary: Actlon regardlng noncompllance W|th

: practlcai

V19 Actlons Constrtutmg Fraud

The terms fraud defalcatlon mlsapproprlatlon and other flscal lrregularltres refer to but are not Ilmlted

Ctor

~Any dishonest or fraudulent act :

sl ,__,_:Forgery or alferation, of any document or account belonglng o, PEACE .Inc.

Forgery: or alteration of a check, bank draft, or any other. flnanCIaI document

. Misappropriation of funds, securities, supplies,. equ1pment or other assets of PEACE Inc.
- Impropriety in the handling or reporting of money or financial transactions

- -Disclosing confidential and proprietary information to outside parties

~ " Accepting or:seeking anything of material value from contractors, vendor contractors, or

- persons:providing-goods or services to PEACE, Inc. (Material'valueis a value of over $25.)
- Destruction, removal or inappropriate use of records furnlture flxtures and equnpment

. ﬁAnv s:mllar or related iregularity : - _r

NOORWN

20. Other Irreqularities (11/10)

Irregularities concerning an employee’s moral, ethical, or behavioral conduct shouid be resolved by the
Program Director and the Human Resources Director, and be reported to the Executive Director and/or
CFO.
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If there is'a question as to whether an action constitutes fraud éontact the Executive Director or the
' ( > CFO for guidance. - : '

21. Investigation Responsibilities

The Executive Director and CFO have the primary responsibility for the investigation of all suspected
fraudulent acts as defined in the policy. The Executive Director may utilize whatever internal and/or
external resources he considers necessary in conducting an investigation. If an inveStigation
substantiates that fraudulent activities have occurred, the Executive Director will issue reports to
appropriate-designated personnel and, if appropriate, to the PEACE; Inc: Board of Directors and/or the
Executive Committee. : '

- Decisions to prosecute or-réfer the examination results to-the appropriate law enfofcement and/or
regulatory agencies for inde@end’ent investigation will be made'in conjunction with légal counsel and
senior management, as will final dispositions of the case. T

If suspected fraud-or other wrongdoing involves programs funded in whole or in part with federal funds,

additional responsibilities, such as special reporting and disclosure to the awarding agency, may apply

to the Agency. It is the policy of PEACE, Inc. to fully comply with all additional reporting, disclosure and

other requirements pertaining to suspected atts of fraud as destribed in award documents. k

' 22 Confidentiality (11/18)(9121)

Sl

= The Exéoit ' CFO and _ rireat all information feceived
+ confidentially, Any employee who suspects dishonest or fraudulent a y will notify the

_ CFO/Executive Director immediately, and should not attempt to personally conduct investigations or )

‘interviews/interrogations ré'late'd'to'a_ny suspected fraudulent act(see Reporting Prbcedures section
below). '

ﬁl;J,ltivfé.AD'i.rec_tvqg,; CFO and Human ResdurcefsfiDi_fr;egfglj'!

Investigation‘resiits will not be disciossd or discussed with anyone otfier thin those whohavea A

legitimate need to know. This is important in order toavoid da_'fﬁ;é'g:irj;c'j'ithe reputations of persons
-suspected but subsequently found innocent of wrongful conduct and to protect PEACE, Inc. from
_potential civil liability. - -

;23 Auithority for Investigation of Suspected Fraud

ik MeMbé'#é?b‘fvfthé“fPEACE} ific. Exetutive Committee will have: &+ L+ -0 s

1. Free.and unrestricted access to all PEACE, Inc. recordsand premises, whether owned or
rented; and ‘ -

2. The authority to examine, copy, and/or remove all or any portion of the contents of files, desks,
A - “cabinets, and other storage facilities on the premises without prior knowledge or consent of any
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individual who may use or have custody or any such items or facilities when it is within the
scope of their investigations.

- 24._Reporting Procedures (5/15) (11/16)

Great care must be taken-in-the-investigation of suspected improprieties or irregularities so as to avoid
~ mistaken accusations or alerting suspected individuals that an.investigation is under way.

An employee who discovers or suspects fraudulent activity wrll contact the CFO lmmed|ately who will
" notify the Executive Director. The employee or other complalnant may remaln anonymous

The reporting lndrvrdual should be lnformed of the followrng

1. . Do not contact the suspected individual in an effort to determine facts of demand restitution.
2. Do not discuss the case, facts, suspicions, or allegations with a anyone unless specifically asked

~to do so by the PEACE Inc. legal counsel or the Executlve Drrector or. Executlve Commlttee

L - drsclosures)

'24 1 Rlsk Management (1 0/1 7)

: We have developed an active, ongoing list of areas of nsk management and assessment Thrs list will
. be: revrewed penodrcally during the year, with input from staff. andmanagers Areas of concern are L
_'t:_wlll be reviewed with the Executlve

“ s l|sted and dlscussrons and attions made to reduce rrsk »Th :
Director-and Board. : ;

. ln add|t|on a bi- annual risk assessment. questlonnarre wrll be completed with results reported to the
Board at least every 2 years.

22
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25. SECURITY

26 Accounting Department (8/16)(10/21

A.Iock will-be maintained on the door leading into the PEACE, Inc. Accounting Department. This door
shall be closed and locked in the evenings and whenever the Accounting Department is vacant. The
key/combination to this lock will be provided to appropriate accounting personnel and the Executive

Director. The lock will be changed at the discretion of the CFO when there is a turnover in accounting
department staff.

The PEACE, Inc. corporafe seal is locked in the CFO's office. The blank check stock shall be storedin
a locked file cabinet in the Accounting Department. This cabinet will be locked with a key that is held by
_- the Accounts Payable Specialist. Access to this file cabinet shall be by keys in':the possession of the

* Accdunts Payable Specialist, a Senior Accountant and CFO. °

Petty cash is stored in a combination locked cash box and kept in a fireproof combination safe in the

~Accounting Department. A Senior Accountant is the petty cash custodian and the only other employees
with the combinations to this safe will be the CFO, and two other Senior Accountant
(who serves as backup). '

7. ACcJe,ss to_El_;eQ_tlfq'nit;a!ly Stored Accounting Data .‘ U

. :i’st-.thg_-:éyqli'cﬁy ofPEACE!nc _t_b:i.jﬁiizel péééwords tb,_ restrictaccesstoaccountmg softwareand data .
“Only:duly authorized accouriting personnel with data input responsibilities wiIIV be assigned passwords .

"+ that aliow access to the system.

- Accounting-personnel are expected to keep their passwords secret and to change their passwords on a _ A
_regular basis. _ : _ _

“;.;‘;':..-:-E.a;.ch_:bésswdrdi‘éhabl_qsia'»uéér to'gaih-jécces-'s vt-o'orily:thase‘,isfbftWaré and d,atg files. ngceésaryifor each. : -
- employee's required duties.

PEACE, Inc. has intrusion detection software installed. The emails and logs are reviewed by the .T.
.- security team on a daily basis. : R '

27.1 Storage of Sensitive Data (5/15)

~r e in addition to accounting and financial data stored in the Acgounting: Department, other-sensitive data, - =« - s
- < wincluding protected personally identifiable information (PIl) such as social security numbers of
. employees and/or clients may be stored-in areas other than the Accounting Department. Locations of
sensitive data include, but are not limited to: ‘ '
Other Organization departments such as Human Resources
( ' Electronic of on-line storage
N

* 27.2 Security Breach Reporting Policy {1/20)(10/23)
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2w B . The.disclosure of the p'e.rSQnailly_iq_l_entifi_able;inform_ation shall be'ma

In the event of a security breach or suspected security breach. (je: Unauthorized access to confidential

B

* - ~files/information: A lost or stolen-device-(laptop, tablet; portable hard‘drive, etc.,)potentially containing~ -

confidential information.) _ :
The incident will be reported to the IT Director immediately. Upon confirmation of a suspected incident,
the IT Director will report to the Executive Director of the security breach. Including the scope of what
system(s)/files were affected or compromised. ' '
If it is determined that personally identifiable information (P!l) was compromised during a breach, the
following steps will be taken. . o
1. The IT Director will notify the Executive Director, Chief Financial Office, and the
" of-the incident. The IT Director will then notify the appropriate authorities including the
department. L
- 2. The IT Director will complete the Breach Reporting Form provided by Corporation for National &
- Community Service: The-form can be found here. - ' L R SR

3. The completed Breach Reporting Form will be sent to CNCS'by~'email'(privaéy@cns.g'ov) of a o

~-suspected or confirmed breach. (Without reasonable delay.)

o 4 Staff or clients whose personally identifiable informatioh was or suspected of being acquifed by -

-+ anunauthorized person will be notified by at least-one of-the following methods:
a. , Written notice to the individual at his or her last known address; or ‘

b. Verbal notification to the individual by telephonic communication which will then be followed up
with electronic documentaton; or ‘

©¢. - Electronic.notification to the individual at his or her Iast known e-mail address.
+d. .~ Should thedisclosure pursuant be impracticable or inappropriate given the circumstances of the

hoosing.:Provided that:such a mechanisim.is reasonably ta_rgetédto th
d'e.es::n'ot;;ﬁu;rther-—pomprom ise the:integrity .of the. personal.information:

individual.in.a manner-that

< Within a-reasonable time period. As long as it does not interfere with any ongoing police
investigation. : :
~. . a-Inthe event that notifying the victims.of a di_sclosure‘ofvtheir_i'n,fo_,rmation does interfere with an

* ongoing police investigation. The affected individuals will be notified as soon as deemed
possible by the investigating authorities. o

o tis the.policy of PEACE, Inc. to maintain back-up copies of electronic data files off-site in a s'ecure,r
fir'e-protec_ted environment. Access to back-up files shall be _Iimited to individuals authorized by
- management.’ The files are stored daily electronically by the IT Department.-

v

“breach-and the identity of the victim such disclosuré shall be made'by the:mechanism of the. agefcy’s

29, General Office Security {11/13)

“sécurity key is réquired for acéess 1
of PEACE, Inc. ’

© 29.1 Theft (11/10)(4
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-

When an employe
notify the CFO or

len or missing cash funds or property, the employee is to immediately
and their Program Director. The CFO will then notify the Executive

Di_rect_or, _and‘ cor]tact_i eF; pgfqm Dire_ctor.,

D Y R

Piease note that this pertains both to cash and property of PEACE, Inc. and personal property.

PEACE, Inc. is not responsible for personal property, but it would help us to determine if thereisa -
pattern. '

29.2 Crisis Management (11/12),(9/16) (1 1I16|(10/17!(9/21 )(11/21)

Under conditions of a crisis and employees are unable to get-to work or work under normal conditions, -
the following will be followed: S

Payroll prc;'qessing - . : ) - B
Can be completed by Senior Accountant or Payroll Specialist at home, and be called into Complete

- Payrollif needed. If unable to secure the funds with a normal draw in an-emergency, we can draw on:

-« the line of-credit with ‘verbal authorization from.an authorized signor; of thezaceount to-be followed up: - et

~would then replicate the prior paydate’s batch (removing any mile :and o)
.generate. the-payrollfrom: there-making adjustments in the next.payroll (if.applicable). -

with appropriate paperwork.

In addition payroll can be processed from home by the Accountant or Payroll Specialist in charge of

~“payroll (via their'secured log-ons and passwards) on the Complete Payroll system in an emergency. In

tthe Agency was.closed for multiple days and no timecards wers available, the Agency .. .
mileage, parking and overtime).and.,

he event the

TR e e R

Cash management — SIS

- The Executive Director may call Key Bank or M&T banks for verbal instructions, to be followed up with

appropriate paperwork.
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30. TECHNOLOGY AND ELECTRONIC COMMUNICATIONS -

 31. Purpose and Scope -

The purpose of this policy is to identify guidelines for the use of PEACE, Inc. technologies and
communications systems. This policy establishes a minimum standard that must be upheld and
enforced by users of the Agency’s technologies and communications systems.

..The term “user” as used in these policies refers to employees- (whether full-time, part-time or limited-
term), independent contractors, consultants, and any other user having authorized access to, and
using any of, the Agency’s computers or electronic comrnunications resources.

Computer and electronic communications resources include, but are not limited to, host computers file '-

servers, stand alone computers, laptops, printers, fax machines, phones, on-line services, E- mail
systems, bulletin board systems, and all software that is owned, licensed or operated by PEACE, Inc.

32. Accept_able Use of Agency Property (11/13)

Use of the Ageney’s-computers and electronic communications technologles is for programmatic and
L 'busmess actlvmes of PEACE Inc. All'use-of such resources shall be in an honest, ethical, and Iegal
manner that: conforms to appllcablellcense agreements, contractsand’ pohcres regardlng the:r
ntended use: Although-incidenital and: océasionak personal use of theé Agency s commumcatlons B
systems are: permltted ‘Users automatscally waive any rights-to: prlvacy SEASETAREET B i BT s ey

:‘3:::;;_7-41;4[.1-_addrtzlon,:.the mformatlon;:ldeas; concepts:.and knowledge described,. decumented or contained in the -
“Agency’s electronic systems are the intellectual property of PEACE, Inc. The copying or use of the
~ Ageney’s-intellectual property for personal use or benefit during or after employment (or period of
' contract) with PEACE, Inc. is prohibited unless approved in advance by the Executive Dlrector

-2Al hardware: (Iaptops computers monltors mlce keyboards printers, telephones fax. machlnes etc). .
issued by PEACE, Inc. is the property of the Agency and should be treated as such. Users may not '
physically alter or attempt repairs on ‘any hardware at any time. Users must report any problems with
hardware to the IT Department

'33. Password Security (6/9/08)

w2 Users areresponsible for safeguarding. their login passwords: : Passwords:i may not-be shared :; mor.
= .should-they.be printed or stored-on-fine. :Supervisors will have access to employee’s files in case of
emergency. Users should not leave their computers unattended without logging off or Iocklng their
workstation. Staff may not enter another employee’s area to use their computer, without supervisor
permission.
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34. Confidentiality

(“ AII information gbogt in_dividuaj§ or families served by PEAC'E, Inc. is confidential. No info_rma_tion may
~ be shared with any person or Agency outside PEACE. Inc. without the prior written approval of the
individual or family and the Executive Director.

35. Copyrighted Information

Use of PEACE, Inc. electronic communication systems to copy, modify,”or.transmit documents,
software, information or other materials protected by copyright, trademark, patent or trade secrecy

laws, without obtaining prior written permission from the owner of such rights in such materials, is
prohibited. )

36. Installation of Software

The ‘inst_allatidn of new software on the computers of PEACE, I'nc._Wif_hout the prior approval of IT |
Director is prohibited. If an employée desires to install any new programs onto a PEACE, Inc.
computer, written permission should first be obtained from the IT Director.

., . 37. OtherProhibited Uses. .. -

"'.c)‘t'hé}&ohibit'éaidse’é:dffthé’Agé'héy;s"cson%'rﬁunidatibh"systéiﬁé include, but are not limited to:
S 'Ehgaging in'-any-cdmmUnica'tibh fhét is dibsvcrihi’ih'atdl;y,' "d.éfa.métofy, Apor'ndgvraphic,-bbksbé’ne', o o
.. -racist,.sexist or.that evidences religious bias, or-is.otherwise of a derogatory nature toward any
specific person, .or toward any race, nationality, gender, marital status, sexual orientation,
- religion, disability, physical characteristic, or age group.
2. ..BroWéihg dr.déWnIc;a‘dihgahd!or forwarding and/or prlntmg pornographic, profane |
- discriminatory, threatening or otherwise offensive material from any source including, but not
limited to, the internet. ' » ’

3. - Engaging in-any-communication that is in violation of federal, state or local laws.

4.~ Proselytizing or promoting any religious belief or tenet.

G i NS e 4 e ey B mereae s

5 Campaigning for o against any candidate for polical ofics o any ballt propesal orssue.
6. Sending, fonNafding, redistributihg or replying to “chain letters.”
7. Unauthorized use of passwords to gain access to another user’s information or communications
<\_, ,, on PEACE, Inc. systems or elsewhere. ’
8. Advertising, solicitation or other commercial, non-programmatic use.
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9. Knowingly introducing a computer virus into the Agency’s communication system or otherwise
_knqwingly_ 93‘_’§i"9,, damag_e to the Agency’s systems.

10. Using the Agency’s systems in a manner that interferes with normal business functions in any
way, including but not limited to, streaming audio from the Internet during business hours, stock
tickers, installing unauthorlzed software, etc.

11. Excessive personal use of the Agency’s technologles that preempts any business act|V|ty or
‘ interferes with Agency productlwty

12. Sendlng E-mail messages under an assumed name or obscurlng the origin of an E-mail
' message sent or recelved

'37.1 Security Breach Reporting Policy — see section 27.2 (1/20)(10/23)

Se,eur-ify« -iireaeh Reporting Policy

-In the event of a securlty breach or suspected security breach. (ie: Unauthonzed access to
confidential files/information. A lost or stolen device (laptop, tablet, portable hard drive,
~ etc.,) potentially containing confidential information.)

«..The incident will be_reported to the IT Director immediately. Upon confirmation of a

suspected: incident; the IT-Director will report'to the: Executive Director: ‘of the- secunty

breach. ‘Trictuding-the seope of. what system(s). [files were “affected ot othpromised. co

s Ifitds, determmed that:personally-identifiable. 1nformat1on (PII) was comprormsed dunng a
- breach, the following stéps will be taken.

B irector will notify: the Executive D1rector Ch1ef Fmanmal Ofﬁce, -and th

- including the-police department. -

2. The IT Director will complete the Breach Reportmg Form prov1ded by Corporatlon for

National & Community Service. The form can be found here.
. 3v+The eompleted Breach: Reportmg Form will be sent to. CNCSby . email .. e
 (privacy@cns.gov) of a siispected or confirmed bresch. (Withouf reasonablé. delay )
4. Staff or clients whose personally identifiable information Was or suspected of being
acquired by an unauthonzed person will be notified by at least one of the followmg
methods: :
a. Written notice 6 the individual at h1s or her last known address; or =
b Verbal notification'to the individual by telephonic commumcatlon Wthh will
'then be followed up with electronic documeéintatoni; or -

—~

\\

of the incident. TheIT Director will then not1fy the appropnate authontles S

-G EleotEo e HotifiSationsto ‘the individwal at his 6F Ber Tast Kriowhi-e Biaibaddress, ™0 7w

d.~Should the'distidsiire pursuant be impracticable 6t iriappropriate given the'
circumstances of the breach and the identity of the victim, such disclosure
shall be made by the mechanism of the agency’s choosing. Provided that such a
mechanism is reasonably targeted to the individual in a manner that does not
further compromise the integrity of the personal information.
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5. The disclosure of the personally identifiable information shall be made available to the
(L victims within a reasonable time period. As long as it does not interfere with any
ongoing police investigation. , _
~ a. In the event that notifying the victims of a disclosure of their information does =~
interfere with an ongoing police investigation. The affected individuals will be
notified as soon as deemed possible by the investigating authorities.
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- 38. Disciplinary Action for Violations =

PEACE, Inc. requires all users to adhere to this poli'cy. Violations of this policy will result in disciplinary
action, which could include termination of employment or cancellation of contracts.

39. Reporting of Suspected Violations (1117)

Suspected violations of these policies should be immediately and confidentially reported to your
. immediate supervisor. If you prefer not to discuss it with your supervisor, you may contact the
Executive Director or IT Director.

PEACE, Inc. reserves the right to ihsfall programs that monitor employee use of the‘lnternet'and

- - electronic’ communication:systems and to act-on any violations of these policies found through use of

such programs. PEACE, Inc. further reserves the right to examine any and all electronic
communications sent or received by employees via the Agency’s electronic communications systems.
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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 (11/12)(1/20)

The chart of accounts is the framework for the general ledger 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 transactioris on each asset, liability, net asset, revenue, expense and gain and loss

accoduint.

= PEACE, Inc:'s chart of aceounts is comprised of six types of accounts: - -

Assets
Liabilities
- Net Assets
- Revenues-
- Experises
~ Gains and Losses

A o o

Each account number shall be in the following format:
XX-XXKXK-XXKXXK XXXXX

= < The first two digits represent the net asset class code (01-without donor restrictions 02-with donor

restrictions, 03-permanently restricted)
The second four digits represent the account number

"2 The third group up:to-five digits represent the location codes (or segments,.as an example, used on

grants-that-fund multiple 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 given its own

project number — this last portion of the account number can be 3, 4 or 5 digits).

42. Distribution . of Chart of Accounts

All PEACE, Inc.erhpllo;yees involved with account coding responsibilities (aééignment 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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43._ Control of Chart of Accounts (11/12

~ PEACE, Inc.'s chart of accounts is monitored and controlled by the CFO. Responsibilities inciude the =~~~

handling of all account maintenance, such a
accounts should be approved by the CFO or
consistent with the Ag
department. The

deletions. Any additions or deletions of

. who ensures that the chart of accounts is
tructure of PEACE, Inc. and meets the needs of each division and

will notify the CFO of any changes.

44. Account Definitions (11/09)(9/21)

General ‘Le.dger .
Account Range - Category Definition
1000 - 1999 Assets ‘ '

Assets are probable future economic benefits obtained or

S wemnn e oncontrolled-by the Agency as a:result ofpast transactions:or .. - g -

events. Assets of PEACE,. Inc. are classified as current.assets,
fixed assets, contra-assets, and other assets.

Current assets are assets that-arg-available or can be made
.-readily available to meet the-cos_t_'-,of. operations or to pay current
; liabilities. Some examples are cash, temporary investments,
wosmmroe s oo Teceivables, and inventories that will be collected within one year

' of the statement of fmanmal posmon date

leed assets are tanglble assets W|th a useful I|fe of more than

- .-0one year that are acquired-for use.in. the operatlon ofthe:Agency - . .. | -

and are not held for resale

=owsContra- assets are accounts that. reduce asset accounts such-as: -
- accumulated depreciation and reserves for uncollectible accounts
receivable . - SR

Other assets include long-term .assﬁuets_,.thﬂat are assets acquired
without the intention of disposing them in.the near future. Some-

- -examples are security. deposﬁs property and long-term
investments.

2000 2999 . Liabilities . __ _ o S
o P Liabilities are probable future saCri’_fices, of economic benefits
arising from present obligations of the Agency to transfer assets
or provide services to other entities in the future as a result of past
transactions or events. Liabilities of PEACE, Inc. are classified as

current or long-term.
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= 7000 ~ 9999

3000 - 3999

4000 - 4999

5000-6999-. - Expenses . sl o
R ' ' o ' - Expenses are outflows or other using up of assets or incurrences

Net Assets

" Revenues

Current liabilities are probable sacrifices of economic benefits that
will likely occur within one year of the date of the financial
statements or which have a due date of one year or less.

" Common examples of current liabilities include accounts payable,

accrued liabilities, short-term notes payable, and deferred .
revenue.

Long-Term Liabilities are probable sacrifices of economic benefits
that will likely occur more than one year from the date of the

financial statements. An example is the non current portion of a
’mortgage loan.

Net Assets is the difference bétween total assets and total .
liabilities. See the next section for PEACE, Inc.’s policies on
classifying net assets. PEACE, Inc. currently has three possible

- types of net assets — unrestricted {01),” temporarily restricted (02)

and permanently restricted (03)

.Revenues are inflows or other enhancements of assets, or

. -settlements of liabilities, from delivering or producing goods, : :

-7+ rendering services; or other-activities-that.constitute-an.Agency’'s - - . - -

.-.~ORgoing major or central operations. Revenues of PEACE, Inc. - . .. .. ..

“- include items such as grant revenues, service fee income,
-fundraising, rental income and-direct contributions.. -

. Revenues of PEACE, Inc. also include contributions.received from
donors and grants received from government agencues private
foundatlons and corporatlons :

of liabilities from delivering or producing goods, rendering

- .services, or carrying out other activities that constitute PEACE,

Inc.’s ongoing major or central operations.

Transfers, Gains and Losses

- Transfers are acceunts-used fo transfer.assets between the
.. net asset classifications as the donor restrictions are satisfied.

Gains are increases in net assets from peripheral or incidental
transactions and from all other transactions and other events and
circumstances affecting the Agency except those that result from
revenues or contributions.
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Losses are decreases in net assets from peripheral or incidental
transactions and from all other transactions and other events and

~

cichmstances affecting the Agency“exc.ept_those that resqlt from o '

" expenses.

Gains or losses occur when PEACE, Inc. sells a fixed asset or
writes off as worthless a fixed asset with remaining book value.
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45. Classification of Net Assets (1/20)

Net assets of the Agency sh_all be c!ass__ified based upon the existenq_e or absenpe of d_qnorﬂ-impos'e‘d» o

restrictions as follows:
Without Donor Restrictions - Net assets that are not subject to donor imposed stipulations.

With Donor Restrictions - Net assets subject to donor imposed stipulations that may or will be
7 satisfied 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 sUbje‘ct 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 unrestricted category of net assets.

it S

-46. Empty (11/12)

© 47. Fiscal Xcggr‘o'ng‘encv (10/16) . - _
... PEACE, inc. .shallbperéte‘on a ‘-fisca'l yeér that begins on Februar'y 1 and endé on -Jandar'y 531 ; Any
- changes:to:the fiscal year.of the. Agency must be ratified by majority. vete of PEACE, Inc.’s Board of
Directors. ' ’ R -

| 47.1 Accounting Estimates (2111/08), (1116)(9/16)

: vThé"Ag"e_hcy-utilizes‘ numerous:estimates in the preparation of ,itsﬂ;:i;nterim'and annual financial - -
* statements. Some of those estimates include, but not limited to:

Useful lives of property and equipment
- Fair market value of donated assets
Values of contributed services

Joint cost allocations ¢
Allocations of certain indirect costs

NOObhwna

- Self insurance reserves -

48. Journal Entries (11/12)(2
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All general ledgers entries that do not originate from a subsidiary-ledger shall be supported by a journal - )
entry cover sheet all supportrng documentation that descnbes the journal entry and the journal entry

~ batch validation and post reports from the accounting sc m. All journal entries shouldbe =~~~

signed by the originator and approved by the CFO or €. Journal entries written by the

CFO will be reviewed by another accountant. All journal entrles w1II be stored in numerical order in a.

central ocation in the accounting department. A copy of the top sheet of payroll entries is filed in the

- central location, and the original payroll entry with support is filed in the CFO’s office for confidentiality.

Access to journal entries is limited to accounting department staff.

filed with the journal entries for operattng account cash receipts and Accounts
ournal entries. . The backup for both are maintained in separate files.

49. Documentation of monthly postin

rocedures (o ensqre items posted timely and
' orrectly) (11I1 3) (8/16)(9/21)(1 0/21)(11/21 ot

Monthly posting procedures are to ensure that |tems are posted to the correct general ledger accounts
" timely and accurately.

Accounts Payable . We post the payable and payments immediately upon issuance of
the checks. :
- . Cash Receipts & Wire " - LR e L L \ _ .:-':--.;‘;
~ - Transfers.. oo oW 2 deposrts per day meal contrrbutlo

darly deposrt for. rtems recerved at the home offrce

- Fhe dally deposrts are prepared and deposited dunng the
current day.

e Il v -1 1! contributi-on:.deposi.tentries'are:prepared-and posted - e
o - throughout-the-month, but all-are completed within the et
current month.

- The journal entries are prepared daily, and posted.into the

“general ledger in a timely manner. A few days delay may
occur for postmg if there is-a: questron concernmg the
deposit or transfer. e

R e M E ke s e ey o v e s N . 1o Do e e e m gt saemee s e geraimis bece s s e s

o Payroll. . o .0 - We—re’ceiv,e the Complete Payro.ll reports,.and post a journal entry
' taken from the Complete Payroll reports and incorporate into an
excel spreadsheet to allocate the charges. This entry is made
within days of the payroll, within the current month. If a payroll
falls within a couple of days of the month end, it may be posted for [
that month to a current asset account so we can complete a quick -
month end close. This is done with the approval of the CFO or
' s who will consider any grants that may be closing.
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Adjusting Journal Entries  Adjusting journal entries are prepared by the fiscal staff and CFO
and immediately poste journal entries are reviewed and
* ‘signed by the CFO or! If the journal entry’is ~
prepared by the CFO it is reviewed by another accountant.

Food Service Aliocation Effective 3/1/11, our Food Service Senior Nutrition and Head
Start kitchens merged into one centralized food production
kitchen. The monthly allocation of food service department costs
(including all costs; salaries, frlnges indirect, general
programming, transportation-and overhead) are allocated monthly

-to either HS/EHS, Senior Nutrition or special functions/events
" based on actual production records kept on a daily basis by the
food service department. Transportation costs are allocated by
e ' miles driven per month. ‘Account 6573 is used.to allocate the
' monthly food service costs.

Transportation/Maintenance These allocations are prepared monthly in journal entry form to
: allocate salaries, fringe benefits and other department costs.

Maintenance salaries are allocated from the payroll entry based

- .on.the timesheets

Effective 2/1/07 transportation costs are direct charged when

based ona monthly transpertatlon summary

+ . Indirect-Pool Costs -~ - . :The CFO prepares a monthly analysis to determlne the actual
o ' "~ Indirect rate and compares it to the approved interim rate. The

~indirect pool costs are allocated to the responsibility centers using - - . -

the interim rate, or the actual rate if lower than the approved
interim rate. This way, we do not charge more to the grants than
-~ the: Iower of the interim.rate-or actual. trale

Allocations "~ The base for allocation of costs for transportation, maintenance,
insurance, food service and payroll WI|| be reviewed at Ieast
annually

- -All journal-entries. and adjusting-journal entries’ must have adequate supportlng documentatlon
... attached to enable the reader to understand the reason for the entry '

-.Atso we have a system where each balance sheet account is aSS|gned to an accountant for

reconciliation. A master control sheet is prepared and as reconciliations are submitted to the CFO the
CFO signs the reconciliation, and the reconciliation is filed by account number. The control sheet is
updated to reflect that the general ledger account has been reconciled.

Before issuance of internal financial statements monthly, the CFO reviews all major balance sheet

“ accounts to ensure there is not an item.that must be allocated before the issuance of the statements.

Other reconciliations are submitted to the CFO during the subsequent months.
.37
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The CFO will include the “Month End Closing Schedule” with the CFO’s copy of monthly financial (ﬁ )
statements. Part of the CFO’s monthly close out procedures ihpluc_les review of each grant or cost -

center and to compare the budget to actual amounts, =

50; Account Reconciliations (8/14)(1 Q/ 17)(10/19)

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 accounts #7000 will be reviewed by the CFO monthly.-to ensure

~ -they balance to $0.- Bank account reconciliations are prepared and approved monthly. Also, selected: -

accounts such as Petty Cash are reconciled quarterly.
~ Account reconciliations:prepared. by the‘CFO are reviewed by another fiscal staff»pérson.

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 Feefor - - ..~ - . -~
i Service as they are prepared and sent by the program, staff)...- ...:. = e

We tré'ck.ajebs:.cdmpleted:within-- theA.!Weat_-heriza;tion.Dep_ar.tm.ént-brografns,»to~~match~neven-ue-with.- R T

oy expenditures for selected projects.” We assign job numbers to Energy & Housing Fee for Service

" as Iabor"and materials, and indirect.costs to include t'elephone, maintenance, etc. As thisis - :
‘implemented,-these procedures will-apply. to all weatherization non-grant projects as appropriate.: - .-

- . POLICIES ASSOCIATED WITH REVENUES AND CASH RECEIPTS

. .51._REVENUE

220,552, Revenue Recognition Policies (1113) (216)(1/20) .~ .

“ PEACE, Inc. receives revenue from several types of transactions. PEACE, Inc. records revenue in .
compliance with the FASB 958-605,606 to determine if the revenue is a contribution or exchange.
transaction. Revenue from each of these types of transactions is recognized in the financial .
statements of PEACE, Inc. in the following manner:
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":‘F""".'Chargrng the additional 10% to the owner is s at the drscretron of the agency

1. Grant income — Recorded according to the grant and FASB requirements. This includes cash
basis (accruals recorded at year end in another project), accrual basis, fixed price, unit-of-
_servicei,. and ctherﬂtypes. o

2. Service fee income — Monthly based on the unlt-of-serwce or fees of the specific program and
FASB requirements.

3. Rent income - Monthly accrual, based on the terms of each sublease and FASB requirements
4. Contributions - Recognized as income when received, unless a‘ccompanied by restrictions: or

conditions and FASB requirements (see the next section on contribution income). Some
~ contributions may be recorded as receivables for some fundraisers, to ensure.collection. -

5. Interest Inccme — monthly accrual based on when it was eamed.

R |mmaterra| categories of revenue may be recorded.on. the cash basrs of accounting: (i.e. recorded as .

revenue when received) as deemed approprlate by the CFO in accordance wrth the FASB
requirements

- o83, -Mana’g' .e.ment Construction Fees — Weatherization Assistance Pr_og' ram

m'f- 'A constructlon management fee of 10% of the owner mvestment to compensate and re burse the T
' sub-grantee for admmlstratr\_(e expenses. assomated W|th addltlonal work required to monltor _owner e
S rnvestment may be charged on all owner mvestments except rndlrect mvestments

' The Executive Director,_ CEO and Prcgram Manager wil ‘rev'i'e"\'/'v:”cenﬂstrLICticn management‘fees in
- relation to the Weatherization Assistance Program on an annual basis, or as needed, to determine
« whether or not.the agency.will-charge thie- -additional 10%. The final decision will.be. signed by the. .

Executive Director.
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54. CONTRIBUTIONS RECEIVED

55. Definitions

The following definitions shall apply with respect to the pOIicies described in this section:

Contribution - A uncondltlonal transfer of cash or other assets to the Agency, or a settlement or
cancellation of the Agency's liabilities, in a voluntary nonreciprocal transfer by another entity acting
other than as an owner.
- Condition ='A donor-lmposed strpulatlon that specmes a future and’ uncertalnevent whose occurrence o
- or failure to occur gives the promisor a right of return of the assets it has transferred to the Agency or
releases the promlsor from its obligation to transfer its assets. :

' Restrlctlon A donor-lmposed stipulation that specrfles a use for the contrlbuted asset that i& more
o specific:than broad Ilmlts resultlng from, the nature of the Agency, the envrronment in Wthh it Qperates - &
: and the purposes specified in PEACE, Inc.'s articles of mcorporatron a d bylaws Restrlctlons on :
- -...v.:..P'EACE Inc 'S use ofan asset may be temporary or permanent o : -

' 56, Acco@ting for Contributions (11/10) (1 0716)(1'0119)(11/21) |

PEACE, Inc shall recognize contnbutlon income in the period in which the Agency recelves assets with
- . donor restrictions or assets W|thout donor restrictions. Contribution income, shall be classified as .
- - increasesin assets with donor restrlctlons .assets without donor’ restnctlons or permanently restrlcted
net assets based on the eX|stence or absence of such restrictions.

When the final time or use restricti.on associated with a contributed asset has been rnet,'a o
reclassification between with donor restrictions and without donor restrictions shall be recorded.

When it receives support.in the form of volunteer labor, PEACE, Inc. shall record contrlbutlon income
and assets or expenses (|nk|nd) |f one. of the foIIowmg two cntena 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 typically need to be purchased by
PEACE, Inc. if it had not been contributed, g
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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.

A (The dongtec‘!‘_po'ﬁiqn‘_ is_ the 'qiﬁerence petvyeen the FMV and‘the‘agr_ged_‘ rental amount.) S

Contributed 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 Director for acceptance.

57. In-Kind Contributions (11/14), (1/16)(10/1 7)(10/20)

~We will.use a standard method of recording the following types of In-Kind thrdughout the ‘company.
“Any In-Kind ‘donation must be allowable. by the grant. Please note that not everything that denor’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

purehased: it would be allowable under the grant. For In-Kind to be acceptable, the following must be
.. Are verifiable from records ] e
Are not included as contributions for any other federally-assisted project or program

Are necessary and reasonable for proper and efficient accomplishment of project or

program objectives.

Are allowable undef "the:apj:;lica'ble'cost principles "+
-t -Are-not-paid by thé Federal Governmenit under another award

o i -Are'provided in approved budget s

Type of In-Kind: Space |

* Volunteer Time/Professional Services
_ Volunteer Mileage/Trave
i temsDonated o
" Mantoux Test/TB Screening ~
Volunteer parking
Volunteer uniform rentals
Volunteer meals

- Space

Space In-Kind.will.be ‘booked .i‘ntof.th.e:general ledger 'monthly via a.'joumal er’i’t’ry. ‘The "sub'p'_ort‘for the

Journal entry will reflect the square-footage and the justification for the squiare footage rate used. The
“In-Kind spaice 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 debit the account #6620 — In-Kind Space and credit the In-kind revenue
account #4551. '

The journal entries will-be prepared by the Fiscal staff, and reviewed by the CFO or Senior Accountant.
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Volunteer Time and Volunteer Mileage (1/16)(1/23)

We use a form “Affidavit of Volunteer Services” to be completed and signed by the volunteer.

* Volunteer indicates hours by day and checks under the appropriate columrifor the type of work
performed, The staff should reflect the time to the closest % hour, and complete totaling of hours.
Different types of work will be valued at different rates. Use the “Volunteer/In-Kind Hourly Rates” sheet
prepared by Human Resources to determine the hourly rate. If the type of work is not included on the x
“Volunteer/In-Kind Hourly Rates” we must record the rate at the going market rate, which can be the

. volunteer’s rate in the market place. There is a separate “Affidavit of Volunteer Services” for CSBG

-~ and HS/EHS Volunteer Affidavit (due to different types of volunteers).

In fiscal year end 1 /31/13 a néW Amore efficient volunteer service form was introdliéed to
CSBG funded programs.’ Not all programs can use this form. '

CSBG volunteer indicates their status:
NAC Member
Office Support
~ Special Programs’
Food Service

Other/ProfessipnaI
... Profession__

Description-of volunteer work____

‘Head Start/Early Head Start volunteer indicates their status:
Parent/Legal Guardian
Former Parent -
Other/(Non-Parent/Non-Guardian)
Profession/Occupation
.- Type of volunteer work done
HourlyRate$ ..~

Self transport is no Ionger‘allowéfd as of June 24, 2007.
The PEACE, Inc. representative will forward the following completed items. to the accolinting office:

oo oAl Affidavits. of Volunteer Service” forms or H_S'lEIv;.'I”S__:\_/-.QI:un_,te,,e‘r_.Aff:iqlavit '
.~ - “Monthly Molunteer Tally Sheet” form or My Headstart (Promis).Réport stapled

. ontop.. . - S e e D R
The forms‘are due in accbuh‘tihg office the month followin.g the vélunteér month. The PEACE, Inc.
representative will retain a copy of the tally sheet sent to be retained at their location.

The PEACE, Inc. program representative is responsible that all forms are completed correctly. The ,
Accountant is responsible to add the totals from the individual forms and tie to the Monthly Volunteer '
Tally Sheet or My Headstart (Prqmis) Report, and test check the Affidavit forms. If there are >~

42




~ Donor's benef, . .-

pery (-Havéj,._Don...oJ}::;help; comp

*that are not listed-on the-Salvation Army guidé, or when you cannot use your bes

discrepancies, the Accountant will c})rrect‘ the error or send the form to the Program Mahager to be
corrected immediately, as we need to have returned to accounting to enter into the general ledger.

standard rates consistently. This rate list will be updated by Human Resources on an annual basis.

ltems Donated (1/16) v
The staff person or volunteer at each site taking donated items will have the following:

Copy of Salvation Army donated items value list o

Supply of “Receipt for Donated Goods” form — 3 part form with location stamped-on all
three copies ' e : -8 -

“Volunteer/In-Kind Hourly Rates” list

*A-donor will bring the items to be donated to the location or site. The “Recéi{b't:"fgrfﬁc})"nétéd Goods’

form is to be completed as follows:

1 Donor-{persof bringing:in items) .completes the Dotior Namz/Address and Date.
: . -Not required if the donor does not wish to indicate, -
Donor signs the form at the bottom (not required). . .
_ The PEACE, Inc. representative-gives the top white copy to the Donor. It is the Donor’s
responsibility o complete their values for income tax purposes. Do not complete the condition or value

. for.our purposes until after giving the-Donar: their copy. PEAQE, Inc. is not to-value the items for the

+Inc. representative lists items undar Desciiption of A
lete. if Donor-is willing - not required.that Donor.complete)...

- Thé-PE

representative must be sure it is.a list (cannot have “bag of-clothes?).. List each’item separately, with a- -
. condition value - poor; igood; excellent. T e e

.- - "= The PEACE, Inc. representative uses the Salvation’Army guiide to value the items based
on condition. The value must be within the Salvation Army guide. If an item is not listed in the
Salvation Array guide,-use best judgment (based on guide’s value of similar items). - Value the items
based on condition-between the low value and high value. You can list like items is same condition on

one line. In addition, there.might be occasions where the internet will be a referénce for valuing items

. If an item'is brand new, never been used, it can have a value of the purchase price if
one of the following exists: ‘In this case, the Salvation Army guide will not be used: If question; please
call the CFO at 634-3722, . . S

- The tags.indicating'the purchaseé price are still on the item = as:applicable the program”
- - representative is to take a photo copy of the item showing the tag affixed to it and attach
- to the “Receipt for Donated Goods” o '
S dorfor is a retail store, and gives writer evidencé of: rice..:
o sl g staff shember-has received the.goods and remaved the affixed.tags, the
< Director.must submit-aletter indicating they removed.the tags, and the items are new.
This may occur when'we are given a large shipment of new items from a retsil store. An
example of such is when we receive a case of food from a local grocery store.

PEACE, Inc. representative signs the line “Program-representative s.ignature” on the
“‘Receipt of Donated Goods” form
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o recerved In-Krnd

PEACE, Inc. Program Manager or designee ensures all information is correct
(|ncIud|ng values used) and S|gns the “Donated Goods Coversheet” form.
Program Manager/DeS|gnee must |nd|cate where these items will be used — for
example, Eastside Family Resource Center, Head Start Merrick Location for toddlers, etc.

The Program Ma.nager/Designee retains a file for the site copies.

. The Program Manager/Designee sends the pink copies to the Fiscal Department the
subsequent month attached to a cover sheet “Donated Goods Cover Sheet” form. -
Accounting.will ensure the “Donated Goods Cover Sheet” form does reflect the correct
‘total of the “Receipt of Donated Goods” forms attached. Accounting will also test check the “Receipt of
Donated Goods” forms for accuracy. Accounting will prepare a journal entry for each location for the
items donated each month. The entry will be for items from the prior-month. There will be a one
~month lag of this recording in the general ledger, as we close each month very quickly, and do not
-have time to record currently. During the final month of the fiscal year, January, we will post both the
: December and January |tems donated :
Itis the Program Manager/Desrgnee ] responsrblllty to ensure the s1tes have an
adequate supply of “Receipt of Donated Goods forms on hand. The assigned accountant can provide
add|t|onal forms. : B

~ - The Senlor Accountant will malntaln a grid report mdrcatlng alI Iocatlonsand the type of In Kind - L
. donation- reportable fo' sach: Thls gnd s fonNarded to the CFO for each g ont,' mdlcate that we . (

AN item::cannot.»be' ‘processed-as:in-Kind for a grant if it is not.something PEACE;:nc:-would buy for the
grant. If-there is.any question as to whether or not an item is allowablé; please.contact the Program
Director. Written authorization is.required for any In-Kind that does not normally. qualify.under the

- grant.. If the item or-service is written lnto the grant, and the grant is approved asis, th|s satlsfles the -
wrltten requrrement : . , : e

Head Start/Earty Head. Start does: riot -actept clothing, other than for dramattc pla = Therefore, ifta ~ = .70
donor brings-clothing to:a:Head Start site, do not accept the clothing, but refer. them to a Family
Resource Center to deliver-the clothing. This will ensure Head Start/Early Head Start personnel are
not involved in Family Resource Center activity, and the famlhes we serve erI become acquainted with
all that PEACE, Inc offers S

Some examples of acceptabte items might be (dependlng on the |nd|v1dual grant)

A Ctothmg (not alIowed on Head Start unless for dramatlc play)?"-"" S

:.;..Educattonat|tems/Bookleomputer rtems L
Toys for children
Furniture/Kitchen ltems

~ Some items are unacceptable for certain grants. A review of each grant is to be made to determine
allowability. -
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In-Kind reports are the responsibility of the Program Manager.

57.01 Gifts to Orqanization (2/16) 4

PEACE, Inc. will not accept any donations that imply endorsement of businesses, products or services.

- Donor businesses may not use PEACE, Inc.’s name for promotion of any product of service.

57.02 Donor Privacy (8/15

______ that donors wish to be connected |
to PEACE, Inc. PEACE, Inc. uses donor information to notify them of information, plans and-activities.

PEACE, Inc. respects the privacy of its-donors and also recognizés

-Donor information is sh'alfed with.staff, board members, volunteers and consultants on a “need-to-

know” basis.

PEACE, Inc. does not share their donor list with any third party unless donor permission has been
granted. Requests to remain anonymous will be honored. '

45




| 571 INVESTMENTS (12M4)

57.2 Investment Policy

Introduction

It is the policy of PEACE, Inc. to treat all assets of the organization, including those funds
that are legally unreéstricted, as though they are held by PEACE, Inc. in a fiduciary capacity
for the purpose of accomplishing the organization’s tax-exempt mission. -As such, the
policies-described in this section are to be interpreted in light of that overall sense of

- stewardship, and the investmeént-standards of PEACE, Inic. shall be those of a prudent
investor. » ‘ . R

- - Delegation of Authority. .

The board of directors of PEACE’,- Inc. has. delegated supervisory authorit;y over its investing

activities to the Fiscal Committee of the board. The Fiscal Committee is responsible for
regularly reporting on the organization’s investments to the full board of directors.

_ Investment Objectives

- ‘PEACE, Inc.’s investment objectives are the preservation. and protection of the organization’s  \

-+ -assets, as well as the maintenance: of liquid reserves to meet obligations arising from
" #unanticipated .activities, by earning an appropriate return on investments. It is the

. ‘orgarization’s policy that excess funids may first be used to

pay down interest-bearing (loans)
prior to in_vesting such funds. I .

Allowable Investments

... Investments:of PEACE, Inc. shall be made exclusively with the fq]l_gwigg,_s‘e'curities: v

—

. Federally-insured Certificates of Deposit, not to exceed $100,000, including interest,
at commercial banks or savings and loan institutiors. - L

. U.S. Treasury securities and securities of Federal agencies and instrumentalities.

. Repurchase agreements with financial institutions, coliateralized by U.S. Treasury or
Federal agency securities. : -

- 4. Corporate bonds-and notes rated A or better by Moody’s aiid Standard & Poor’s.
- -5: Commercial paper rated P-1/A-1 by Moody’s and Standard & Poor’s.
PR o W ..Mq:iiey:majgket funds that invest in securities _approv‘eq;ggder, these guidelines.

w N

- “PEACE; Int. shall not engage in margin transactions, shortselhng, cominddity transactions
or use of derivatives.

Periodically we will review with the bank if a sweep account is in our best interest, and if so
we will utilize the sweep account.

~
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58, EiLLiNG/leléiNé POLICIES
59. Overview (11/12) |

The following is an example list of items billed and/or accrued and received by PEACE, Inc. and the
frequency with which each is billed: ' :

Monthly, Quarterly & Periodic Billings - o .
-1 Grants, service fees and contracts (including rents) (See separate section on “Policies

= -~Associated with. Federal Awards” for billing policies associated with federal grant agreements)
2. Leases and Subleases

60. Responsibilities for Billing and Collection (8/15)(12/22)(1/23

_BEA_'CAE{;-.,-In_c.-.’.;_._é.,.,_Accountin_g-v Department-is responsible for.the :_\_('b'u‘t:herg_ing' of-receivables (except for

plete the form or the program staff maintains the software required to ,
& Housing staff complete vouchers/invoices for Empower New York,

and other fee for service programs.) Rent collection is the responsibility of the Program Manager.

(Note: Cash receipts, credit memo, and collection policies will be discussed in subsequent sections).

examples-listed below), as well as'the collection of outstanding receivables on grants. Grant vouchers.. . - . .~
~~“prepared by fiscal are-feviewed and approved by eithef the GEQ or Executive Director: The program " e
17 staff rfiaycomplete the'vouchers for selcted grants and fes for Sarvice prograns becaiise of the - = © -

.. required.information to comple !

o E%:rior:,tgg_tgrm_mnajigurpi.a;ienﬁami—.‘Ieasez_agreemen.t,,. management mustpmwde tenant with the Notice of .. .. ..~ .

~Violation: T his will advise the tenant that if the stated violation is ‘not corrected by the stated date,
- managemerit may seek to terminate the lease by instituting an'action for eviction at which time the
resident may present a defense. - st ’

 The fifing and amount of advance payments must be as close as/is administratively feasible to the

actual disbursements.

' 61. Accounts Receivable Entry Policies -

'Ac_'counts receivable posting is done in coordination with the mo‘nthly revenue entries prepared by the
Accounting Department Staff. ‘

62. CIaséifigtion of Income and Net Assets
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All income received by PEACE, Inc. is classified as "unrestricted"; unless specifically noted by the

donor. : v (h

* From time to time, the PEACE, Inc. Board of Diréctors may determine that it is appropriate fo set funds =~
aside for specific projects. To the extent these set-asides result from a Board action, rather than a
donor-imposed requirement, the resulting set-aside shall be classified as “unrestricted”. However, to
identify these funds as being set aside for special projects, such set-asides shall be labeled “Board-
Designated” funds within the unrestricted net assets of PEACE, Inc., and shall be reported as a
separate component of unrestricted net assets on the PEACE, Inc. financial statements.
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o+ fiscal department and deposited the next business day.

63. CASH RECEIPTS

84 Overview

Cash (including checks payable to the Agency)'is the most liquid asset an Agency has. Therefore, it is
the objective of PEACE, Inc. to establish and foliow the strongest possible internal controls in this area.

65. Prdcessin . of Checks

and Cash Received in the Mail (11/12

For funds that are received directly at PEACE, Inc. cash receipts are centralized to ensure that cash

received is appropriately directed, recorded and depo_sit'e‘d on a timely basis.

receives “For Deposit Only” on

then reviews the checks and prepares general
g for each cash receipt. The deposit and journal entry are prepared by the »
Thei daily bank deposit is taken to the bank by someone in the HR Department. The CFO

or A s review -all deposits and sign the journal entry. If cash or checks are received after the
- ‘cutoff.for the.day's deposit, the cash or checks will be held overnight in a locked safe in the locked

* -Funds that are received in.the form of cash.and checks ére.'erUth to the ac_couhting departmenf and
* a pre numbered cash receipt is written in the receipts book and given to the individual employee who

brought in the actual cash or check, as appropriate.

- The bank reconciliations are prepared by a person other than the person making the deposits. The

.+ M&T operatingand the Key Bank operating bank reconciliations. are prepared by a staff person who
~ .-does not record receipts or disbursements for the account.

- 65.1 Processing of Other Checks and Cash Received (including Receipts at Sites) (11/12),

(1/16)

- *All cash and checks received at any site (either by mail or not), are to be forwarded to the Accounting
. Department with explanation of the receipt. We can then deposit the items into the corporate
Lo naccounts; and account for the receipt through the general ledger. . - AR S

Meal contributions are prepared daily by program personhel, and deposit information is forwarded to
the Accounts Payable Specialist, who prepares the journal entry.

66. Endorsement of Checks (1/16)(11/21){:
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Itis the policy of PEACE, Inc. that all checks received that are payable to the Agency shall inmediately
be restrictively endorsed by the individual who opens the daily mail (if received via mail). If the check is
delivered internally (not via mail), a will endorse the check. The

 restrictive endorsement shall be a rubber stamp or manual endorsement that inciudes the following” =~~~

information: (If a stamp is not available, the information will be written on-the back of the check.)

1. “For Deposit Only”
2. PEACE, Inc.
3. The bank account name and account number

' 67._Timeliness of Bank Deposits (1/6/09)(11/21

It is the.policy of PEACE, Inc. that bank deposits will be made ona dally basis. If for some reason

- “(bank suddenly closed), the deposit cannot be made that day the CFO must be notified that day. If

there is no deposit for the day, the | _'_jwho prepares the deposits will email
the CFO." If cash or checks are received after the daily deposit is made, the items will be locked in a

- “safesin thedocked-fiscal.department, to be deposﬂed the-next-businéss day

+, .. 68, Reconcmatlon of D_9051ts (11/1 2), (9/16) -

o operatmg accounts-Key Bank and M&T. Any discrepancies shall be |mmed|ately investigated.

50

On» a dally b331s the CFO who does not prepdre the mltlal cash recelpts Ilstlng or bank deposat shall h
. -« -Feconcile the. listings-of-receipts to bank deposits reflected on the online bank account for the two
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69. ACCOUNTS RECEIVABLE MANAGEMENT

_.70. Monitoring and Reconcnllatlons 8/15 8/18) e

Accounts recelvable account analysis/reconciliations are prepared by the responsible accounting
department personnel to ensure proper balance and reporting. The accounts receivables _
reconciliations are forwarded to the CFO for review and approval. At this time any old outstanding
accounts receivables would be noted for the CFO. The collection of outstandlng vouchers would be
the responsibility of the Accountant responsible for that partlcular receivable (unless otherwise
mstructed by the CFO) '

As of October 2007, -accounts receivable reconciliations are to mcIude voucher amounts and date sent,

Wthh can then be mcorporated for aging purposes

In order to maintain effective internal controls, the approval to write off receivables is completed by the
CFO or Executive Director, who do not record payments These wrlte offs may be due to coIIectlon

e |ssues ‘or contractual allowances C R A SRR

i~
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POLICIES ASSOCIATED WITH EXPENDITURES AND DISBURSEMENTS

L e A S I LT I

71. PURCHASING POLICIES AND PROCEDURES
72. Overview (2/11/08) (2/1 6)(10/19)(11/22)

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

ADDITIONAL POLICIES APPLICABLE ONLY TO THOSE PURCHASES MADE UNDER FEDERAL

AWARDS ARE DESCRIBED IN THE SECTION “POLICIES ASSOCIATED WITH FEDERAL
AWARDS.” (Section 184) ’

Ifa purchase is made with federal funds, and the purchase is for labor (W|th or without the
e purchase of items), either of the following will be attached to the agreement '

“A’'copy of the CFR Appendix Il to Part 200, Title 2 - '

OR -

" A bullet list of the items included in CFR Appendlx II to Part 200, Title 2
This attachment can .be attached to.the PO or contract to ensure that the vendor receives the

- .. . attachment, and agrees to abide by it’s rules and regulations. In the cases where the PO# is

given to:a.vendor over. the phone-for purchases we can annually send an email with.the.
T vendor 'S recelpt email o the purchase to show compllance L

-:When-a purchase is made with:federal funds, PEACE, Inc. quI follow the federal guidelmes per

""CFR'200°317-327, CFR Appendix li to.Part 200, Title 2, CFR Part 75 — Procurement and any other

federal guidelines relatlng to purchasing. Also PEACE, Inc will follow any grantor speclfled
purchasing requirements.

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 describe 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 comphance ‘with the . prowsmns of apphcable Federal statutes and executlve’

' crders

Relevant OMB circulars and Uniform Guidance are reviewed periodically (and whenever changes. to
circulars) to ensure adherence to directives.

72.1 Procurement Procedures (2/16)
. Refer to CFR , Subpart D, sections 200.317-200.326
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-+ . 76. Purchasing Overview (11/12), (2/16) (9/18)(5/22 6/22)(11/2 .

73 Responsibility for Purchasing (2/11/08)

All department and project Directors shall have the authority to initiate purchases onbehalf 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 list of all authorized department and project signors. '

" The 'a'ccounting department shall be responsible for processing 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:Purcha'si"ng Director. The Purchasing
Director can review a requisition or purchase at any time. ) '

. 74. Non-Discrimination Policy

-~ -All.vendor. contractors who are the recipients of Agency funds, of who propose to perform any workor .. ,_

- -, fumish any goods tinder.agreemerts with PEACE, inc. shall agree to thess important priricipies:

g e

-+ because of race; religion; color; sexual orientation or national origin, except where religion,

1. Vendor Caniactors il ot dicriniat againet any emplyes o ppiiat o ampyrent

- --'sex, -or national-origin-is. a-hona:fide .occupational- qualification -reasonably-necessary: to the .. .. ...

“*"normal operation. of the vendor contractors.” . - <

- Changes highlighted are effective 6/27/22, due to new federal guidelinves.t

Before committing to a purchase with a new vendor contractor, the Purchasing Dept. confirms that the
vendor contractor is not on. the suspension/debarment list. On the Purchase Order Checklist there is
an indication if this is a new vendor contractor. ‘ - o

" We can categorize our disbursements intd three types: | |
SR ‘Purchase Orders required — itéms we will receive an inveice for = = ST
-~ "~ Require -a “Purchase Ordei ' Checklist” to be ‘completed by accounting or
Purchasing department :
Cash Disbursement — no- invoice will be received — example — expense reports and
credit card payments ' ’ S
Recurring Payments — leases and contracts and standard payments (example - utilities)

Includes master list of recurring, and coversheet for each with documentation
attached in a folder -
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As PEACE, Inc. is exempt from NYS sales tax, no NYS sales tax is to be charged directly or indirectly
to any grant. We do everything possible to eliminate sales tax. However. on occasion a minor amount
- of sales tax may be charged. If so, it needs to be approved by the Purchasing Director

/_‘:‘4
\

" ‘or CFO, and charged fo “non-allocable”.” Some tax payments ‘are required such as for flights, hotels,”

- etc., and are allowed on the grants.

There are 3 purchasing dollar levels. Refer to CFR, Subpart D, 200.320. We will use the-dollar levels:

included below:
Micro purchases — below $10,000
Small purchases - $10,000 - below $250,000 _ _
Large purchases (Simplified Acquisition Threshold) - $250,000 and higher

76. Use of Purchase Orders (11/13)(6/17)(11/22)

It is the policy of PEACE, Inc. to utilize a purchase order eystem. A properly completed purchase order

or Cash Disbursement form shall be required for each purchase decision with the exception of petty
- cash accounts, récurring payments; travel. advances and expense reimbursemerits, cash ‘advances,
“etc. which require a separate form described -elsewhere in this manual. Also, professional services
such as legal or accounting; do not require a purchase order, but fees will be analyzed periodically. A
“Purchase Order Checklist” will be attached to a properly completed purchase order to indicate at a
minimum: : - ' ' : ' : . L -

" Determine whether allowable under-grant andinitial- o o
“Indicate no-salesitaxincluded . . ... . .- S T

S N N

Progress, acct #1540 :
~ If fixed asset must have lease vs buy analysis form, as -appropriate’
Indication that funds are available
- -Three quotes, indication NYS Contract, or Sole Source attached as required:. .. .
. Required signatures -~ - ' I
0. Receipt of items and date received
1. Recognition of Davis.Bacon if applicable

2200 N®

‘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 dlsbursedto employeés/program managers.

~ If item-$5,000. or moré anid fixed ésse‘t, "notify Senier Accountant,' OR Conefructien-ih

" -1 -the "purpese. ‘of “the ‘purctiase. is*fot: réadily dpparent "a’ written: des@ription. of the nature of the: ™. 7.7

“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 will initial/date the invoice area of the
checklist and sign-off that all is complete. o N
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The Purchasing Department reviews the open purchase order file on a periodic basis to ensure the
open purchase order t" Ie Is up to date

77.‘ Authorizations “and Purchasin Limits 2/16)(11/16)  (2/17)(2/18)

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

If there is a required PO, there will be a Purchase Order Checklist attached. -
IfaPOis reqmred the PO Wl" be written before the order is placed.

Any specific grantor requ1rements must be identified and adhered to.

. Requisition Requests are not“re‘quired

"The level Ilsted below will-be determined when the PO is written. If it appears that purchase
could be amended to cross the next higher tier, we will use the procedures for that higher tier.
-When we cannot foresee the amount. crossing into the next tier, once the cross lnto the next
= tieris: recogmzed -we.will do. all steps available at that t|me for the hlgher tler :

f}:fj'a"Total Amount of Slg-gtaturesfrequired Sohc:tatlon Process - Documentatlon of -
.| Purchase - = ,te‘*!?u‘rehasew- R : i - ;;-’-;Deexsmn
: | Petty Cash ... ... -Project.Director. - , Open and _free co.mpe,tt;‘tlon:;z_ ,ftlnvqlce/tRece_lpt,

as a variety of vendor - - : |
contractors are used
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MICRO-
PURCHASE

| Less than $10,000 | -

| LEss THAN $2,000

Program Director-before

Purchase

‘Purchasing Director-can
1 be after purchase date

Accountant-can be after

[ purchase date

$2,000-LESS THAN
$5,000

Program Director
Purchasing Director

Accountant

No quotes required

Price must be considered

" |'reasonable basédon "

research, experience,
purchase history, or other
information.

Purchase can be made from a
contractor successfully used
in the past, with reasonable
pricing.

To the maximum extent

will be equi?gbly distributed
among qualified suppliers,
provided pricing is

| reasonable.. . |

 }'PEACE may utilize annual - | -
| bids for suppliers of recurring...

Purchase Order or Cash
Disbursement Request

PO Checklist if using PO

| practicable; micro-purchases™ { * Sian

purchases. . . .0 =~ - |
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$5,000-LESS THAN
$10,000

Program Director
Purchasing Director
Accountant

Executive Director

CFO

SMALE
PURCHASE |

$10,000 - less than
an $250,000

v .Prd-gram Dir.ector. s
' Purchasing Director

Accountant
Executive Director

CFO .

One of: (can'te verbal, but

attach if written)

3 quote form .
NYS Contract/State Bid
List =~

.- Annual Bid ..

by grantor

Sealed Bids only if required
by grantor

Price must be considered .

reasonable based on
research, experience,

purchase history, or other " * '

information.

To the maximum extent

| practicable, S_mal‘,i_ p_u'r_c_ha_s_éh
will be equitably distribisted |
among qualified suppliers, |

provided pricing is
reasonable.

Sole-Seurge. - i ...

“Purchase Order or Cash - -

Disbursement Request

J-Invoice/Receipt

C . .i. .. ..POChecklistifusingPO
RFP Process only if required’ [ = &%= 1

Document how quotes were

- | obtained .. ..

--Document procurement
"decision
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SIMPLIFIED Program Director WRITTEN PROPOSALS | WRITTEN P..ROPOSALS (see

ACQUISITION Purchasing Director (see requirements requirements below)
THRESHOLD Accountant below) '
$250 000 or more | CFO _ OR '

SEALED BIDS (see
requirements below)

| SEALED BIDS (see
requirements below)

Advertising is requ1red
for sealed bids.

Purchase order or Cash
| Disbursement Request

Invoice/ Receibt

. .. |-PO ChecKlist if using PO

Fl

Noncompetitive procurement:

Noncompetmve procurement can be used in specmc cwcumstances It will be allowed only if
one or more the following circumstances apply:

: 1. The: aggregate dollar amount of the acquisition of property or: serwces does not exceed the
micro- purchase threshold of under $10,000. o

o 2. The iteni is* “available only from a single source o ’

.3..The public emergency for the requirement will not. perniit a delay resultmg from publicizing a
competltlve solicitation

4. The federal awarding agency or pass-through entity expressly authorizes a noncompetltlve
procurement in response to a written request from PEACE
, Inc.

5. After solicitation of a number of sources, competition is determined inadequate.
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In addition to the above requ1rements specific grantor purchasmg requ1rements must also
be adhered to (such as Head Start, HCR and others).

‘Fhe-decision of which tier -a-purchasefits into-is based on the information-on-hand at the -

time of the decision of which vendor to choose. There can be instances where a decision ofa
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 de01s1on is made.

1If there is additional work required above and beyond the or1g1na1 PO amount it will be

decided Whether ‘
~~ 1. -The proposed work and cost is appropriate, documented, and
proceed
2. The proposed work is not appropnate or approved, or
3. Prepare a new PO for the additional Work and following the
purchasmg procedures.
Exceptions:

“.%:.: The' Director. of: Food: Services.. may - order food and supplles (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
- v remitted to Accounting for the' Purchasmg D|rector and Accountant sngnatures {(and Executive Director

©.7$2,000," excépt as' noted above for food -services and- weathenza
~Director and. A\cccuntant are able to sign after the purchaee

& CFOif requwed)

The Weatherization Director may order supplies and materials for jobs (no equment or items out of

- ordinary daily purchase) solely on his signature due to the nature of the program The Purchase Order
- is then remitted to Accountlng for the Purchasmg Director and Accountant S|gnatures '

The Head- Stari/Early Head Start Nutrltlon Coordinator may order normal food and supplies (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 Purchasmg Dlrector and Accountant signatures.

The Program: Director is the only required signor prior to ordering Items or serwce if the total is under
The E’urchasmg

The Human Resources Dlrector 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 placmg an order with the vendor contractor.
Only. the . Executlve Director is authorized to enter into any contract (verbal or written) on behalf of

PEACE, Inc.
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available).

-The VP of Finance may sign in place of the CFO for any- appropriate items (not just when CFO is not

R T B R T T T

Small, recurring purchases made routinely through the year may be supported by an annual memo of
authorization. This letter would reflect the dollar limit and type of purchase, along with “allowable under
grant/cost center” and “grant funds available” clauses. This annual memo is signed by the Program
Director or authorized person. C

Cash disbursements that do not require a PO and do not involve vendor sourcing do not require the
Purchasing Director signature. Examples are the cash transfer from the ‘operating account to the

Captive account, issuance of the Captive stop'loss payment and Captive administrative fee, and other
like items. ' : o

Emergency trips for medical attention may have signatures dated after the medical visit, to ensure
medical issues are addressed as soon as possible.

Standard deliveriés of contracte‘a ‘.item's such as uniforms may have invoices sighed by accountant, as
the program director originally signed the contract. '

‘Professional - services: procured will be reviewed by appropriate staff every 3-5 years. Criteria
~.....considered will be: satisfaction with.the vendor, reasonable price, timeliness, professionalism, etc. This
-review will be documented; and" a-decision made to continue the services, or obtain 3-bids for future. |
“services. An individual purchase of services will be'made based on a review of the above criteria

© 770 Allowsble Purchases’ (12114}, (216)(1017) -

. It must be determined that a purchase is allowable under the grant/cost center. To accomplish this:

e ‘J?hee_re--i.{:s”-:a:-.boxéh. the. Purchase Order and Cash Disbursemeﬁf‘;Req'uééi that must be checked

-= and-signed by the ‘Program’ Ditector that the  ifer ‘is " allowable. -'Af tinies this box may be
checked and initialed on the requisition or request, and attached to the Purchase Order.
‘A Partial Listing of Allowable/Unallowable Expenses for Head. Start has been forwarded to Head
~Start Senior Leadership _ R
" ~CFR:*Subpart  E, 200.420-200.475 Selected ltems - of "Cost and Selected ‘Unallowable Cost
Items are forwarded to Senior Leadership periodically.

78. - Required _Solicitation  of Quotations from Vendor _ Contractors (12/14),
(2/16)(9/16)(11I17!j10/18|(11l18[(11121[(5/22){6/22)]11/22[ »

Also see CFR D 200.319
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reviewed. pe

PEACE, Inc.’s choice of vendor contractors is based on full opén and free:competiti'c')n. We

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

Refer also to CFR, Subpart D, 200.319.

Purchases of $10,000 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: ha[dware, plumbing products, electrical
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 permissible to do a price comparison on a random sampling of those items to prepare a vendor
contractor quote form. ' : _

. Petty 6ash'"purChéses--(Section 126) do"‘not'fequire bids, but have "fr".e_'é’and, open competition. Staff may
~ use a vendor contractor they feel'is in the best interest for the. agency. ’

- Required governmental fees and similar- situations where we have no control over the vendor
- coniractors used do not require bids. An-example would be if we are réquired by gontract to reimburse -
. -expensestoa landlord.or. vendor contractor is specifically wiritfen into the grant. We would thenreview ~ "

: Certain-purchases such as license fees, job. fair fees, ‘t,r,aiAners,:,;pos'tage, mileage reimbursements, o
= " subscriptions;:memberships;. consultants such as engineering consultants;, ~efe (list is.not,all-inclusive)

do not require bids or sole source forms. We would review for reasonableness.

Written quotes are -required for purchases of $10,000 or more (must be written if for $250,000 or
more). - Exceptions' to-the three quote requirement are: if the vendor: contractor is on an _approved
New:York State bid"iist, . specialized contract Services ‘ex:. auditors,” 31
riodically) or if a vendor-contractor is considered sole sour
form must be filled out and attached to the purchasing package).

ce of a product. (A sole source

,'_i-A.:soléi,s,Qurce form is to be used only when there is no o_th§hyi_e}hgjo_r._ contractor (not because they are .

the lowest cost).

- Ifa new vendor contractor-is being considered, the staff-person responsible for. the purchase must .

conflrmthhthe Purchaser that. the.vendor contractor is.not.on. the disbarment. lis,t-}--lbefQ',’e-‘ committing.....

to the purchase.

All Purchase decisions of $250,000 or more shall be made by obtainirig written competitive proposals
from at least three (3) responsible vendor contractors. Sealed bids shall be utilized when required by a
Federal awarding agency. :

Solicitations for goods and services (requests for proposals) should provide for all of the following:
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1. A clear and accurate descrlptron of the technical requirements for the material, product or
service to be procured. In competitive procurements, such a description shall not contain
features WhICh unduly restnct competltlon

o

2. Requirements which the bidder/offeror must fulfill and all other factors to be used in evaluatmg
bids or proposals.

3. A description, whenever practicable, of technical requirements in terms of functions to be
performed or performance required, including the range of acceptable characteristics or
mlnlmum acceptable standards

4. . The specmc features of "brand name or equal" descrlptlons that bldders are requrred to meet
when such ltems are mcluded in the sohcrtatlons

5. Preference, to the extent practicable and economically feasible, for products and services that
conserve natural resources and protect the environment and are-energy efficient.

6. A descrlptlon of the proper format, if any, in WhICh proposals must be submltted lncludlng the v
: name of the PEACE, Inc. person to whom proposals should be ‘sent.

7. . The date by which _proposals are due.
| 8 ReQUlred aé‘nver'y dr performanCe'dates/sﬁchedi.ilesf' L s ol «
‘ 9 Clear indications: of the.: quantlty(res) requested and unlt(s) of measure (does not apply to ,

o annual brds as do not know quantrtles)

. .I9. Evaluation of Alternative Vendor Contractors for Proposals (316109)

.PEACE Inc s cho1ce of" vendor contractors is based on open and free compet1t10n We chose
the. vendor contractor most responsive to the sol1c1tat10n and advantageous to the agency..

- Altgrnative.vendor. contractors shall be evaluated on a- welghted scale that considers the following
criteria: A

= Adequacy of the proposed methodology of the: vendor contractor

.........oKill and experience of key. personnel..., Ny :

~ Demonstrated company experience

-Other technical specifications (designated by department requesting proposals)

Compliance with administrative requirements of the request for proposal (format, due date, etc.)
Vendor contractor’s financial stability

Vendor contractor's demonstrated commitment to the nonprofit sector

Results of communications with references supplied by vendor contractor

. Ability/commitment to meeting time deadlines

0. Cost

=2 ©0©o~NO O
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- 80. AffirmatiVe Consideration of Minori

'_(..'O

11. Minorlty¥ or women-owned business status of vendol' contractors
12.  Other criteria (to be specified by department requesting proposal)

~ Not all of the preceding criteéria may apply in each purchasing scénario. Howeveér, in each situation =~~~
- requiring consideration of alternative vendor contractors, the department responsible for the purchase

shall establish the relative importance of each criterion prior to requesting proposals and shall evaluate:
each proposal on the basis of the criteria and weighting that have been determined.

Small B'UsineSs and Women-Owned Businesses

- Positive efforts shall be made by PEACE, Inc. to utilize small businesses, mlnorlty-owned firms, and

women's busmess enterpnses whenever possmle The followmg steps shall be taken i in furtherance of
this goal:

1. . Ensure that small busmess mlnonty-owned flrms and women s business enterprlses are used
to the fullest extent practlcable :

2. - MakKe information on forthcoming opportunities available ard arrange t|me frames for purchases
and contracts to encourage and facilitate participation by small business, mmonty—owned firms
: and women S busmess enterpnses v i

‘ subcontract W|th small busmesses mlnorlty-owned flrms and women' S busmess enterprlses

S R T .'Encourage contractmg wnth consortlums of small busmesses mmonty owned flrms and
7 'women's business entérprises when a contract is too’ Iarge for one of these firms to handle
individually.
5. Use the services and assistance, -as appropriate, of such Agenmes as the Small Business

81."$p' ecial Purchasing Conditions (7/16)(10/17) -

e Admmlstratlon and the Department of Commerce's Mlnonty Busmess Development Agency in
= z"-"’the mlnonty-owned flrms and women's busmess enterprlses '

R T T TR R T R TN R I SR,

Emergencies:

Where equipment, materials, parts, and/or services are needed in an emergency, quotes/blds will not

*~ 'be necessary if the health, welfare, safety, etc., of staff and protection of Agency property is involved,

orif the emergency relates to the health and safety of our constituents. These purchases are to be
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s oo dtems. such as. food/snacks movie.tickets, bus fare, arts & crafts .school supplles ‘program activities, .

signed by the ExecutiVe Director or CFO. There will be vendor contractoré list maintained by
purchasing for emergency situations for areas such as plumbing, fencing, electrical.

)

" If'an’emergency does occur, Purchasing will later réview the charges for reasonablenéss and annual =~ '~
bids. At that time, a vendor contractor could then be identified as reasonable or eliminated from future
procurement.

Renewal Invoices: _ _

Annual renewal invoices can generate a purchase order or a cash disbursement. This invoice may be
dated prior to the Purchase Order date or the director’s signature. This'is due to the vendor contractor
- ‘initiating the renewal invoice. We are not obligated to pay this invoice unless we opt to renew.

Single Distributor/Source:

Sole source purchases will be made only when solicitation of multiple vendor contractors is not feasible
and.one of the following conditions applies: -
- e:. The items or service-is only available from one source -
e The situation is an emergency
¢ The awarding agency approves the purchase.
A completed sole source form is required.

- »Federally—Funded Programs

Cash Advances:

- There are instances when programs.submit cash disbursement requests for-an advance to purchase:

. - prizes, etc: PEACE, Inc: will provide the-advance:if the items requested are in the-normal course of the.:;; o
‘programs purpose. The program then purchases the items, completes an Advance Reconciliation form™

~.-~. to reconcile back to the original advance if appropriate and submits the receipts for review by the

Program Director and the accountants. If the requested advance is for specialty items not in the
normal course of operations for the program, thei) a detail of the items to be purchased would be
attached along with the required quotes/bids before the advance is issued.

82, Vendor Contractor Réquired Documentition (1110)(1720] "~~~ i m——

The Accounting Department or Accounts Payable Specialist shall mail a blank Form W-9 to all new
vendor contractors, along with a request for the vendor contractor to complete and sign the W-9 or
provide equivalent, substitute information and return it to the Agency. Completed, signed Forms W-9
- or substitute documentation shall be filed in.the Accounting Departiment. Vendor contractors who do

e

" ...not return a completed, signed Form W-9 or provide equivalent. documentation shall be issued-a Form
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... 85, Conflicts of Interest Prohibited (11710)(11/22)

1099 at the end of each calendar year in accordance with the policies described in the section of this
manual on “Government Returns.” All contracts must be signed by Executive Director.

L A

84. Ethical Conduct in Purchasing

Ethical conduct in managing the Agency's purchasing activities is an absolute essential. Staff must

" “always be mindful that they represent the ‘Board of Directors-and share a professional trust with other

staff and the general membership.

- Staff shall discourage the offer of, and decline, individual gifts or gratuities of value (over $25) in any -

way that might influence the purchase of supplies, equipment, and/or services. Staff shall notify their

- -immediate supervisor if they are offered such gifts. If candy, flowers or other items of small value (up to
- approximately $25) :-are delivered unannounced to the office (such as at holidays); the items will be - -... et

shared wit_h the staff.

84.1 Competition (8/15)

- I order to-promote open ahd free full competition, purcﬁasers will: -

1. -Be alert to any internal-potential conflicts of interest - -+~ - PR
~2:-Be alerttorany noncompetitive practices ‘among contractors 'thati:may' restrict, eliminate or -
restrain trade. - - : o C e e
- 3. .Not permit contractors who develop specifications; requirements or proposals to bid on such
procurements. :
4. Award contracts to bidders whose product/service is most advantageous in terms of price,
_Quality and other factors.~ == C e
Issue solicitations.that clearly. set-forth. all-requirements to be evaluated. ... ... . :

o tn

~

Not give preference to state or locai geographical areas unless such preference is
mandated by Federal statute. : : o AT
8. “Name brand or equivalent” description may be used as a means to define the performance
or requirements. + ST R S

R T e et e

- .No officer, board member, employee; or agent of PEACE. Inc. shall'participate in the selection, award -

or administration of a vendor contractor if a-real or apparent conflict of interest would be involved (see
below). Such a conflict would arise if an officer, board member, employee or agent, or any member of
his/her immediate family, his/her Spouse/partner, or an Agency that employs or is about to employ any
of the parties indicated herein, has a financial or other interest in the vendor contractor selected.

In addition, no employee, ofﬁcer, ‘Board member or agent of PEACE, Inc. shall pa&iéibaten-soleiy in the
selection, award, or administration of a contract involving PEACE, Inc. if a real or apparent conflict of
65
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interest would be involved. Such a conflict would arise when the employee, officer, or agent, or any
member of her or his immediate family, his or her partner, or an organization which-employs or is about
to employ any of the parties indicated herein, has a financial or other interest or a tangible personal

--benefit-in-the-firm selected. - The-officers; employees, and agents of the PEACE -Inc-shall neither - -~ -+ . . .

solicit nor accept gratuities, favors, or anything of monetary value (over $25) from contractors, or
parties to subagreements. If there is such a conflict, full disclosure must be made to the Executive
Director, who must sign an authorization, and deem that the financial interest is not substantial. The
HR department will ensure all staff and Board members sign a conflict of interest disclosure statement.

Offrcers board members, employees and agents of PEACE, Inc shall neither solicit nor accept

gratuities, favors, or anything of monetary value (over $25) from vendor contractors or partles to sub-
"'agreements

Disciplinary actions will be applied for violations of such standards by officers, employees, or agents of

‘PEACE, Inc. as. deemed appropriaté by the Executive Director. This might include actions"anywhere -

- from discussions with the person in wolatlon to ensure the incident erI not occur again up to and
|ncIud|ng dlsmrssal

86. Receipt and Acceptance of Goods (11/13)

It is the policy of PEACE, Inc. that all ordered goods be mspected |mmed|ately upon receipt, and that

-.Included. in ‘the purchase packace @ program person must slgn therr name and date |tems or serwce
ﬁﬁ recelved Thls can be handied in a few ways. ’

oL attachment to the PO and should include a signature and date received.

“In the absence of a packing slip, the pink copy of the P.O. should be fon/varded with a“ N

signature and date received.

If neither are available, the program person is to sign the invoice to |nd|cate receipt, and
indicate date received. :

- An-email .confirmation-of receipt:of goods rncludmg a date ltems were recelved is- aiso;

acceptable in the absence:of the packlng slip.

87. Excluded Parties (1112_)

The Accounts Payable Specialist in conjunction with the Purchasing 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.

oon "tri"'e‘-*Piurc‘:hfas'e-"'c‘)rclc‘efr~ Checklist there is an indiication if this is a new ven'dor:contractor. ;

-All credit applrcatrons must be forwarded te the -Purchaser for completion, and the Purchaser will

review the Federal Excluded Parties Llst and Debarment list.

88. Corporate Credit Cards/Procurement Cards __ (8/14) _ (12/14) (1/16),
L911 6)(6/17)(10/17)(1 1I1 7)(3/1 8) (10/18)(6/1 9)(1 119)(11/21)( 12/22){10/23)(1" ”23"’. _ ’
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PEACE, Inc. currently has the following credit cards:

1. Home Depot — procurement card

There are four cards held by: -

Energy and Housing Purchasing Inventory Control
Facilities Manager
Maintenance Manager -

Two cards are housed in the main office safe.
The Facilities Manager and the Malntenance Manager have custody of thelr cards

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. The signature-must be legible. Home Depot contactsthe. Energy &

- Housing Purchasing Inventory Control immediately if the process is not followed or if

2 Wegmans
BN a.__';

they have a question at any time about a purchase

’Purchases on the Home Depot cards are authorlzed by the Program Dlrectors of the
employees who hoId those cards :

:._-AThe H":me‘D" 'Fpot 'car"'"‘ ,does not have any flnance fees assoclated wnth |t (but may lncur '

;;-The credrt Irmtt on thls card is $35 OOO for Weathenzatlon Department cards and $5 000_ A R
for the, Malntenance Department cards }

employees; “and Food: Servnces Director and various-other employees on an “as neéded”
basis. " The cards are not issued in an individual name, but associated with a separate

- Wegman'’s card, which includes a set procedures for use. The cards are locked in as

safe or at the agency’s main office safe.

A Senior Accountaint taintains a current listing of who holds the Wegmaris- cards
Purchases on the Wegmans cards are authonzed by the Program Dlrectors of the
employees who hold'those cards

. Burchases on.the. Wegmans cards are reconcnled to-a monthLy b;lllng statement from. . .
u.Wegmans bySenrorAccountant S 4

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

Credit limit - $500 per ‘actount — for 1 account, $1,000 for 2 accounts $1 500 for 4
accounts,

$3,000 for 2 account, $5,000 for 1 account, 1 account is used for glft cards by the
purchasmg department : -

3. Valvoline Fleet Service (6/20)(10/20)(10/21)
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This was changed to Valvollne FIeet Servrce cards for both gas. and orl changes in the sprlng of
2020 . S
a. The cards are assigned to vanous Head Start & Early Head Start employees,
Weatherization empl 1ance employees, Food Service Director, Big Brother
Big Sisters ¢ e Center employees (the cards are
associated with the vehicle). The cards are kept locked on site or in the vehicles. Each
card is associated to a specific numbered vehicle and they are utilized by that vehicle's
driver. This process remains the same for the new Wex gas cards — there is one card
issued per vehicle # and each employee that is a certlfled driver gets a unique PIN.
number. A code is needed to use. Coe
b. The Accounts Payable Specialist along with the Transportatlon Superwsor maintain a
current listing-of:who- holds the Valvoiine Fleet Service cards. Far:the-new-Wex gas-
cards the complete listing of cards issued and PIN numbers:is maintained in the fiscal
office. : - :
- ... ‘Purchases- on.the Valvollne FIeet Services cards are reconciled to a monthly bllhng
. statement from Valvoline Fleet Services by the Accounts Payable ‘Specialist — for the
new Wex gas-cards the statements are reconciled monthly by the -Accounts Payable
Specialist. There is a log that Accountants update as receipts are handed in for gas
purchases that is accessible for the fiscal staff. Accountants can then verify. the fuel
' ...A..,_.r.recelpts against. the GPS system as needed This is. used as apart of the reconcmatlon

d:- Purchases-on_ the Valvollne Fleet Serwces cards ~are ‘authorized” by thé ;'Program'-‘
-+ Managers of the® employees who hold those cards — For the hew. Wex Gas cards
‘Program Manger approval |s obtalned by an: annual me .d' or a. cas E:dlsbursement‘
approved accordlngly ' : SR a
e. The monthly reconciliation are forwarded to the CFO for review and approval
f. Credit limit - $20,000:

?f"':"f“fcred‘t Tifhit oh thist 'rs $z/ “000. i HERE R
~b. - Purchases' ofi thé'Key Bank: Agency credit cards are authonzed by the above mentloned
staff with the properly completed Purchase Order or Cash. Dlsbursement Request forms
that have already been approved by the Program Directors.
c. Purchases on-the Key Bank Agency credit card are reconciled to a monthly biling
statement from Key Bank by the Senior Accountant. q
d. .The monthly reconciliations are forwarded to the CFO for review and approval
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~ - 89.1 Inclusion of Cbsts:in?A_g?Lrggriate Grant/Fiscal Year (A2/12): = e e

5. Key Bank DMV Credit Card (1 1/12)(9/16)(11/16)(6/19)
a. The Key Bank credit card used for vehicle registrations and expenses is maintained by
the Transportation Supervisor. The card is housed in a locked petty cash box in a

* locked ‘desk’ at ‘the Transportation ‘Department. assigned ‘only fo the Transportafion

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

6. Key#2Business-Backup Operating credit card (6/19)(2/23)
Activated as of June 2019.
This credit card will b -
.- 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. It is also used for Head Start
travel expenses. : ‘

coop

89. Personérl Use 6f Vendor Contractor Accounts, Credit Cardé. and Member Cérds(flOli?{

Personal use of.any corporate vendor contractor accounts, credit cards, member cards or similar items
's prohibited... This would:include PEACE, Inc. used in the name of the account in.any.way. No one is
to obtain' personal vendor.contractor accounts, credit cards, member cards or sini ar.items with the
inclusion of PEACE, Inc. as the holder, or listed in any way on the account. All businéss vendor
contractor-accounts, credit cards and member cards are to be opened through the Purchasing
Director.. : ; : - :

Personal account .statem:ent:é:a;r:q_not to be mailed to a PEACE, Inc. address.. | .

Noncom'pliance-rt'o-thi:s"po'li‘cy maybe terms for termination of er_nployme'ht:'f SR,

At year ehd all items related to the correct grant year/fiscal year are accrued or encumbered to the

proper grant and proper time period. (This may be done through a yearend project to capture accruals
for grants on a cash basis).
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All grants have Ithveir own project number in our accdunting system and'ch'arge's are coded to each _
project to ensure only that funder pays for their exact expenses. (ﬁ "
'Ch‘a’r"géé' are posted to the corfect project numbér to coincide with the corract grant year fbr’ inclusion. =~ © "
(Each new year of a grant has a unique project number). ’

P
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%. POLITICAL INTERVENTION & LOBBYING (2/11/08)

- 21.00 Prohibited Expenditures =~

R R T T T

Consistent with‘its tax-exempt status under the Internal Revenue Code, it is the policy of PEACE, Inc.
that the Agency shall not incur any expenditure for political intervention. For purposes of this policy,
political intervention shall be defined as any activity associated with the direct or indirect support or
opposition of a candidate for elective public office at the federal, state or local level. Examples of
prohibited political expenditures include, but are not limited to, the following:

Contributions to political action committees -

Contributions to the campaigns of individual candidates for public office

Contributions to political parties ‘ , _

Expenditures to produce  printed materials (including materials incitided in periodicals) that
“support or oppose candidates for public office : _
5. Expenditures for the' placement of political advertisements in periodicals '

AwWN A

92. Endorsements of Candidates

It is the policy of PEACE, Inc. notto endorse any candidates for public office in-any manner, either

i v\"/grbajlly,olr in‘writing’ This- pol.icy extends:to the actions of management and other representatives of -
PEACE Inc., when:these individuais are acting on behaif of; or are otherwise representing, the -
Agency. ‘ - '

* .92 Prohibited Use of Organization Assets and Resources (2/11/08)

. No assets or human resources of the Agency shall be utilized for political-activities, as defined above.
This prohibition extends to the use of Agency assets or human resources in support of political
activities that are engaged-in personally by board members, members of ménagq_ment,f‘employees,' or

~ -any other réprésentafivesiof the Agency. While there‘is no 'prdhibiﬁdhfzégféij‘iiSfi}fﬁﬁes;{‘e.in,di\ii‘d'uals
" engaging in bol’itiqalfacti-.viti‘es personally (on their own time, and witHout'tebresehting the Agency),
these individuals must at all times be aware that the Agency resources cannot at any time be utilized in
support of political activities. ' -

92.2 Lobbying (2/11/08)

92.3 Lobbying Introduction (2/11/08)

- Unlike political intervention, described in the preceding section, expenditures. by a section 501 (©)3) .
public-charity for lobbying activities are allowable under the Internal Revénue Code. However, no

* lobbying expenditures may be charged directly or indirectly to any Federal award (i.e. the charity must
have a.non-Federal source of income to which such lobbying costs can be cited as the source of the
activity). '
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92.4 Definition of Lobbying Activities (2/11/08)

" Lobbying activities conducted by the Agency may be either direct or indirect. Direct lobbying activities "

consist of attempts to influence legislation through communication with any member or employee of a
legislative body (Federal, state, or local levels) or, if the principal purpose of the communication is
lobbying, with any government official or employee who may participate in the formulation of the
legislation. Direct lobbying occurs when employees of the Agency or paid lobbyists communlcate

directly in attempts to influence legislation. Lobbying is distinguishable from advocacy activities, which

involve efforts to advocate certain positions which may have legislative |mplrcat|ons as Iong asa
nonpartisan anaIyS|s of the relevant facts is performed.

Lobbying occurs only when there is-a specific piece of leglslatlon or Ieglslatlve proposal pendlng that
the Agency-is attenipting to influence. Therefore, lobbyingis consideréd to-have taken place only if. .
both of the followmg elements are present.

1. .-~ The communication.refers to specific legislation (legislation that has-been introduced or a

specific legislative proposal that the Agency supports or opposes), and
2. The communication reflects a view on the legislation (supporting or opposing it).

.. -Indirect lobbying involves communications with the general public (rather than dlrectly ‘with Ieglslators
_-j_-etc) where-the: communlcatlcn includes the-same twio precedirig charactenstlcs Pplus-it- encourages the
recrplent of-the' communrcatlon o take action with respect.to- the -specific: Iegls!atlen by contacting -

.. legislators, etc.).

..£'92.5 Segreqation of Lobbying Expenditures (1 112) " 55 o

-+ Lobbying-expenditures are allowable-for charities under the Internal Revenue Code..- However
lobbying may not represent a substantial portion of the Agency’s overall activities. The Agency’s tax
exemptlon would be:at: nsk lf Iobbylng becomes a substantlal portlon of the: Agency’s actrvntles

Accordlngly, the Agency segregates all dlrect and lndlrect Iobbylng expendttures ina separate sectlon
of the chart of accounts in the general ledger, cost center #151, “Lobbying”. Where appropriate,
lobbying expenditures shall also be allocated their fair and reasonable share of employee benefits and
-other indirect:costs in accordance with cost allocation policies described elsewhere in this manual.
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96y Ré.cfordihgpf-Accbun_ts; Payable
7 Al valid accounts payable transactions, properly supported with the required documentation, shall be
" processed in a timely manner. :

'93. ACCOUNTS PAYABLE MANAGEMENT

.94, Overview =~~~

PEACE, Inc. strives to maintain efficient. business practices and good cost control. A well managed
accounts payable function can assist in accomplishing this goal from the purchasing decision through
payment and check reconciliation. - ' :

It is the policy of PEACE, Inc. that the recording of assets or expenses and the related liability is
performed by an employee independent of ordering and receiving. The amouints recorded are based
on the vendor contractor invoice for the related goods or services. The véndor contractor invoice
should be supported by an approved purchase order where necessary. Invoices and related general
ledger account distribution codes are reviewed prior to posting to the subsidiary system.

The primary objective for accounts payable and cash disbursements is to ensure that:

1.~ Disbursemments-are properly authorized
2. Invoices are processed in a timely manner
3. Vendor contractor credit terms and operating cash are managed for maximum benefits

) Accounts payable are processed on a daily basis.

‘Accounts payable items are posted to the general ledger when cash disbursém"ents checks are cut.

* Itis'the policy of PEACE, Inc. that enly original invoices will be pfdt‘:f"eés:‘edifor paymerntunless

- duplicated copies have been verified as unpaid by researchin'g the'vendor contractor records. ‘No
-vendor eontractor statements shall be processed for payment, unless they are used by the vendor

contractor as the sole invoice.

96. Accounts Payable Cut-Off (11/13)

“We:currently aceruerinvoices on those projects that are not on cash basis, based on a report

- ~'generateéd by the accounts payable specialist in accordance with the month end closing schedule.

Examples of these projects are indirect pool, rental properties, fee for service programs etc. This entry

- to accrue invoices is set up as an auto-reversing entry, so is reversed in the subsequent month. We

have many projects that are on the accrual basis during the year, and many (including most grants)
that are on a cash basis. Invoices still under the “Encumbrance” category are not included in this
accrual. ' '
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Unpaid invoices for which we have received the goods or service are accrued at year end, taking into -
account the invoice limit determined with the auditors. For selected projects all unpaid invoices for (ﬁ )
-which we have received goods or serwce at year end are accrued (Head Start grants that end at

January 31). At year end Head Start may have invoices for which we have’ not received the goods by -
the year end, but we need to include on the grant. A credit is prepared to offset this accrual, so the net
effect is $0.. The offsetting credit is made to a project for the year end accruals.

97. Establishment of Control Devices (11/10), (1/16)(11/16

Control of invoices is estabhshed by the Accounts Payable Specrallst as soon as invoices are recerved
Vendor contractors will be mstructed to mail all invoices directly to the accounts payable department

Upon recerpt of invoices the invoices are “date received” stamped and matched to the- apphcable ‘
‘purchase order by the Accounts Payable Specialist or Purchasing Department. The Accounts Payable -
Specialist or Purchasing Department will verify that the invoice amount matches the purchase order
amount and if any discrepancies are found the Accounts Payable Specialist will forward to the
“Purchasing Director.for-resolution..For: recurring/standard monthly-invoices:such-as- electrrc bills,

-telephone bills, etc the invoices are forwarded to the Accountant of that program for processrng

An Accountant will ensure that vendor statements are researchedlreconcrled with the aid of the

Purchasing Director:and Accounts Payable Specialist. If the Accounts Payable Specialist, Senior o
"Accountant -and-Purchasing Director-are unable to resolve the: drscrepancy ina: tlmely manner itwillbe . ..o
; -brought to the .CFQ’s attention. - : G : :

e

ol ,“;-:;The Accounts Payable SpeC|aI|st in conjunctlon W|th the Purchasmg Department wrll ensure any new
s vendor:contractor:is not listed.on any Excluded Parties List or: any Federal debarment listing prior to
'settlng up a new vendor contractor. : e

“We contact applicable vendor contractors to state our corporate pollcy that the vendor contractor must
recelve a PO to authorlze purchase R

Program staff is to forward aII questions ‘and concerns from vendor contractors to the Purchasing
D|rector _ :

98, 'Head Start Draw s Down Procedures (11/12)(9/1 6)(11/16)(1/23)

- The followrng procedures will-be followed regarding draws for Head Start/EarIy Head Start from the

- Payment Mapagement-System: - PEACE -Ing. will- strive-te minimize:the-time between.receipt-and. - S e e
. ..-disbursement.of grant. funds by issuing payments. within 24 hours of receipt of such funds.. It is
prohibited to use Head Start (DHHS Grant) funds to cover costs of other funding sources and grants
unless approved by grantor. :

Payroll — draw set up to be within a reasonable time of the disbursement. For example, a ‘
-normal pay cycle would have a draw requested on Wednesday, and we receive funds on Thursday.
Complete Payroll pulls the payroll and taxes on Thursday of that pay week.
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; ;-;_Fzg'e’_imbu,rs_e'r;}jgnts-ﬁf_og.ftra_v_eli.-'exp._enses, .bdsinéSS"-méals, 'or:otheﬁjapprVEd%GGSts=-willa be. made only upon:. - ' .

Accounts Payable — The checks are cut, and sent to the approved signors for signature. A
q_ravy is set up t_o m‘atch_vthg digburgemen';. Chec_ks are released wit‘hin_A24_houArs o_f th__e d_r_aw." o

Disbursements from Key Bank and other journal entriés ~the draw will be made upon
determination of other costs charged to Head Start/Early Head Start. ‘

If a draw down is overestimated within a grant year, the actual difference is to be determined
and incorporated to reduce the next draw. If there are overdrawn funds from a previous year, the
Agehcy will issue a check to “U.S. Treasury”, and remit with a letter to the Payment Management
System-to explain the situation. The grantor fiscal representative will be hotified as appropriate.

99. Payment Dlscounts

To the extent practical, it is the policy of PEACE, Inc. to take advantage of all prompt payment
discounts offered by vendor contractors. When availability of such discounts is noted, all required
documentation in support of payment is available, and the availability of cash permits, payments will be

* . -scheduled soas to take full advantage of the discounts. .- - - - e . ‘

R
=,

R th'é_receiptfbf'a properly ‘approved and completed cash disbursements request form or travel

- . authorization form. All required receipts must be attached, and a brief description of the business

purpose of trip or. meeting must be noted on the form. Cash disbursements request forms and travel
'vouchers will be-processed for payment. - IR :

I'f.‘an.?_é;(bénse advance is distributed, the respdnéible accou'i;‘t‘t',‘anttvv'v"ill ensure all a.pplicable receipts are -
.subsequently attached. o : S o

Director’s expense reports will be reviewed by a senior Board Member and the CFO or

== ‘No:New: York-State sales tax amounts will-be allowable; as PEAGE, Inc..is exempt from:New York: -

= e Statesales-tax... The-New.York State-*Exempt-Organization Exempt:Rurchase-Gertificate™., ST119.4,

- will-be provided upon request.

| “101._Reconciliation of A/P Subsidiary Ledger to General.Ledger (10/13)

At the end of each monthly accounting period, the total amount due to vendor contractors per the
accounts payable subsidiary ledger shall be reconciled to the total per the accounts payable general
ledger-account (control account). All differences are investigated and adjustments are made as
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necessary. The monthly accounts payable balance should be zero as the Agency operates on the (&
cash basis of accounting.

 The account Accrued Liabilifies, #2010, will normally include auto reversing entries to accrué invoices
at month end, which will be reversed automatically during the subsequent month. These balances will
be reviewed by the CFO prior to month end closing.
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102. TRAVEL AND BUSINESS ENTERTAINMENT

103, Travel Advances (12114)

Funds will be advanced for upcoming travel only upon receipt 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. In instances where the employee
incurs (or has received an advance for) gas/mileage (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 reimbursed; 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, trével form, petty cash etc).

PEACE; Inc. follows 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
given for the first and/or last day. : ~ '

v The maximum-standard tip-amount is15% for federal grants. Tips_required by restaurants or providers-
. ~above this will be handied in the following manner: -

vl - The overage must be-approved by either the ExXectitive Director/CFO/o
=" The amount over 15% will not be charged onio a federal grant

* We allow restaurant tips over 15% on the federal grants if it is mandated by the restaurant for groups

over a certain number or for an event.

* - 103.2 Entertainment (11/16)

Costs of amusement, diversion, social activities, ceremonials, and costs relating thereto, such as

- meals, lodging, rentals, transportati_on and gratuities are unallowable. (Subpart E Cost Principles, sec

200.438) : '

- .103.3 Travel Emergencies (for Weatherization Jobs)

= Whete emergericy work-refated travetis unplanned and-could not be foreseer, the travet authorization -+~ +in-r
~form:must indicate “EMERGENCY?”-- ‘The form must be signed by the Traveler and Supervisor priorto -~ - -
- 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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-altemate signor for hiis signature. : The operati

104. CASH DISBURSEMENTS (CHECK-WRITING) POLICIES |

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 s
The CFO or!
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 cbntractorS).
' CFO 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.

‘The Accounts Payable Specialist cuts the checks, and forwards the following to the CFO:
Aged Accounts Payable (signed by CFO)
Open Invoice Report
Project Distribution Reports
- Stack of checks with attached support -

;-.--vr-;"»CFO:reviews;the~'paymenta-'supp.prt and signs the “Open. Invaice Report”.:: There-is.a séparate AT
" set of reports for each operating. cash account: . B o

Key Bank

- - - Any-adjustments to the original signed Aged Accounts-Payable will be signed by the CFO.

CFQ signs and forwards the cut checks with support to the Executive Director or
ng ‘accou checks require two signers (Executive”
2 or specified Board Members).

Director,-CFO, Human Resources Director

‘Sig'ned checks with support are feturned to the CFO or fiscal staff person not involved in the
issuance. of the checks. The Senior Aécountant sets up the Head Start draw if appropriate. The . fiscal

- staff person disburses the checks. We strive to disburse DHHS checks within 24 hours of check

issuance, but within grant guidelines.

T P T LTV FTLL N et B il D en s gy e rey soes

B,

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

1. Expenditures must be supported in conformity with the purchasing, accounts payable, and
travel and business entertainment policies described in this manual
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2. | Timing of disbursements should generally be made to take advantage of all early-payment T
discounts offered by vendor contractors, as available funds allow \

3. Generally, all vendor contractors shall be pald wrthln 30 days of subm|tt|ng a proper mvorce
7" 'upon'delivery of the requested goods or services, available funds permitting

4, Total cash requirements associated with each check run is monitored in conjunction with
available cash balance in bank prior to the issuance of any checks

5. All supporting documentation is attached to the corresponding check prior to fon/vardlng 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”, without CFO approval (example —

requirement) -

8.~ Checks shall never be signed prior to belng prepared - . » :

9. - Upon the preparation of a check, vendor contractor invoices shall |mmed|ately 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 dally as they
.oceur. . . . _ R

n

. 106 Gheck §__gnmg (1!6/09)
: ”5-.,,=a;;-Refer to.section: 121 = Cash Accounts for the list of signers for each bank account- .
Check signers-will -be presented with-all original ,supportin,g,.do.cumentation to ensure that each.item has-

been properly checked prior o signing a check. Checks should not be signed if supporting
- documentation appears to be missing or there are any questions about a disbursement. »'

107. Mailing of Checks (11I10) (1I16)(11121 (10/2;

After Si nature checks-are returned to a member of the

who then prepares the checks for mailing. Checks shall not be mailed by |nd|v1duals
who authorize expe‘tdltures

108. Vci@ Checks. and Stop Payments (11/10)

Checks may be voided due to processing errors by making proper entries in the general ledger and in

the CFO’s daily reconciliation worksheet, and defacing the check by clearly marking it as “VOID". All /
voided checks shall be retained to aid.in preparation of bank reconciliations. All “VOID” checks are to

be approved by the CFO.
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~stop payments are authorized by the CFO.

Stop payment orders may be made for checks lost in the mail or other valid reasons. Stop payments
are processed by telephone instruction and written authorization to the bank by accounting personnel
with this authority. A journal entry is made to record the stop payment and any related bank fees. All '

109. Record-Keeping Associated with ,Indégendent Contractors (See section 82 — Vendor
Contractor Required Documentation (11/12)

PEACE, Inc. shall obtain a completed Form W-9 or equivalent substitute documentation from all ‘
vendor contractors to whom' payments-are made. A record shall be maintained of all vendor contractors
to whom a Form 1099 is required to.be issued: at year-end. Payments to such vendor contractors shall
be accumulated over the course of a calendar year. :

110 Policy Council, Policy Committee and Parent Committee Reimbursements (11/13), (1/16)

. The progrém enables low-income members to participate fully i.n »g;roup responsibilities by providing,- if

necessary, reimbursements for reasonable expenses incurred by the members.

Parent Cbnfmittée Reimburserﬁent--.— The Head Start / Early Heéd Start program of PEACE, Inc.

.- provides ‘childcare, transportation and.occasional refreshments for parents. attending Parent Meetings.
~This enables parents to be able to participate in their group responsibilities.

[ ibdliéy.Cc;LlHéii Tﬁéi’hbu'rée:mén't' Vouchers Procedure — The Head Start / Early “Hééd Start 'progfam of
: PEACE  Inc. offefs.a reimbursement to- Poliey: Council members to offset expenses incurred to attend: ... Ve
" meetings, interviews and training.
. If a Policy Counéil meémber has attended an event, thé member rhust coﬁpiéte tﬁé “Childcére & Travél, '
- Reimbursement Voucher” to receive the reimbursement. . T

- The requésted information musf be.éompleted and the member rhust sign the form to rééei&_)e their

reimbursement.
The reimbursement ‘COve‘rs the foiloWing types of expenses:

Mileage to and from meetings/interviews
Childcare during meetingsfinterviews

The Policy Council Budget and:'PJénning Committee will réview this procedufe and méke any
recommendations if necessary to the Policy Council.
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111. PAYROL.L AND RELATED POLICIES

-.112, Payroll Administration, 12/114)(10/117

PEACE, Inc. operates bi-weekly payrolls. For all PEACE, Inc employees a personnel file is

established and maintained with current documentation, as described throughout this section and more

fully described in PEACE, Inc.'s Employee Handbook.

- The following forms, documents and.information shall be obtained and maintained in the Human

Resources or Payroll department as listed below:

Document

Where filed -

PEACE, Inc. Employment _'Application (and resume, if
applicable

HR Personnel file

Applicant references (work & personal) confrrmed and
written -

| HR Personnel file

" | Form W-4 Employee Federal Wlthholdlng Certificate THR file
‘| Form NY-State Withholding Certificate 1T-2104 HR file
Form I-9 Employment Eligibility HR file

| Copy of signed job descrrptlon

|.HR Personnel file

) | Signed offer. letter. mdrcatmg jOb tltle startlng

date; salary, scheduled hours and whether posrtlon rs.

: exempt or non exempt

| HR Personnel file .

: T drrect deposrt of paycheck along wrth a
__vorded check or bank letter,.if applrcable :

Y PayrollFile. "

.. | Status change form, srgned by the’ Program Coordlnator
and/or Program Director, HR Director, Accountant and CFO
and Executive Director (Except/on For Centro Drivers, a
Ietter/memo from the Operations.manager serves as the
..,author/zed copy of any changes. HR generates and srgns
the Status Change forms and, attaches a copy of the
letter/memo authorizing the change)

| HR Personnel flle& '

ol Payroll File, '

Copy of background check information (for Head Start staff
and other personnel as defined in the HR Pol|0|es and
Procedures)

HR file

| SCR Clearance Letter from Offlce of Children and Family |
Services (Head Start staff only)

Copres of transcrrpts and degrees if (applicable for position) -

HR Personnel file

| HR Medigal file ..., .

| Pre- employment physrcals (specrfred posrtrons)
Code of Conduct -

HR Personnel file -

Conflict of Interest form

HR Personnel file

Acknowledgement of ~receipt' of handbook

HR Personnel file

Declaration of Criminal History (Head Start staff only)

HR Personnel file

Fingerprint clearance letter from Office of Children & Family
Services (Head Start staff as applicable)

HR file
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It is the policy of PEACE, Inc. that all of the following changes in payroll data are to be authorized i in

writing:
Action _ _Type of Document Who Sets Up
1. New hires

Personnel status change form

HR sets up data in payroll
system -~

2. Terminations

Personnel status change form

HR inputs term date in -
payroll system .

3. Changes in salaries, pay "

rates, departments, and
positions

Personnel status change form

HR inputs data into payroll
system

14 Vquntary payroll deductlons

‘Designated Form -

" HR inputs data into payroH-' '
_| system

5. Changes in income tax
withholding status

| W-4, IT-2104, or other

federally approved form

HR lnputs data lnto payroll |
system .

6. Address changes =.:». < .-
T 'f,;j_;correspondence from |

Email, typed, or written

1| HR mputs data. mto payroll'

7 Court-ordered payroll
o deductlons f

'-:(* processed in. accordance
| with local, state and federal”
*‘gundelmes) documents from
“ | courts

o Complete Payroll wage
" | garnishment’ payment

serwce

The followmg table |nd|cates reS|dence of the account number used for the allocatjon the Actlwty

Statement status and ACtIVI'[y Report Status. The Activity Report indicates the % of tlme spent on
various actlvmes relatmg to a cost center.

- -AQ_QQUNT DISTRIB

:A..-SALARY ALLOCATED T‘ ONLY ONE COST CENTER

ACTIVITY‘STATEMENT. ACTIVITY REPORT

DIRECT

DBDT INADV HR

INDIRECT

DBDT IN ADV HR

~NA ‘ » YES

NA ' NA

83




SALARIED ALLOCATED TO MORE THAN ONE COST CENTER, BUT DOES NOT CHANGE .

DIRECT

AUTO LABOR-
EVOLUTION

NA

YES

.
i \Wy
}

INDIRECT ***

NA

NA

NA

SALARIED ALLOCATED TO MORE THAN ONE COST CENTER, AND CHANGES EACH PAY

DIRECT .. . .

CHANGE IN _
EVOLUTION OR

ON TIMECARD
(IFBLANKON

TIMECARD, REVERTS
TO DBDT IN ADV HR)

NA .. .

YES

CUNAL T

.| INDIRECT- #*

. | DBDTINADVHR

. _HOURLY ALLOCATED TO ONLY ONE COST CENTER

DIRECT y

| DBDT IN ADV HR

‘NA

INDIRECT

DBDT IN ADV HR

'NA

HOURLY ALLOCATED TO MORE THAN ONE COST CENTER, BUT DOES NOT CHANGE _

DIRECT

AUTO LABOR IN

YES ..

NA

INDIREGT. **

.| EVOLUTION

NA

NA

_NA

HOURLY ALLOCATED TO MORE THAN ONE COST CENTER, AND CHANGES EACH PAY

DIRECT

TIMECARD

IF BLANK, DEFAULTS
TO DBDT IN ADV HR

YES

NA
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INDIRECT *** NA ' NA : NA

***PAR’s‘are’not‘required'for'staff"(hourly“or’salaried‘)‘that are charged to the indirect pool: Common™ ~~ - - -~

practice is for indirect pool positions to be charged 100% to the indirect pool cost centers. On occasion
there might be certain positions that are charged to the indirect pool and directly onto a grant. In this
instance if they are an hourly position they would need an Activity Statement to accompany the portion
of their time directly charged to the grant (for a salary staff member in this positon they would have to
complete an Activity Report for their time directly charged to the grant). '

***There might also be times that an indirect pool staff (both salaried and/or hourly) might work on
other non-grant cost centers (ie fundraising) where neither an Activity Statement or Activity Report
would apply. ' '

In Aprii 2021 we transitioned from ADP to Complete Payroll for our payroli processing. Complete

- Payroll is an electronic timecard: processing system. For PG6 (Foster Grandparents) we still submit
" . paper timecards for. stipends. . R T PP

. New v_hi“r'fe_s'_, g_m_jj_.;”change's m s'alari_e's,v pay rates, Qe_partm'epts: and pqs,_it_i_gns'shall be c}bmpieted vbn _ »
"+ approved form and signed by the appropriate program director, Accountant, CFO, Executive Director

- and Hirvian. Resources Director:- All terminations, voluntary and invol untary; are.approved by the
: -37_' ~Supervisor-and/or program:directors, HR, Executive Director, accountant and CFO.. '

Salary changes and bonusesfincentive compensation for the Executive Difector are at the direction of
the. Board of Directors.. The Board meets with the Executive Director at least annually to review

- perfarmance and-set goals for the upcoming year. Based \upon performance and meeting the set

goals, the Boardof Directors will-determine the amount of the salary'change and bonuses/incentive

Vcompensation.'ﬂ." he timing of these changes is at the discretion of th_e*Bb}a"r‘d; Implementation of these

changes will be made with consideration to the Executive Lével 2 cap. A buffer of total salary
compared. to. Executive Level 2 cap may be made to ensure the Executive Director’s salary does not
exceed the cap amount,. ’ :

: Volu-ntarf'-paym-if'~deductiohs and-changes in income tax withhoiding status shiall be authorized in

writing by the individual employee. The employee will sign and date the ‘authorization.

Documentation of all changes in payroll data shall be maintained in the HR’s employee’s personnel file
or separate file kept in Human Resources or fiscal payrol! files as appropriate.

Court ordered payroll deductions are maintained only in the fiscal payroll files.
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Changes are processed by the Human Resources Department or fiscal Payroll. - '

In addition payroll can be processed from home by the Payroli Department in charge of payroll (via ~
their secured log-ons and passwords) on the web-based Compléte Payroll system in an emergency. In
the event that the Agency was closed for multiple days and unable to obtain approved timecards, the
Agency could then replicate the prior pay date’s batch (removing any mileage, parking and overtime)
and generate the payroll making adjustments in the next payroll (if applicable). The Payroll
Department has the option to call Complete Payroll to run the payroll if unable to process electronically.

Longer term steps in case of an emergency would be to consider equity loans on our buildings. .

114. Payroil Taxes (9/11)(11/21)

The Accounting Department via Complete Payroll Services is responsible for ensuring all required tax

- forms are properly completed and submitted, and that all required taxes-are withheld and paid.
Complete Payroll processes our payroll tax forms. The Accounting Department may utilize the services
of an outside payroll service center for the processmg of payroll. The Agency utilizes the services of
Complete Payroll for payroll processmg

” Complete Payroll processes our.quarterly payroll tax forms (mcludlng the federal 941 reports and the
state NYS-45: forms).and-remits the required taxes to'the federal and state agencies. Those quarterly
“-reports. are transmltted to PEACE Inc.-at the-end of each: quarter once filed by Compete Payroll The
Payroll Department reconciles the gross wages from the quarterly re orts to the ‘géneral ledger and

- vérifies the: payroll‘taxes ‘aréspaid: to the. federal EFTPS system and the NYS De3partment of Taxatlon
and Flnance system

115. Pre‘par_at‘ionvof Tim:_e"cards"’ o
. -2nd Activity Sheets (11/13), NSMINGTIBI(LIZY -

* Each PEACE Inc employee must submlt to the Accountrng Department an approved tlmecard due
~ 10:00 am Monday of-the payroll processrng week. Tlmecards shall be prepared in accordance with the
) followmg gurdelmes e '

' 'Ea'Ch=-'t|mecard tor hourly staff shall reflect all hours worked du'rin'g‘-the pay period
- Errors:shall be corrected by the supervisor or program director. =
- Employees-shall identify and record hours worked based on the nature of the work performed; -

B

. .clearly identified as such : : ,
“Timecards shall be approved by the superwsor prlor to submlssmn for payroll processmg
Employees will certify the work they are engaged in with the followmg
If an employee’s work is 100% for one specific project/cost center, the verbal descrlptlon
of the project and account number to charge the salary to will be indicated on the
timecard.

~ o
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'+ The.individuial payrolls submitted-to Complete Payroll are: -

If an erhployee’s work is split between projects, it will be indicated on the timecard in
Swipeclock. '

An Activity Report for exempt employees (employees exempt from overtime) whose salaries are in
part or directly charged to a Federal Grant will be sent to the Payroll Department. For some exempt.
employees, the timesheets will reflect the activity of the job.

Non-exempt employees (employees eligible for overtime pay) whose salaries are in part or diréctly
charged to a Federal Grant will reflect the activity of the job on the card.

After preparation, timecards shall be approved by the Supervisors or their designees, priorto
submission to the accounting department. If corrections need to be made, in the absence of the
employee, the supervisor may authorize the correction and edit the timecard. Timecards for
terminated employees or.those out on disability can be approved by the supervisor without the

- employees™approval.: The supervisors are responsible for-approving-their staff's timecafds and making

sure the timecards are submitted on time.

116." P’roceésing_of Timecardé (11/12)(11/21) ‘

f::-"-z;:ﬁ_-"-Probéss_ihglioﬁ.itihaecards‘;i'n the accoun.ti'ng' department‘is:pe'rforrﬁed.'-b&.'fhe. Payroll'Dépattment;'- Thé-: e
«-Payroll Department will cheek all timecards for reasonability.- . ... - S SRR SR

<= "TCOOA (KQ7) — Executive and top management payroll-
‘ TCO_02 (PL9) — Head Start and Early Head Start . o
. TCOOB (P6G) — Foster Grandparent stipends, mileage/transportation & meal
reimbursement:- - : T LT ’
“ TCO0C (PL5) - All other
-+ TCO03 (G3M) - DEHS

- When an &rror occurs on a timecard (for KQ7, PL9, PL5, and G3M) the Payroll Department will notify

= thesupetvisor.or.the employee to make corrections and‘the supervisor will reapprove the timecard. If

"~ - amistake is‘not caught in time the employee may not receive a paycheck or the amount may be
~. “incorrect.: This can-be-fixed in the next payroll or a manual check cam be cut via-Accounts Payable
(must be-approved by the CFQ). - - ' T e R

fRa— . e s . o e ea e b gy e s Sl e e am e
L. S5 > Lied :

o Afterthetlmecards -.afé finali'zéd;vthe fbllbwing 'reb:orts.- areprlntedApprovalsReportSummaryReport B

List of Salaries and Labor Report. These reports are used to Véfify‘the total amount of hours for each
category (PTO, sick, bereavement, etc), if the timecards were approved and to verify there was no
change in exempt employees’ salaries without authorization.” The Payroll Department builds a
worksheet for each payroll to tie the amounts being processed. The Payroll Department import the
payrolls (KQ7, PLY, PL5, and G3M) into Evolution. The Payroll Department prints the Exception .

. Report. This report will.indicate if there are discrepancies when downloading the payroll. The Payroll

Department then verifies the earnings and deduction amounts. Mileage and parking are added. The
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payroll is then “Pre-processed”. This is a crucial step because reports can then be printed as if the s
payroll was finalized. The Payroll Department can then catch any mistakes before the payroll is {
submitted. For example the custom allocation report indicates where each employee s salary will be

~coded and if it is incorrect, the Payroll Department can fix it before the payroll is finalized. The Payroll
Department confirms that all the reports tie out using the “Complete Payroll by Pay Period” excel sheet.
If there is a discrepancy, the bottom total not say zero when the sheet is filled out.

The “Complete Payroll by Pay Period” excel worksheet is completed as each payroll is processed (one
worksheet for each payroll), and used to confirm the final payroll totals from Complete Payroll. Also,
we malntaln a list of salaned employees salaried amounts.

For TCOOB P6G (Foster Grandparents)

-~ For TCO0B; the Payroll Department will receive the FGP volunteer:timesheets from the Senior
Services Director and will first.go through and verify the in and out times to the total number of

-~ hours worked. by day on the timesheets. This review-is evrdenced by a check mark made by
- the Payroll-Specialist on.the face of the timesheets:" Tt e '

The Payroll Departme'nt' verifies any PTO/ETO AND OTHER CATEGORIES AS DEFINED

taken to the available balance for that Foster Grandparent based on the “Foster Grandparent
-+ -..Available Time-Off" report.provided by the HR Benefits Administrator. -The Payroll Department
. will verity the PTO/ETO AND OTHER CATEGORIES AS DEFINED: is.available to the FGP PTO
-irrisAcerualsreport ang-note the-vérification-with a-chieckmark on.the employee timesheet under- - A
- .othe PTO/ETO AND-OTHER CATEGOREIS AS DEFINED»_column»;_. e s e i

<o Thes Payroll Department goes:through-each of these: tlmesheets fo verlfy the totals by column :
- The column totals should equal the total in the “total hour s box ‘

I the volunteers tlmesheet has transportat|on/mlleage or meals the Payroll Department will
‘recalculate the reimbursement and make sure they actually worked on the days they are getting
. réimbursement for transportation and meals. The Payroll Department 'will highlight the totals”
once these are verified.

"~ The Payroll Department verify that there are 2 approprlate signatures on the volunteer’s

‘ .-tlmesheet : R : : :
SR 4. Volunteer Site Staff sngnature

5 FGP staff signature - -~ -

e lf ..t.he-Bayrell:.[)epartment ol!ss_evers any-problems iw;t_h‘_»the; FGE.timesheets; an-email is
* 75, submitted to the.Senior Services.Director describing-the-problem and.the Senior Services .

- Director will send an email response with the necessary corrections to be made. After the
corrections are made, the Payroll Department prints a copy of the email and attaches to the -
corrected timesheet. In the event that email is unavailable, the Senior Services Director will
come to the office to take care of the errors. - |

~After all the timesheets are corrected, the Payroll Department utilizes the excel control
spreadsheet.- This grid lists the FGP volunteers and all the columns for hours to be paid by
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area (regular, PTO AND OTHER CATEGORIES AS DEFINED, and holiday) and columns for
the dollar amounts for transportation/mileage and meal reimbursements. In this excel
f spreadsheet, the Payroll Specialist enters the information from each FGP volunteer’s timesheet
into the correct column. The total hours to be paid to the FGP volunteer are réfiected. 'The =~
Payroll Department verifies this total to each FGP's timesheet. This report summarizes the
totals by column and these are the totals that the Payroll Department uses later to verify that
the information entered into Complete Payroll agrees with this excel spreadsheet.

Tampering with, altering, or falsifying timecards , recording time on another employee's timecard, or
wilifully- violating any other timesheet policy or procedure may result-in disciplinary action; up to and
: mcludmg'dISCharger ' L B e

117. Review of Payroll (11/12)(11/21 )

o Upontreturn of.paytol!;:;re;portsand‘éﬁ'e?c:fl{;e.‘?ffrom-ft-he Complete Payroll the Payroll:Departmént reviews all - .+
‘reports.-for completeness...Complete:-Pajyroll facilities: mail-out:payroll-checks-(unless an:employee has: - =
dir_e.et.deposit)..and..-paystubs.,-..A;T.he;PayrollDepartm.ent will tie-the Compete -Payroll-reports to the- ... et e
R "’C.ompleté Payroll by Pay Period” worksheet to ensure accuracy. '

- -118._ Distribution of Payroli (11/12)(1/19)(10/20)(11/21)

- All checks and vouchers are mailed by Complete Payroli to-employees’ home address. - -
B ‘f'-?Ehﬁp{é&e’ésa@aﬁﬁs-ignfupifcrethe"orptian' of "E-Vouchers™by contacting the Payroll-Department, who will- R
. ‘add this:feature in Evolution. The employee can view their paystub information via email. I an
employee receives E-Vouchers, there will be no pay vouchers produced or mailed to them.

-+ If a:live check is-not received by an employee in'the mail within one week of issue, the employee

*should:contact Human Resources to see if the check has been retumned and submit any required
= =i information: - If - deemed necessary, a stop payment will be processed and a replacement check will be
: ' issued:with the next payroll. - B '

R T 2 U Yt ¢ e e emime b e e e 2t S

B 119, Employee Loans and Payroll. AdVances (9111) |

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 PTO/ETO and other categories as defined (12/12)(11/16)(10/1 7(11/17)(10/23) .
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Annually for the ‘audited financial staterhents the ) 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 acc
" it'is not allowable, Unrestricted income would be Used to pay the z
defined.

aid with grant funds. If

90

~

and other categories as




-

POLICIES VPERTAINING TO SPECIFIC ASSET AND LIABILITY ACCOUNTS

v e

120. CASH AND CASH MANAGEMENT (8/15)

General Checking Account (operating account):

There are 2 operating 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

M&T Bank

~ Note that
““account for check runs to reduce Urinecessary steps. ~

Existing account used for cash transactions. If a disbursement is split between
Head Start and other, it will be issued _with a Key Bank check.

' .This -accoUntiS a checking 'account with é“l‘ayer of”insurance as follows:

" First $250,000 — covered by FDIC i insurance” . T -
- Over $250,000 - covered by a 3 party collaterallzed agreement

the COVID 19 period we only used the Key Bank

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 3" party collateralized agreement

- “Note! Accounts. payable: payments for an item that i$ a"combinatior of Héad Start/Early

- Head Start, and other responsibility-centers will be made from the Key Bank account. Draw
for Head Start/Early Head Start will be based on the direct charges and indirect rate charges to
the grant, including cash dlsbursements payroll and journal entries.
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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
#
Key Bank | 204-86465-8 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

Executive Director ...
HR Director

CFO -

TELEPHONE INTERNAL TRF .
AUTHORIZATION:

Signors above
INTERNET ACCESS
CFO

| Key Bank 320-9000-674-24 | 01-1004- | HCR landlord contributions and bid and
- - .{.00000 performance bond deposits are deposited
: into this account. IR
TYPE: Checking o
PROGRAM: Energy & Housin
C .| RECONDILED BY: V|
Tl T Tl o SIGNORS (1) o T .
R ‘Executive Director. ... . ..
CFO

Cooperative ‘1/8049.0 01-1007- | CLOSED 5/28/19
Federal 00000

92




e
Faaa SIS

M&T

9836896200

01-1010-
00000

| There is a third party collateralized

agreement.

TYPE: Checking

PROGRAM: Head Start
RECONCILED BY: HR Benefits

Administrator
SIGNORS (2 OF) ¢
Treasurer -

| TELEPHONE INTERNAL TRF-

AUTHORIZATION:
Signors above
INTERNET ACCESS
CFO -~

R T

790087 4988

(01-1012-
.| 00000

| This.account is for Capital » R
- |-Improvements/Repairs, -under the Executive |.

Director’s direction.. Jt is being used to

# 1 -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

| SIGNORS (1):

Executive Director
.CFO.
HR Director

IMaT:

9847324069

' 01-1013- -

d-pannna

Closed as of 8/14. -

—QO000—

e

[ 15004220951485

01-1014-

00000

Closedas of 8/14. . .. -

93




Key Bank 7900987178 01-1015- | To hold health care premiums until
00000 disbursements are made for claims and
other related health care payments, actIVIty
and fees. Disbursements made by check
and ACH
Type: Checking
Program: Corporate
Reconciled by:
Specialist
Signors: (2 of)
Executive Director
HR Director
CFO

or Payroll

MVP holds an account with Chase that pays the individual health insurance claims. PEACE,
Inc. does not have access to this account.

g ifaccrisis bcburred ‘e Wbuld"’be a‘b‘le'tot verbally draw-funds on:our. Key Bank line of credit;, -and follow

up with appropriate papen/vork as soon as pos3|ble so we would be able to meet payroII or other
immediate needs. " to T A Lo

- Bank Statements-  will be opened by the. Human Resources Director. The HR Director will open the
-""enveIOpe W|th the bank statements, review the ‘statemients; sign the Statément:

and ask any questlons Some bank statements are pnnted by the CFO from the
mternet :

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

- ‘The operating accounts (Key Baink and M&T) will be reviewed dally by the CEO through on-
o line capabltlttes o ensure. cash is ﬂowmg smemhly and tlmety T 3

The \ ls'the backup for th_e CFO for cash functions.

122. Payroll Account (11/12)(11/21)

The Agency does not maintain a separate payroll account. The Agency is notified after submitting the
payroll by Complete Payroll reports of the amount to be deducted from the Agency’s operating account
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for that week’s payroll. The normal payday is Fri'day. ‘When the paydvay' is a holiday, the sequence of
f\ days is backed up for the holiday. All payrolls are biweekly.

" 123. Bank Reconciliations (‘1’1/13”),"('1/16)(97'16)‘(‘9/1"7)‘(1”0/‘1“‘7)(’1"0/’1'9)'

Bank account statements received 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 banking 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 Committee 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 manrier (as we

receive the bank statements mid month), the following information will be used.

Copy of the checkbook balance (showing also the bank and general ledger balances
and activity)
SRR - Copy: of the'bank activity from a printout from the bank’s internet site, or bank -
- statement, if available - e
‘ Copy.of the general ledger

;.- The cash reconciliations-will be:prepared showing ending balance in separate:»c':ol-uvmns? 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 individual
reconciling items. '

oA ;'recoh.cii-i-ations will'be Gompie't'edffé-r'-‘ the Key Bank and M&T ‘Bahk'operatin’ggégcoums; rﬁﬁéh.;éiling: the .-
checkbook, bank, and general-ledger: - Copies of the above will be attached to the recongiliation. _

Other cash account reconciliations will reconcile the general ledger to theA bank statement, with a copy
of the bank statementand general ledger attached. These reconciliations are due ‘before the .
subsequent month closing. : e

s A éethernbank:receﬁeilia;ti,on@iwfe-;prg;pared;by.rthe»- acc,ggnt%ng{-st,éff, -FéVigwéq ands:gnedbytheGFO e

and filed. CL

Bank reconciliations and copies of resulting journal entries are filed in the currentb year's accounting
files. The Key Bank canceled checks (image .copy) are printed from the bank's online site monthly by
: the CFO. M&T operating account cancelled checks (image copy) are returned with the bank
& statement. : : B
The CFO will ensure>that the bank'reconciliation reflects the general ledger ending balance.
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e Department and Program Managers

- be-used-upen-the direction-of the-GEQ; Executive-Director; or

1_2_4.4 Cash Flow Management & Cash Forecast (9/11)

The CFO monitors cash flow needs on a daily basis to eliminate idle funds and to ensure that payment
obligations can be met. Cash transfers between accounts are performed on an as-needed basis under
the direction of the CFO. This includes a reconciliation for the two operating cash accounts of the
balances of the bank VS, general Iedger vs. “checkbook”. -

‘CFO maintains a revolvmg cash flow pro;ectlon as needed, that compares budget cash to actual by
month.

125. Stale Checks (11/12)(10/17)

It is. the policy of PEACE, Inc. to review checks that are 6 months old that have not cleared the
Agency’s bank. We will determlne if the checks need to be remltted to New York State relssued or
otheractlon taken L L SRR

W_nte-offs will..credit.the__.criginal _-responsibility center or grant.

126, Pettv Cash (11/13)(9/1 7) (9/1 8)

It is the pollcy of PEACE lnc to provnde for |mprest funds onIy for vahd transactlons and to penodlcally

replenish these funds up to its-authorized balance as prewously establlshed by the Accountlng

Petty cash is to be malntalned in a locked environment or safekeeplng as deemed necessary by each
site coordlnator under the sole access by the petty cash custodian and backup |f apphcable

All dlsbursements from the petty cash fund must be accompanled by adequate recelpts The
disbursement may have a limit-of $50.00- per receipt for petty cash funds, excluding the petty cash fund
* maintained by the Senior Accountant.. The petty cash fund maintained by the Senior Ac

another accountant.are the backup for the main office petty cash fund. We have open ‘and free
competition as a variety of vendor contractors are used.

The petty cash custodian shall prepare a cash disbursement form for reimbursement of the petty cash
account and attach all supporting receipts and forward to the Accounting Department. The responsible
Senior Accountant will review the cash disbursement form for accuracy. The Accountlng Department
may also perform periodic surprise cash counts and reconciliations.
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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 pefty cash =~ " "
account. :

There is one Petty Cash account maintained ‘in the office by the Senior Accountant. The cash
disbursement form payable to the Senior Accountant must be signed by another member of the
Accounting staff. S

127. Bank Transfers (1/6109)

The Executive Director of 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.’

1211 Line of Credit (11/12(916)10/16 {225]

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 line 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. . - - . .- ' = S e e

- Two signors are required for 2 draw from the following lst. Board President, Second Vice President,

er, Secretary, or Specified Board Member. Also, the Executive Dirsctor must sign (CFO in =™
absence)..In-an emergency, a verbal communication can be used to draw funds, followed up

4 with appropriate byap'eberi‘k'?sisipbn as‘possible.

128, INVENTORY.

129. Description of inventory (11/12) (10/20) o
PEACE, Inc. maintains an inventory of goods for future use. Specifically,-:it‘e__mslgthat‘ are held in
inventory include: : R

.Food service supplies = . S e i i e
~-{ransportation department supplies/.bulk oil (fue! discontinued 7/20)., .
maintenane department supplies T ”
DEHS - _ ' 5 o |
DEHS - Oswego County - includes “new” inventory as well as carried forward inventory

130. Physical Counts (11/10)

It is the pqliicy‘of PEACE, Inc. to perform a physical count of invén_tpry at minfhiuhﬁ on an annual basis.
Any inventory items that appear damaged, obsolete or otherwise Unable to be sold shall be excluded
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from the counts, and written off as abpropriate. A detailed record of the physical count shall be kept by
the individuals involved in taking the inventory. (5

""At the conélusiori of thie phy‘s‘i‘cﬁal"éo‘dht the inventory count shéets'shall be exterided. The géneral =~ " -
ledger balance shall be adjusted to reflect the total inventory on hand as determined by the physical -
count. : _
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132 Capitalization Policy "

Physical assets acquired with a unit cost of $5,000 or more are capitalized as fixed assets on the

131. FIXED ASSET MANAGEMENT

financial statements. Items with unit costs below this threshold shall be expensed in the year
purchased. The acquisition cost is the net invoice price of the equipment, including the cost of
modifications, attachments, accessories, or auxiliary apparatus necessary to make the property usable
for the purpose for which acquired. Company policy is also to include the cost of installation,
transportation, any required taxes, duty, in-transit insurance in the acquisition cost amount.

Capitalized fixed aséet_s are accounted for at their historical cost and all such assets, except land, are
subject t6 depreciation over their estimated useful lives, as described later.: o

133. Contributed-Assets = o R

Assets wit_H fair market values of $5,000 or more (per unit) that aré cdntributéd to F3EACE, Inc. shall be”
capitalized as fixed assets on the financial statements. Contributed items with market values below this

threshold shall be-expensed in the year contributed.

- ;;4_5__.;;.Capital.ized contributed assets are accounted for at their market véa_flue at the '“tirhe of donétion and all

such assets, except land, are subject to depreciation over their estimated, useful lives; as described
later. B S e T e

If the intent is to sell the_contributed asset within a year, PEACE will not applydeprematlon procedures.

If the asset is.not sold within the year, retroactive depreciation adjustments may be prepared upon
review by the CFO. :

134, Establishitient and Maintenance of a Fixed Asset Listing (818)

All capitalized fixed assets shall be recorded in a property log. This log shall include at least the
following information with respect to each asset: : o '

. Date of acquisition
~ Acquistoncost
i Desc. ri"ptlon RO
‘Depreciation method
- Estimated useful life
The fund origin to purchase asset (example grant)
PEACE, Inc. tag ID# /Serial # / vehicle #
Condition of asset
Location and
0.  Title Vesting

NOoO A WN =
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11.  Physical Inventory and date
12. Utilization 4
13. Ultimate dispositi_on data including the date of di_sposal and sale price

A physical inventory of all assets capitalized under the preceding policies 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 physical 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 be returried to the
vendor:contractor immediately. ' T R S '

In addition, descriptions and quantities of assets per the packing slip or bill of lading shall be compared
to the assets delivered. Discrepancies should be resolved with the vendor contractor immediately.

L ;.Th'e.lT Dihec.tér maintains a listing ‘of .computer.hardwére for it-.erh's under the fixed asset threshold. The

" electrenically in some cases).

4243511 Construction In Progress (11/13), (116)(11/16)(11/119) . -

- Construction inﬂ.‘Pr'o:c';ress_ is reconciled to the gen_eréI Iéqlge_r md_r_w_t,hj.y by a" Senlor Accountant. Copies

of purehasing support are to be forwarded to the Senior Accountant by Purchasing, Accounts Payable '

Specialist or the Accountants, as soon as it 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 A_aG_C_'ounts-.

: 136.. De ',ré‘ciavt"idri and Useful Lives (1212

.. All-capitalized assets are maintained inthe special fixed assets.account group and are not to be
included as an operating expense. Fixed assets are depreciated over their estimated useful lives using
the straight-line 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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~IT Director will supervise a periodic comparison of the list to physical items (may be accomplished . - .-
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‘138, Dispositions of Fixed Assets (2/16)(1119)(11/21)

‘blue biook for vehicles. -

day of the q g ﬁ month shall have 8 full monthé of depreciation (eight-fwelfths of one year) recorded
for that year.

~ Estimated Useful lives of capitaiized assefs shall be determined by the Accounting Department in®

conjunction with 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.

137. 'Regairs of Fixed Assets

‘The program man-agers. responsible for the equipment 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. : o : A :

» ..-::Expgngitqug_ﬁtp;‘}rg‘pair c;apjtalizéd assets shall.be eXpenséd_-=a§;._ip_c;_:y_['__rigd,;i_f;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 asséts shall be capitalized if the repairs increase the value of

" property, prolong its est_imate_-d useful life, oradaptitto a new or different use. Such capitalized repair _
.. costs'shall be de:preci-ated_-.-ove{:--the'--remai.ning.estima_ted useful life of the property:-If the repairs . - .. . _
‘significantly:extend the -estimated-useful.life .of the property, the:otiginal cost .of the:property.shall also.

* be-depreciated over its new, extended useful life.

e ek

There a-re,épecifi.c'prOCedures-tha-t ‘must be-fOlIbwed‘fo»disbdsé ‘or transfér-a fixed asset having a fair

market value of $5,000 or more.

* Wemust receive-a written statement from the grantor .pelrrr'lit;g_.ir'~|‘gﬁj disposal or transfer of a fixed asset

with:a fair market value of $5,000 or more. Also refer to (2CFR Part200.313(e)). -If the item was

- purchased with grant money, we must report program income.~. - -
No.employeeris authorized to take or buy any itern from PEAGE. nc:

< A fixed -asset disposal f'orm‘ which will identify the funding ‘,_s',b.urce_ahd enable accounting to locate the
JTtefm.in the fixed asset records will be prepared. 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 on the corresponding grant
if required by the grantor. If an item is not scrap, but is disposed, we must receive 3 quotes when
applicable to receive the maximum price for the item. [f 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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Write off’s and dispositions of fixed assets must be approved by the CFO and Executive Director, with (@ ‘
supporting documents attached. . . .

In the event a non-expehdable asset is sold, scrapped, donated or stolen, adjustments need to be
made to the fixed asset listing and property log. If money is received for the asset, then the difference
between the money received and the "book value" (purchase price less depreciation) of the asset will -
be recorded as a loss if the money received is less than the book value and a gain if the money
received is more than the book value.

Grantors will be notified of intent to dispose of or transfer useof fixed asset (fair market value $5000 or
more)-purchased with grant funds, for the grantors written permission.

139. Write-Offs of Fixed Assets

~ The' CFO-and Executive Director approve the disposal of all'capitalized fixed assets that may be™ = -
worn-out, obsolete, lost, damaged or stolen. Property that is discovered to be missing or stolen will be
reported immediately to the CFO. If not located, this property will be written off the books with the
proper notation specifying the reason. . , :
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141, Classification of Leases_;

140. 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 ehd ‘of the IeaSe term;
2. The lease contalns a bargaln purchase optlon , _ " _
- 3. .The lease term is equal to 75% or more of the estlmated economic I|fe of the Ieased property;
or .

.. The present value of the minimum lease pa/ments is 90% or more of the fair value of the
o leased property: (using, as the mterest rate, the iesser of PEACE Inc 's mcremental borrowmg
rate ar, if known, the Iessors impiicit rate). '

e All leases: that do not possess any-of the four preceding characterlstlcs shaII be treated as operating -

142, Accounting for Leases (10/20)(11/21)

a:-i-:;"'-leases In addltlon :all leases that are immaterial in nature shal] be accounted for as operating leases.

-~ The CFO'is to review all new leases: An analysis will be completed by the CFO or deS|gnee to

determine if a lease is an operating or capital lease.

All leases that are classified as capital leases shall be treated as fixed asset additions of PEACE, Inc.

- As such; upon the mceptlon 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

-z therasset; if it is less thar the pressnt value of the lease payments). Periodic lease. payments shali be ..
* - allocated between-a reduction in the lease-obligation and interest expense. The fixed asset recorded

under a capital lease shall be depreciated over the term of the lease, using the straight-line method of
depreciation.

PEACE, | hall al

aintain a control list of all opérating and capital leases. This list shall include

103




'143. ACCRUED LIABILITIES

144, \dentification of Liabilities(9/11), (116)
The accounting department shall establish a list of commonly incurred expenses that may have to be

accrued at the end of the fiscal year. Some of the expenses that shall be accrued by PEACE, Inc. at
the end of a fiscal year are: -

Salaries and wages
Payroll taxes and related fringe benefits
- Time Off Policy (ETO) - see policy below -
Health self insured reserves
Rent (if applicable)
Unpaid Interest expense
Accrued Invoices

In addition, PEACE, Inc. shall record a liability f6r deferred revenue (revenue received but not yet
earned) in accordance with the revenue recognition policies described elsewhere in this manual.
Adjustments to deferred revenue accounts shall be made monthly as appropriate.

M5 AccruedLeave (QNAMMGNOMTY . . oo L {

... :Seethe Agency“appr,oved Time ..Off..;.polligy for details on accrued leave balances and the corresponding .. - - .

i ~criferia-to. be used by the Accounting Department for fiscal year:end Time:Off accruals.- Thepolicy is . e
revised with amendments as needed. ‘ ' ’
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146. NOTES PAYABLE

~ 147. Record-Keeping
It is the policy of PEACE, Inc. to maintain an account analysis of all notes payable, mortgage

obligations and lines of credit. The account analysis would detail the account principal balance and all
related payments made on the obligation and related interest expense.

148. Accounting and Classification

An amortization schedule shall be maintained for each note payable. Based upon the amortization -
schedule, the principal portion of payments due within the next year shall be classified as a current
liability in the statement of financial position of PEACE, Inc. The principal-portion of payments due
beyond one year shall be classified as long-term/non-current liabilities in the statement of financial
position. ' : :

Demand notes and any other notes without established repayment dates shall always be classified as
current liabilities.

Unpaid interest expense shall be-accrued as a liability at the end of the fiscal year.

~;A’{detailedg[eGo§d ‘of ali: pﬁﬁnqipa{ and’ ihterest-payme_hts .mé;de over _._the:_entifr;é term: shalk bé?‘-Méintaihed

.:withres-pect to each note payable: Periodically, the amounts reflected as current and long-term notes

payable per-the general ledgét:shall be reconciled-to these payment schedules and the ameortization .. - -

w-schedules;if-any; provided by the.lender. All 'diffe?t’en.c-;esi.ssh-'alri-f-befin.v..-estigated.-'-
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POLICIES ASSOCIATED WITH FINANCIAL AND TAX REPORTING -
149, FINANCIAL_STATEMENTS _
150. Standard Financial Statemeﬁts»of the Agency (5/15) (8/16)

~Preparing financial statements and communicating key financial information under the direction of the

- CFO.is a necessary and critical accounting function. Financial statements are management tools used
in making decisions, in monitoring the achievement of financial objectives, and as a standard method
for providing information to interested parties external to the Agency. Financial statements may reflect
year-to-year historical comparisons or current year budget to actual comparisons. R

- The basic financial statements' of PEACE, Inc. that are maintained on an Agency-wide basis shall
include: '

1 ‘Statement of Financial Position (Balance Sheet) - reflects assets, liabilities and net assets of
the Agency and classifies assets and liabilities as current or non-current/long-term

20 Statement--qf'Ac'tivities < présents =support,lrevenuesA,.expenses, and other changes it riet B
- e "-as_sets.'qf the»Ag_ency_,; _Thisvpr_e'sentation will incl'ud_e. the apprqygd budget.

3.+ ‘Curfent Ratid'Anélyéi_s S T

- B v-?’-Cbm‘Ilnehts —
~'8. - = "Captive Health Care Premiums and Expenditures analysis
6. Comparative Information By ,P_rogrg}mu ) | :
7. Other Supplemental ihformatibn — inéludes items such as Aged Accounté Payables and

Receivables, Bank account reconciliation status, unrelated business income, etc. It also includes a

recap regarding: Required Tax and Audit Reports — Other Filings, Grant Vouchers, and non-grant
- vouchers. : ' : '

" ltems 1 - 4 above are presented to bqth.the'Fin_ance Committee and the Board of Directbrs. Item 7
above is presented to the Fin’ance Committee. - : : "
All cost center reports- of Statement of Activities, which includes by line item-revenue and expenée’s '

with budgets vs. actual is prepared monthly-and is available at each Finance Committee and Board

meeting. ’

151. FregLéncv of Preparation (8/14)
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i,

. monthly basis. These

- -The.accountants. meet with-the Rg;og_r{am.-Directors to review their B‘Llu.dge,.f S_ur:ﬁmari,es (Sta_temen,t ‘of‘_z |

The objective of the accounting department is to prépare accurate financial statements in accordance
with generally accepted accounting principles and distribute them in a timely and cost-effective

- manner. In mee@ing‘thi§ re_s;ponsibility., thg following ‘policies‘shall apply:

A standard set of financial statements described in the preceding section shall be produced on a
monthly basis and delivered and presented to the Finance Committee and Board for each scheduled -
monthly meeting date. During the months of July and August there are no Finance Committee or
Board meetings, so the monthly financial statements are mailed to the Finance Committee and Board.
The following information is available at both the Finance Committee and Board meetings:

Individual statements of activities on a departmental and functional basis (and/or program/grant
basis), with comparison of budget to actual '

152. Review and Distribution (11/13

All financial statements and supporting schedules shall be reviewed and approved by tHe CFO and
Executive Director prior to being issued. '

-'A_ftérf'épprb\/.'al_i_byt‘tﬁe;”Exe,c,UtiVe»Bifeéforzéhd CFO a complete set of monthlyflnanmalstatementswﬁh -

. ..supplemental information shall be distributed to the following.individuals; ... .....

w4 . Treasurer éh‘dtall'mé'mbefs;of the-Finance.Committee. (thetfinancialrét'étem-éhﬁ_t:s aré.:préS»ented -

to the full board of-directors as part of the monthly finance committee package)

2. Executive Director

3. One file copy for the accounting department

..-Financial statements.may i'nclude”aﬁ'éﬂdiﬁonal supplemental schedu'lé prepared or co'mbi!evdwby t'he* '
-CFO. The purpose of this schedule is to. provide known explanations for material budget variances in

accordance with PEACE, Inc.’s bL_lldgth monitoring policies

Accountants are responsible for .providingprogram managers with “budget summaries” and detail on a
uaget summaries:identify the expenses of the program by grantor and show

actual versus budget

Activities) and detail. The Program Directors and accountant sign a copy, whiCh is returri:ed"t‘o the ¢

for filing. This includes a comparison of budget to actual review to ensure we do not exceed
appropriate budgets.

153. Annual Financial Statements (9/11) (10/18)
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The draft of the audited financial statements is presented to the Finance Committee by the f
independent auditors. The Finance Committee will vote to approve or dis-approve the audited
financials on behalf of the Board. After the approval a formal presentatlon of the Agency s final

version of the annual audited financial statements is aiso provided by the independent Auditortothe =~~~

full Board of Directors at the Agency’s Annual Meeting, to be approved by Board.
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- 156. Filing of Returns (11/12)(11/16)(10/17)(10/19 10/20)(11/21

154. GOVERNMENT RETURNS

T Overv|ew

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 annual information returns with the
IRS, information returns for retirement plans and payroll tax withholding returns. '

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.

- ltis also the policy of PEACE, Inc. to file.complete and accurate returns with all. authorities. PEACE, ’

Inc. shall make all efforts to avoid filing misleading, inaccurate or incomplete returns.

- Filings made by :PEACE,vInc.-_include, but are not limited to, the following returns:. .-

. A0 ¢ Form 990°~ Annijal information returnof tax-exenipt Agenicies filsd with IRSForrn 990 for
o PEACE;: Inc: is:due-on thefifteenth day of the fifth-month following'-year-:end.--An'-a'utqmatic 3~

month extension of time to file Form 990 may be. obtained by filing Form 8868. Upon expiration

v e of the first 3:month:extension, a.second 3-month extension may be requested tising 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 _fi-led‘.f""-_'l_fhese returns are handled by the Human Resources Department.

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

employees and independent contractors by January 31 and to federal government by January
31 : ’ '

4. - - Form 941 - Quarterly payroll tax return filed with IRS to report wages pa'id'tb"empl“oyees and

- federal payroll taxes. Form 941 is due by the end-of the month following the end of each

morniT quarteror 10 days fater if-alk:payrolitax deposits have been made in a timely manner during
- the quarter. - (Prepared and filed by Complete. Payroll). . - I

o

Form 990-T (discontinued after FYE 1/31/20)
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PEACE lnc (Form 990 and Form 99-T- to be dlscontlnued after FYE 1/31/20) are flled on the accrual
basis of reporting.

Federal and all applicable state payroll tax returns are prepared by the Agency s external Payroll
Administrator (Complete Payroll), and reviewed by PEACE staff.

It is the policy of PEACE Inc. to comply with all state payroll tax reqwrements by W|thhold|ng and
remitting payroll taxes to the state of residency of each PEACE, Inc. employee.

. 157. Public Access to lnformation Returns {1

Under regulatlons that became effectlve in 1999, PEACE, Inc. is subject to federal reqwrements to .
make the foIIowmg forms "wndely available" to all members of the general public:

1. The three most recent annual information returns (Form 990) and

2. PEACE, Inc s original application for recognition of its tax-exempt status flled W|th IRS, and all
. accompanying schedules and attachments :

~1tis. the policy. of PEACE;:nc; to. adhere to the following gurdehnes in-order to comply withthe - - . ,{_
precedlng public dlsclosure requrrements sy L

T ,:,Anyone appeanng in person atthe offices of PEACE Inc dunng normal workmg hours making - ’,
' a request to inspect the forms will be granted access to a file copy of the forms:

and Receptionist shall.be responsible for malntalnlng this. copy of each form and for..
making it avallable to all requesters

peen 20 oAb requested copies. shail be shipped to requesters within 30 days Makmg of aII copies and
: shippifig within the 30-day time period shall be the responsibility of the accountlng department.

3. For requests for copies made in person during normal busmess hours coples shall be prowded _
while the requester waits.
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FINANCIAL MANAGEMENT POLICIES

159. Overview

Budgeting is an integral part of managing any Agency in that it is concerned with the translation of

Agency goals and objectives into financial and human resource terms. A budget should be designed
- and prepared to direct the most efficient and prudent use of the Agency's financial and human

resources. A budget is a management commitment of a plan for present and future Agency activities

that will ensure survival. It provides-an opportunity to examine the composition and viability of the
-“Agency's programs and activities simultaneously in light of the available resources. =

160. Preparation and Adbptioh (5/15)

There are two types of budgets used by PEACE, Inc.: : -
Annual Corporate Budget — prepared by year end for the next fiscal year. A separate budget is
* prepared for each cost center (each grant-and other cost centers), grouped by program, and then '
.- programs combined to result in one corporate budget. ST

2 P individual grant budgets - prepared for each 'new grant as ire grant proposals are submitted .
-and revised:: These grant budgets:may not be the same as the-corporate budgét for the grant, as grant
. years do not ‘qoin‘c‘i_d_'e with the corporate fiscal year. - SRR

Itis the policy of PEACE.'","'Ih'é'._tO' prepare an annual corporate budget. To prepare the Agency budget,
. the-CFO may. gather-proposed budget information as required from all Department Diréctors, - - - -

accountants and others with budgetary responsibilities, '
« - and prepares the first draft of the budget. Any budgets proposed and submitte'd__by_ each department
 should be‘acéompanied.by-a narrative ‘'explaining all materiai fluctuations in '
prior years. Grant budgets'are normally based on the most recent approvéd grant budget. The CFO
or-accountants may complete the budgets, so the company budget is complete on time. Also, the CFO
may highlight significant questioned fluctuations to budget, and the accountarits will discuss with the

Prograrn Directors. -

After appropriate revisions and a compilation of all department budgets by the CFO, a draft of the
- Agency-wide budget, as well as individual department budgets (reflecting each cost center), is

présentéd to the Exgéutivé Direttor for d iscuSs'ivo.nfEeViSiﬁﬁ;iéﬁ@li‘niiié?iéﬁé%é-\’}fa’l%’ e

-The revised corporate budget draft is then submitted to the Finance Committee of the Board of
Directors, and finally to the entire Board of Directors for approval reflected in the board minutes.

161. Monitoring Performance (9/11)(11/16)
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It is the policy of PEACE Inc. to monltor its financial performance by comparlng and analyzing actual
results with budgeted results. This function shall be accomplished in conjunction with the monthly
f nanC|aI reportlng process descnbed earller ‘ S

On a monthly basis, financial reports comparing actual year-to-date revenues and expenses with
budgeted year-to-date amounts shall be produced by the accou'nting department and distributed to or
made available to each employee with budgetary responsibilities. Project “Budget Summaries” are to
be signed by the Program Director, highlighting questioned items, and filed in accounting.

To determine the course of actlon when expenses exceed budget the requ1rements of the grant and
federal regulations must be determlned We must comply with the most stringent regulatlons for the
specific grant, along Wlth federal requnrements (OMB Uniform Gurdance)

‘The accountant and Progrant Dlrector meet to determine a plan of action, what has caused the
problem and how to correct. - It will be determined if the grantor or Board of Directors should be

- notified. The CFO will be notified of the problem and plan to solve. If the overage is unallowable, the
" cost would b&' transferred to-another allowable cost center or if ot available to unrestricted. '
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-~ The duditors will meet with the Finance Committee annually to diselisss: <.

G Review the results of the audit and Management letter.. -

» '-Aftierﬁ.’the‘;ﬁniénéiéi"st—at'e'm"’ejhts"h"ave}'been'*re\'/iewe'd_ and approved’t »
* independent.accounting firm will present the audited financial statéments 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. : '

.- PEACE;Ine.’s governing body ehall review the seleetion df its.inde

162. FINANCIAL AUDIT

163. Role of the Independent Auditor (5/15)(7/18)(10118)(10/20) ~

It is the policy of PEACE, Inc. to arrange for an annual required 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 communicate directly
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 .
Committee delibérations and voting. ' T e

The Finance Comrhitteé recommends the selection of the external auditors to the Board for approval. N

“The Finanice Comifiittee will annually review the performance and indepentenice-of the auditors to." *

retain/renew the independent auditors.

The Finance Committee will meet-annually with the auditors prior to the commencement of the audit to
review the scope of the audit and the audit plan. . S e _

- Auditor's.opinion. - .+ s

Any material weaknesses in internal controls L et e
Any restrictions on the scope of the auditor’s activities or access torequésted documents
Any significant disagreements between the auditors and the management. - - "

The.meeti‘ng_ with the*auditors. and the Finance Committee will be _[eﬂe,ct_eq in the Committee minutes.
'by.the-Finance’ Committee; the

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

pendent auditor in the following

CIrCUMSHARCES o/ 77 1 f s i el g LA R e
1. o Any.tifne 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. Selecting an Auditor (9/11)
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~. and accompanying notes, and reviewed one final time by the CFO and

The selection of an accounting firm to conduct the annual audit is a task that should be taken very

seriously. The follpwipg factqr’s _s;halll bg considgred by_ PEACE Ing.’sﬂ_goy_c—zmling“bOQy ir] se!gcti_ng an

‘accounting firm:
1. The firm’s reputation in the nonprofit commUnity
2. The depth of the firm’s understanding of and experience with not-for-profit
3. The firm’s demonstrated ability to provide the services requested in a timely manner
4. The ability of firm personnel to communicate with Agency personnel in a professional and

congenial manner

166. Preparation for the Annual Audit {

PEACE, Inc. shall be actively involved in planning for and assisting with the Agency’s independent
accounting firm in order to ensure a smooth and timely audit of its financial statements. In that regard,
- the-aceounting-department shall:provide assistance to the independent auditors.in-the following areas:’

P-lanniﬁg - The CFdAan nance are responsible for Ade"legating the éésign_ments ﬂand
responsibilities to accounting staff in preparation for the audit. Assignments shall be based on the list
of requested schedules and information provided by th,e.i_ndepevndent accounting firm.

ﬂ!nwl__v,e;n_e_htj_s.Ag.ency staff-will do as mU_ch work-_ as-possible.in orol»e,r,_to,,_;a-s‘s_is‘,t_'t-h‘e ayditorsand, - ... -~
”ftherejfpre_,t.r.educ'e_.-the.Acost of the audit. L : -

. Interim-Procedures. - To facilitate the timely completion of the. annual -audit;.the independent auditors
may perform-selected audit procedures prior to the Agency’s year-end. By performing significant
“portions :of audit work as of:an interim.date, the work required. subsequent to year-end.is reduced.-
Agency staff will do-as much as possible in order to provide requested schedules and documents and
- to otherwise :assist the auditors during any interim audit fieldwork that is performed. -

| Throughbpt the audit prbcess-, -it-shall’be'the policy of 'PEAC:_E»;»,‘-'Irj'(;.::td‘_rvﬁake 'e've'}ry éffort to préVide
schedules, documents and information requested by the auditors.in a timely manner.

. ."167.:Concluding the Audit (11/10) (8/16)(7/18)(10/20){40]

- The financial statements and accompanying footnotes are prepared internally by t j;
~-and reviewed by the CFO. They are handed to the independent. auditors the first day of field work.
- ‘Lpon completion.of the audit; any necessary changes are n}adeto -.t:he»audited financial statements =~
before delivered

in draft form to the Finance Committee.

. The final bound copies of the audited financial statements are then presented to the full Board of
Directors at the annual meeting. '

- The Finance Committee will review annually the performance and independ_encg of the auditors.
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167.1 Audit Findings (5/15)

N
{ All fi ndlngs (not the Management Letter) from the annual audit are assessed by the fiscal department
" 'and recommendations presented to the Board for review. Discussion of the fmdmgs wilbe
documented in the Board minutes.
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168. INSURANCE

169, Overview (9111) (foie)N112)

It is fiscally prudent to have an active risk management program that includes a comprehensive
insurance package. This will ensure the viability and continued operations of PEACE, Inc.

It is the policy of PEACE, Inc. to maintain adequate insurance against general liability and professional
liability, commercial crime, umbrella coverage, Director’s and Officers, as well as coverage for
buildings, contents, computers, fine arts, vehicles, equipment, machinery and other items of value.
PEACE, Inc. might also be required to obtain specialized insurance for certain grants (ie. HCR pollution
insurance, and student accident for HS/EHS program). :

170.' I’nsurance_Definitions

Workers Compensatlon and Emplovers Liability
Contractors are required to comply with applicable Federal and State workers' compensation and
occupational disease statutes. - If occupation diseases are not compensated -under those statutes, they

“+ shall be covered under the employer's liability insurance policy except when contract operations are so

commingled that it would not be practical to require this coverage.

Commermal Cnme Coveraqe

- Commercial Crime Coverge. The specnflc needs of the Agency w1II determme the dollar I|m1t of this
coverage. S, :

Comp_rehensnve Liability - AR
" This type of coverage may include directors, offlcers and employee general Ilablhty msurance

- buildings, contents, computers, fine arts, boilers and machinery.
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171. RECORD RETENTION

172. Policy (5/15). 1116 11/2

Also refer to CFR D200.333

It is the policy of PEACE, Inc. to retain records (both electronic and physical) as requi
destroy them when appropriate. The destruction of records must be approved by the
CFO. The formal records retention policy of PEACE, Inc. is as follows:

FOR “**” items, please see reference below

Accident reports/claims (settled Cases) 7 Years ***

Accounts payable ledgers and schedules 7 Years *** .
Accounts receivable ledgers and schedules 7 Years ***
- . Auditreports ' o Pérmanently
~ " Bank reconciliations 7 7Years ¥+ o
' =+ -Bank Statements o S Years Bt .
“~Chartof Accounts .~ B Permanently
" Cancelled Checks ' - 7 Years ***
- Contracts, mortgages, notes and leases: - e
e Expired e e I I Years i o
CeoStirineeffect ‘Permanently- -
Correspondence: o
General . 7 Years ***
-+ Legal and important matters only Permanently
-+ Routine with customers and/or vendor contractors 7 Years ™
- Deeds, mortgages and bills of sales ; ~Permanently -
~ Depreciation schedules ~ Permanently
-Duplicate deposit slips ' 7 Years ***
Employment applications 7 Years ***

- Expense analyses/expense distribution schedule 7 Years ***

Financial statements:

- +:Yearend Permanently

- ~Other : Optional ***

- Garnishments =~ . . o . [:Years ***
General ledgers/year end trial balance Permanently
Insurance policies (expired) 7 Years ***

. Insurance records (policies, claims, etc.) Permanently
Internal reports 7 Years ***

Inventories of products, materials and supplies 7 Years ***
Invoices (to customers, from vendor contractors) 7 Years ***
Journal Entries ' 10 Years ***
Journals. Permanently
Minute books of directors, bylaws and charters Permanently
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Notes receivable ledgers and schedules 7 Years *** =
.Payroll-records and summaries 7 Years *** )
Personnel records (terminated) 7 Years ***
- -Petty cash vouchers - 7 Years ***. . .
Property records (incl. depre0|at|on schedules) Permanently.
Purchase orders: _
Purchasing department copy 7 Years ***
Other copies 7 Years ***
Retirement and pension records Permanently
Requisitions ' 7 Years ***
" - Salesrecords 7 Years ***
- Subsidiary ledgers 7 Years ***
Tax returns and worksheets, examination reports
and other documents relating to determination o
of income tax liability Permanently
Time sheets/cards 7 Years ***
Trademark registrations and copyrights Permanently
" Training manuals _ Permanently
Voucher register and schedules 7 Years ***
Withholding tax statements 7 Years ***

Workers’ Compensation 30 Years

T 'Note' s see this next section

el

Also; per the CSBG Master Grant document the foilowrng apphes regardlng records and audlts

. ’:""\Ne will: establrsh and marntaln ‘in-paper or electronrc format, complete and accurate books records,
“documents, receipts, accounts, and other evrdence drrectly pertlnent to its performance under the
Master Contract (collectively, Records). :

- . We.agree to produce and retain for the balance of the term of the Master Contract, and for a period of
- .sixyears-from the later of the date of (i) The Master Contract and (i) the most recent renewal of the - :
= Master Contract, any and all Records necessary-to’ substantiate upon audit, the proper deposit and
expenditure: of funds received under the Master Contract. Such Records may include, but not be
limited to, original books of entry (e.g. cash disbursements and cash receipts journal), and the following
specrflc records (as applicable) to substantlate the types of expendrtures noted:

(|) Personal service expendltures cancelled checks and related bank statements
time and attendance records, payroll journals, cash and check disbursement -
. records including copies of money orders and the like, vouchers and Co
~ invoices, records of contract labor, any and all records listing payroll_andihe e
‘money value of non-cash- advantages provided to employees, time cards, :
- work schedules and logs, employee personal history foiders, detained and
general ledgers, sales records, miscellaneous reports and returns (tax and
‘otherwise), and cost allocation plans, if applicable. :
(i) Payroll taxes and fringe benefits: cancelled checks, copies of related bank
statements, cash and check disbursement records including copies of money {
orders and the like, invoices for fringe benefit expenses, miscellaneous -
reports and returns (tax and otherwise), and cost allocation plans if
applicable.
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(iif) Non-personal services expenditures: . original invoices/receipt_s, cancelled checks
and related bank statements, consultant agreements, leases, and cost
allocation plans, if applicable.

5 s »m(iv)Receipt'and deposit of advance. and reimbursements, itemized-bank-stampled - - -~ - .

deposit slips, and a copy of the related bank statements.
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173. FUNCTIONAL EXPENSE ALLOCATIONS

174, Overview (1113)(718) (9118)(10119)(10/20)(14/31)
As one of its financial management objectives, PEACE, Inc. strives to determine the actual costs of
carrying 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 supporting activity.

- Expenses that serve multiple functions or are not readily identifiable with one function shall be
allocated between functions whenever possible.

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

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

Programs ' A_ o L
4. Head Start and Early Head Start B S '

2. Family and Community Development

3. Big Brothers Big Sisters

- 4. Department of Energy and Housing

5. Foster Grandparent Program

6. Senior Nutrition

7. Senior Servrces

8’:.—Free Tax Prep. . Be e

9. Eastwood Commumty Center

-10. Any other - S

Supportlnq Services: (8/14) (12/14) (8/16) (11/16)

pa—

" Indirect adrministrative” departments mcludlng (Executlve Dept, Fiscal Offlce Humanf esources e b

IT Department, Supplemental Costs (if needed), Main Office, Community Engagemen’r
Department, and Board of Directors. -

-+ 175. Direct Charging of Costs (11/13)(11/19[11/23!

- Certain internal costs shall be dlrectly charged to the appropriate PEACE, Inc. functlon (prOJects and

‘jobs) based upon underIylng documentatlon The followmg costs shaII be dlrectly charged baSed on

the documentation -or factor listed. next to edch:

Cost ' P Basis For Charge

Salaries , ' Timecards (electronic) and salary allocation worksheets

Occupancy (facilities) costs Actual square footage used by each function

Transportation Actual based on work log summaries, actual timesheets &
actual vehicles : ,

Maintenance SR ' Actual based on timesheets/allocation sheets
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N

- TYPE: - - : Grant Contracts,

Insurance Based on insurance policy and programs benefited
Food Service Based on production records and mileage

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 Overhead Costs (11/10)

On a monthly basis, the Agency’s a_dministrétiVe 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 Cos't.AIIocations 11/13)(10/19

The > and/or Senior Accountant will maintain cost allocation documentation for items
such as: maintenance, transportation, insurance and food service. A fiscal accountant will maintain
documentation for salaries and fringe benefits. These allocations are reviewed and updated annually
as needed. . . o T

177.. ;COllt_sfacis

.- The following proé'edljr"eé pertaih to-all legal agreements entered.on behélf.of PEACE Inc.

Vendor contractor Contracts
Agreements, MOU’s and Agreements
Proposals, etc. o

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

179. Definitions

“There are several types of agresments through which PEACE, Inc. may receive financial assistance
from a donor/grantor agency: ' :

~ - Grant: A finénci-al assistance award given to the Agency to carry out its programmatic purpose.

Contract: A mutually binding legal agreement where the Agency agrees to provide supplies.and/or
services and the grantor agrees to pay for them, o :

i f'»Coqperative Agreement: . A legal agreement where the Agency implements a program with the direct
involvement of the donor. -

e Thr_qughOutsth'i:s:-'manu‘a‘I; fed{e‘raAI':gs_si§tan~c_e received in any of these forms will be referred to as a
- federal “award.” B T R A

180. .Preparation ag"c_lgeviewwdf Proposals (2/11/08)(11/19)(11/21)

~ +The individual departments are fesponsible-for preparing proposals for projects that the départment
intends to pursue. - o

will be reviewed by
to submission to

When deemed appropriate, the proposal for new funding/n
- the Executive Director, CFO
the funding agency.

Fiscal revisions that are necessary. shall'be prepared in conjunction with the fiscal office and the

~ Pregraii Director: Any nesessarysigriattres by the Exetutive Diréctor oF CFO shali'be obtained at the ™ = -

- time of-the revision. Buget -amendments will then be forwarded to the CFO to input into the Financial
Edge system.

23)

181. Post-Award Procedures (11/12)(9/17)(10/18) 10/20)(11/21)(4:

After an award has been made, the following steps shall be taken:
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e o the Tadilfy for otfr-thalf the purposé for whish the fadility
- written approval of the-responsible HHS official, is prohibited.” . e

1. Verify the specifications of the grant or contract. The o] egy, program
director and Accountan_t may meet to review grant awards if applicable, including items such as

terms, time periods, award amounis ‘and expecied expenditures associated with the award and ~

other as appropriate. A CFDA (Cata/og of Federal Domestic Assistance) number shall be
determined for each federal award where applicable.

2. Create new general ledger account numbers and project #. 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 regarding the grant or contract, the final signed award
document.

182. Compliance with Laws, Regulations and Provisions of Awards (12/09)

.. ...PEACE, ‘Ihcg-recognizes:that--'asaa,reci_pient;.-of.'federgl._funds,' the Agency is responsible 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 pplicies apply with
respect to every grant or contract received directly or indirectly from a Federal agancy:

P 1ForeachFederaIawardthePEACE AI-nc."'pfrogr'a_m dlrectorofthataward|srespon31blefor h

... administering the award. A _
2. An A;A,vcoqnt_i_.ng;'Dejp.artmhent. employee-is aSsigneél’ the fiqqgcigl duties of the new award based -

‘on the program’ and tHé award benefits

The financial data is to-be related to the performance data to develop unit cost information whenever |

practical.

o 1'35.1"S‘g""é‘éia|:?f|5%6\‘7i$i5}:‘1§‘:§ég';"araiﬁ'g' HHS (12M2) ¢ e R

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

Facilities acquired with grant.funds may not be mortgaged or used as collateral, or sold or otherwise

~ transferred to another p_a‘r.ty,.without the written permission of the r_esponsible__HHS official.
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- “Purchasmg Pohmes and | Procedures ? (Sectlon 71) Purchasmg will be'co

183. Billing and Financial Reporting (11/12)

'PEACE, Inc. strives to provide management, staff and fundmg sources with timely and accurate”
financial reports applicable to federal awards. These reports include monthly and cumulative
expenditures, a project budget, and a balance remaining column.

PEACE, Inc. shall prepare and submit financial reports as specmed by the financial reporting clause of
each grant or contract award document. Preparation of these reports shall be the responsibility of the
Accountant subject to reVIew and approval by CFO.

The following policies shall apply to the preparation and submission of billings to federal agencres
under awards made to PEACE, Inc.:

1. Itis the policy of PEACE, Inc to request reimbursement after expendltures have been incurred,
unless an award specnfles another method '

2. Each award normally specmes a partlcular bllllng cycle; therefore a schedule is establrshed for
each grant and contract to ensure that reimbursement is made on a timely basis along with any
other flnanC|aI reportmg that is required in addition to the flnan0|al reports

. Requests for reimbursement of award expenditures wrll use. the actual .amounts as posted to
"7 the- general ledger as the SOurce for alli |nv0|ce amounts unless othervvlse stated by grantor

- -f"_f-_PEACE Iric. shall malntaln séparaté billing records in addltlon o the ofﬂC|aI general Iedger accounting
records. Billing records shall be reconciled to the general ledger on a monthly basis.

| If a federal award authorizes the payment of cash advances to PEACE Inc the CFO may request that

. arequest for such an advance be made. Upon receipt of a cash advance from a federal agency,

- “PEACE; Inc. shall. reflect a hablllty equal to the-advance. As part of. the monthly close -out and invoicing
“process, the llablllty shall be- -reduced, and revenue recognized; in an amount equal 16 the allowable

costs incurred for that perlod :

184, Procurement 'under Federal (1112)(1111 8)

~ .. .. Procurément -of- goods and services whose costs are charged {o federal awards received by PEACE,
Inc. are subject to'all of the Specific PEACE, Inc. purchasmg pollmes descr ed earl' r.under _
: ‘ccordance with

- the requirements of thi grants.” In addltlon procurements associated with Federal awards are subject
 to the following supplemental policies:

1. PEACE, Inc. shall avoid purchasing items that are not necessary for the performance of the
activities required by a Federal award.
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2. Where appropriate, an analysis shall be made of lease and purchase alternatives to determine
which would be the most economical and practical procurement for the Federal government. -

3 "'DoEurﬁentatioﬁ of the cost and price analysis associated with éach procurement dedision shall ™~~~
be retained with the purchasing package or in the procurement files pertaining to each Federal
award.
4. For all procurements in excess of the small purchase acquisition threshold (currently $250,000),

procurement records and files shall be maintained to include all of the following:

a. The basie for contractor selection.

b. - Justification for lack of competition when competittve bids or offers are not obtained.

C. The basis for award cOet or price.

B TR PEACE-,-v-l,rlc-., shall make all procurement files available for inspection...u.pon request by a Federal
Awarding Agency.

If an award is to be made to a vendor contractor who is a relative of a PEACE, Inc. employee who is
“involved in the procurément decisions, a letter describing the relationship to the vendor contractor must

-2 be.written, approved: by the Executive-Director and attached to the purchasmg package along with

ustlflcatlon ‘showing. why we are utlhzmg this specrflc vendor contractor such as prlce dellvery, etc

ey Also you.must refer to’ “Addrtlonal-'Infor.matlon and Grantor Regulatlons Regarding Procurement” for
: .v;:_:SpeCifio grant-.rela.ted.,regul,atjons'in.addition to those desc’iribed»herein. : J e

All facmty constructlon and major renovatlon transactlons must comply wrth the procurement procedure
in 45 CFR parts 74 or 92, and must be-conducted in a manner to provide to the maximum extent
practlcal open and free competltlon

' MAII contracts for constructron or major renovation of a facmty to be pard for< |n whole or i part W|th Head

Start funds require the prror written approval of the responsible HHS off|0|al and shall be on a lump
sum fixed-price basis.

Prior: wrltten approval of the responsible HHS official is required for unsolrmted ‘modifications that would
change the scope.or objective-of the project or would materially alter the costs of the project by
mcreasmg the, amount of grant funds needed to complete the prOJect

All constructlon ano‘ major renovation contrac‘ts for facilities. acqurred wrth grant funds shall conta:n a
- - clause stating that the responsible HHS official or his or her designee shall have access at all
reasonable times to-the work being performed pursuant to the contract, at any stage of preparation or
progress, and require that the contractor shall facilitate such access and inspection.

185. Solicitations of Bids from Vendor Contractors (11/13)(2/16)(10/17)(11/18)(1/23)
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‘Purchases (unless discusséd in other sections of this manual — example Section 76), will be supported
by quotes as required by Levels of Spending Chart (Section 77). These quotes can be in the form of

)

either bids per purchase/sole source (documented by the Vendor Contractor Quote Verification), or an

~annualized bid. ‘(Refer to section 78)) "

All purchases of at least $10,000 but less than $250,000, shall be made by obtaining verbal or written
quotations from at least three responsible vendor contractors/sole source, unless listed on an approved
New York State bid list.

All purchases of $250,000 or more shall be made by ob{aining competitive proposals from at least
three responsible vendor contractors. Sealed bids shall be utilized when required-by the Federal
awarding agency.

Also refer to CFR D200.320

PEACE,~Inc. shall not utilize the “cost-plus-a-percentage-of-cost” method of contracting with vendor
~contractors: " & L, . e T T S S SR
All other policies and procedures associated with procurement under Federal awards shall be governed

by the policies applicable to all purchases of PEACE, Inc., described in the section of this manual on
“Policies-Aschiated With Expenditures and Disbursementsf”' e R

%+ 186, Provisions included in all Contracts (2A41)(11/18) '

e -~'|t'--i3f:the_;;poiiQ?';Qf_ﬁEEAQE;-.|T;.1,C; to abide by all the req-.u.ir'-em'ents._;undggf‘grapi ggtggmgnts. |

(13)(1017)(1018)

187. Equipment and Furniture Purchased With Federal Funds -

' PEACE, Inc. may*occasionally purchase equipment and furniture that will be used exclusively on a
program funded.by:a Federal agency. In addition to-those policies:on-Asset Management described
- earlier (Section 131), equipment and furniture charged to Federal awards will be subject to certain
additional.policies as described below.’ e T S

- For purposes of Federal award accounting and administrati:On,-"'e.qujpmergt_" shall include all assets with
. aunit cost equal-to $5,000 or more: (The grantor may have their own requirements for how the
of expentiitirés dre categsrized as “equipment” for theirréports,“buit does not-affectthe
' "'general ledger posting to the fixed assetthreshold.)™ = " i v e oo

‘All purchases of “equipment” ($5,000 or more, or as required by. grantor) with federal funds shall be
~approved in advance in writing by the federal awarding agency. In addition, the following policies shall
apply regarding equipment purchased and charged to federal awards: ’
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C

3,

5.

- ‘agency.

Any fixed assets that ere purchased by the Federal government shall be identified as such on
the fixed asset worksheet by indicating the specific grant funding the item.

* Adequate insurance coverage will be maintaired with respect to equipment and furhiture =~

charged to Federal awards.

For equipment (or residual inventories of supplies) with a remaining per unit fair market value of
less than $5,000 at the conclusion of the award, PEACE, Inc. shall retain the equipment without
any requirement for notifying the federal agency. If the remaining per unit fair market value is
$5,000 or more, PEACE; Inc. shall gain a written understanding with the federal agency

" regarding disposition of the equipment. This understanding may involvé returning the
- - equipment to the federal agency, keeping the equipment and compensating the federal agency,

or selling the equipment and remitting the proceeds, less allowable selling costs, to the federal

PEACE, Inc. shall determine whether a specific award with a Federal agency includes

" “additional equipment fequirements or thresholds and réquiréments that differ from those -
, described above.

A physical in\/entory of all equipment purchased with federal funds shall be performed at least

- once‘every two years. The restilts of the physical inventory shall bereconciled to the accounting
- records of and federal reports filed by PEACE, Ine.. '* ==~ .0 0T -

{,1_.88'.t.'ills:‘._t‘e'ﬁ:c’l‘ajfdeuffei'Fiﬁéhéiél'I\ilena : 'e'me-rlt_.‘Sj\rste'rlqe (8/1) 9/16 10/18) IR

It is the poliey 'of:PEAC'E; Inc. to maintain a financial management system that provides for the
following: - :

-purposes. . .

Accurate; current and complete disclosure of the_’firi:"a""'r\:c_bié'l.fre’s.fﬁlts' of each federally-sponsored
* “iproject or:program in:accordance with the reportinig Tequirefments of the Uniform Guidance

. and/or the award.

" Records that identify adequately the source and application of furids for federally-sponsored '
 activities. These records shall contain inform_atio'n.berté'iﬁvi.ng to Federal awards, authorizations,

obligations, unobligated balances, assets, outlays, income and interest.

ctive control over: a_lnd:acCountab_ility,fd’rialllf_ﬁnd_s,_"jﬁ;)_"""‘j&i’;ev_"'_"r.t_'y‘_‘"aﬁd other assets. PEACE, I'nc.»'
shall adequately. safeguard all such assets.and assure fhe

Comparison of outlays with budget amounts for each award. Whenever possible, financial
information shall be related to performance and unit cost data.

The Agency will strive to minimize the time between receipt and disbursement of grant funds by
issuing payments within 24 hours of receipt of such funds where appropriate.
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6. Procedures for determining the reasonableness, allocability and allowability of costs in [~
accordance with the provisions of the applicable Federal cost principles and the terms and :
conditions of the award. _

7. Accounting records |nclud|ng cost accountlng records that are supported by source
documentation. :

189. Budget and Program Revisions (11/13) (10/16)

It is the-policy of PEACE; Inc: to-request prior approval from-Federal awarding agencies for-any of the -
following program or budget revisions if required:

1. Change in the scope or objective of the project or program, even |f there is no associated

: budget revision requrrlng prior wrltten approval Co
e R 5-'Change ina key person (pro;ect dlrector etc ) specn‘led in the appllcatlon or award document o L

- 3. _The-absence for more than three months, or a25 percent reductlon in tlme devoted tor the e
RN ~"pr01ect by the approved project director or prlncuoal rnvestrgator__~

4. The need for addltlonal Federal fundlng

5. The: transfer of amounts budgeted for indirect costs to absorb i increases in dlrect costs, or vice
S :':;.,-.versay if approval is. requrred by the Federal awardmg agency I T e

6. The inclusion, unless waived by the Federal awardlng agency, of costs that require prior
' approval in accordance with Uniform Gurdance

ST »Unless descrlbed in the applrcation and funded in the: approved awards, the subaward, transfer |
+-.-:. or contracting out of any work under an award (However, this provision does not apply to
- purchases of. supplles _material Ls,_equtpment_or_genetaLsuppor:Lsennces\ -

frismerey sy g e w3 Teei i e aln b ema L eseess e n oD e o e

’ T ladlE o L orsee A . g R R TR

' 190.  Close Out of Federal Awards (6/12/07) (10/16)

~PEACE, Inc. shall follow the close out procedures described in Uniform Guidance and in the grant
agreements as specified by the granting agency. When a grant is ready to close, the “Grant Closing {
Procedure Form” will be completed by the assigned accountant, and forwarded to the CFO for
processing on the Blackbaud general ledger software. (11/07)
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PEACE, Inc. and all subrecipients shall liquidate all obligations incurred under the grant or contract
within 90 days of the end of the grant or contract agreement, or according to the grant.
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191. CHARGING OF COSTS TO FEDERAL AWARDS

192. Overview =~~~

It is the policy of PEACE, Inc. that only costs that are reasonable, allowable and allocable to a Federal
award shall be charged to that award directly or indirectly. All unallowable costs shall be appropriately
segregated from allowable costs in the general ledger i in order to assure that unallowable costs are not
charged to Federal awards.

... 193._Segregating Unallowable From Allowable Costs (5/15)

-+~ The following steps shall be taken to identify and segregate costs that are allowable and u‘nallowable
with respect to each federal award:

: . The budget and grant or contract for each, award shaII be rewewed for costs specifically
“allowable or unallowable ‘

Grant managers and accounting personnel shall be familiar with the allowability of costs

- provisions of 2 CFR Part 230.(OMB Circular A-122), “Cost Principles for Non-Profit
T Organlzatlons ”.2 CFR Part 200. 400 475, Cost Pnncrples partlcularly '

" a i 'The list of specmcally unallowable costs found in Attachment B 200.421-475 Selected

= ltems'of Cost, such as-alcoholic beverages bad debts, contrlbutlons fines and
. penalttes lobbying, etc. :

| b. Those costs requiring advance approval from Federal agencies in order to be allowable

in accordance with Attachment B 2 CFR Part 200.407, Prior Written Approval, such as
foreign travel participant support costs, _equnpment_p_urchases, etc.

/NG ¢ostS shall be éhargéd directly to any Federal award tntil thé costhadbesh determined fo

be allowable under the terms of the award and/or OMB Circular A-122 2 CFR Part 200.400-
475, Cost Principles.

For each Federal award, an appr‘opriate set of general ledger accounts shall be established in
the chart of accounts of PEACE, Inc. to reflect the categorles of allowable costs identified i in the

' award or the award budget

A Al items o -misc:eiléﬁeodsfintc'omfe:'o.r credits, including the subsequent write-offs of uncashed

- checks; rebates, refunds, and similar items, shall be reflected for grant accounting purposes as
reductions in allowable expenditures if the credit relates to charges that were originally charged
‘to a Federal award or to activity associated with a Federal award. The reduction in expenditures

shall be reflected in the year in which the credit is received (i.e. if the purchase that results in
the credit took place in a prior period, the prior period shall not be amended for the credit.)
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194. Criteria_ for Allowability and Allocability (5/15) (8/16)

All costs must meet the following cr1ter1a from 2 CFR Part 230, Attachment A 2 CFR Part

200.402 - 406, Basic Considerations, in order to be treated as allowable direct or indirect
costs under a fede

ral award:

t.is the pollcy of PEACE, Inc. that all costs must meet the foIIowmg criteria in order to be treatedas
allowable direct or lndlrect costs under a Federal award: )

1. The cost must be “reasonable” for the performance of the award conS|der|ng the followrng
- factors:

a. Whether the cost is of a type that is generally considered as being necessary for the
- operatlon of the Agency or the performance of the award

b 'Restralnts |mposed by such factors as generally accepted sound busmess practlces |
: _ ..;-:-;arm 's fength: bargalnlng, Federai and state. Iaws and, regulat|ons and the terms and '
condltlons of the award;_

B 1 Whether-the indiViduaIs concerned acted with p-rudenCe. in the circdmstahces;

~+.d. .. .Consistency with established policies and procedures of the Agency, dewatrons from
' which could unjustifiably i increase the costs of the award.

2. o Thes cost must be “allocable” to an award by. meetlng one of the followmg crlterla
Ca The cost is incurred specrfrcally for a Federal award; -
b.  Thecost beneflts both the Federal award and other work, and can be dlstnbuted in

‘ reasonable proportlon to the benefits recelved or

c. The cost is necessary to.the overall operation of the Agency, but, where a direct
;:_,relatlonshlp to any partlcular program or group of programs cannot be demonstrated

3. The cost must conform to any limitations or exclu3|ons of 2 CFR Part 230 ZCFR Part 200 .
- Subpart E Cost Principles, or the Federal award itself.

4, Treatment of costs must be con3|stent with policies and procedures that apply to both Federally
financed activities and other actlwtles of the Agency.

5. Costs must be consistently treated over time.
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6. The cost must be determined in accordance with generally accepted accounting principles. <

7.7 7 Costs may not be includéed as a cost of any other Fedérally financed program in the current or
prior periods.

8. The cost must be adequately documented.

195. Direct Costs (8/15)

Direct costs include those costs that are incurred speciﬁcally for one award or non-Federal function.
Also refer to (2 CFR Part 200.413(3)). PEACE, Inc. identifies and charges these costs ex‘clus_ively to

each award or program.

Each Purchase Order/Cash Disbursements Request shall be coded with the appropriate account

- . humber reflecting which program received: direct benefit from the expenditure. The account coding is - -
reviewed by the accountants. Invoices are matched to the approved purchase order by the Accounts
Payable Specialist or Purchasing representative. The account codes are spot checked by the CFO in
review of cash disbursements. ' '

Time sheets.or personnel activity. reports, described earlier, are also. submitted on a regular basis

.+ reflecting emplayses' work and which.programs directly benefited from their effort, Time sheets or . . S

personnel-activity reports shall serve as the basis for charging salaries directly to Federal awards and
non-Federal functions. ’ S o

196. Indirect Costs (10/13), (1/16) (8/16) (11/16)

“Indirect costs are fﬁoSélﬁndasfs'.‘“t-haf=eit—h.'éff5ehef'i't more than one award (SVigfhétéa::éc;s't'é),'or-hon-féd'e‘r.éi
function or that are necessary for the overall operation of PEACE, Inc. (management and general
costs). '

- PEACE, Inc. maintains an annu-al"'indirecf; cost budget. Each year a new indirect cost I_Qudgét is
prepared and submitted to PEACE, Inc.’s Cognizant Agency for approval. The indirect cost rate
approved is used as a limit when _é;’,leterm_i,ning the overhead applied to each federal award. = .

- Exaniples of this typds-of expenditures nortialiy-includeéd in the indirect-cost pool are those assdciated:: 5k

with the admin departments (Executive Dept, HR Dept, Fiscal Dept,-MIS (IT) Dept, Community- . ..

. Engagement Dept, Main Office, Supplemental Costs (if used), and Board of Directors)

These rates are submitted to PEACE, Inc.’s Oversight Agency and will be binding on all other federal
agencies and their contracting officers unless specifically prohibited by statute. K
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(Q PEACE, Inc. shall utilize the following methods of charging specific elements of cost to federal awards
© a8 difector indirect Gosts: e e T T P R TR

Salaries and Wages — Salaries and wages shall be charged directly and indirectly based on the
functions performed by each employee, as documented on each employee’s timesheet, as follows:

- Direct costs — The majority of the employees of PEACE, Inc. charge their time directly since

“their work is specifically identifiable to specific grants or other (non-federal) programs or
functions of the Agency. '

Indirect costs (Fundraising costs are not included in the indirect pool) — The following staff
charge their salary costs indirectly: ’ : "
Executive Department
Human Resources Department .
- Fiscal-Department:: .. . ..... e
Community Engagement Department
“MIS (IT) Department i '

RN

-. Earned Time Off (ETO)/PTO and holiday pay are considered part of salary costs. The accounting
- systemof PEACE;.Inc..records. salaries.associated with compen‘s:a-te_daabfsence.s_as,a__.:dire.c::t:or indirect.

- - cost in the-same mannef that salary costs are recorded. .« = ., -

....Employee Benefits — PEACE; Inc. incurs costs for the following statutory and non-statutory employee
benefits: - o - .

FICA

‘Unemployment insurance . . -
‘Worker's compensation

‘Health insurance

D .

Life Insurance o 5
Long-term disabilityinsurance - -
Short-term disability insurance:
Retirement (401 K)-contributions .. -

WL Bince dHe Agerel's ‘Goeouiiting-systern tracks ernpidyéef’bérfiéﬁf casts --.by'-ihdividua‘i?émplbyée—f;éaéh‘7 Ll

© e such benefit cost shall be-charged directly ‘and indirectly in the same proportion‘as- each indivigual’s - -
salary. : : : ,
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'Occupancy Expenses — Monthly rent expense and utility costs are directly charged to the
programs that utilize that space. The maintenance department charges are provided to the
Agency as a whole and are allocated directly to the programs based on approximate square

" footage of space utilized, and timé allocations of the maintehance department. The methods ~~ "~

are indentified in section #49.

Utilities — Utilities costs incurred by PEACE, Inc. include electricity and water. Such utilities costs shall
be charged directly and indirectly in the same proportion as occupancy costs.

Supplies and Materials — To the maximum- extent possible, office supplies and materials are charged
~ directly to the grant or program/function that uses the supplies or materials. All supplies and materials
- used by staff who are engaged in indirect activities shall be charged indirectly.

Outside Services — PEACE., Inc. incurs outside service costs for its annual audit, legal fees, and for
staff development specialists. - Outside service costs shall be charged as follows: -

Zudit_fees — Cost of the>financiél state.ment 'audif;énd pl"‘éparation of Form 990 sh~all be charged

as an‘indirect cost. Additional audit costs associated with that portion of the audit-associated
with Uniform Guidance shall be charged directly to the audited programs, based on estimates
received from the independent CPA firm.. ..~ .. . - ' T

| Legal fees that are ot identifiable with spe‘cificfdiré‘ci:gi"ant"é'*or: programs shall be
- * charged indirectly. ‘ A '

* Staff Development Speéiéliéts —Costs associated with staff development spéci'aiiéics.:shéll be
“charged directly to the program/function that benefits from the services. Fees that are not
identifiable with specific direct grants or programs shall be charged indirectly.

- Insurance = To the extent.that insurance premiums are associated with insurance coverage for_

‘'specific grantsor programs. those-premium costs shall be charged directly: Allinsuranée:costs that are .

not identifiable with specific direct grants or programs shall be charged indirectly.

Credits — The applicable portion of any credits resulting from cash discounts, volume_dis_gounts,
‘refunds, write-off of stale olitstanding checks, trade-ins, scrap sales or similar credits-shall be credited
~ directly or indirectly in the same manner as the purchase that resulted in the credit. =~ -

Fund-raising costs afor-}t_he-»pl_ifpbé_es:.of meeting the Federal program objectives are allowable with |
¢ prioTWHiteI Approvalromithe Feds FFawardirig agencys* i
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198. Cost Sharing and Matching (11/12)(11/16)

It is the policy of PEACE, Inc. to value contributed services and property that are to be used to meet a

 cost'sharing or matching requiremerit at their fair market values af the time of contribution, unless ~ "~ " -

award documents or Federal agency regulations identify specific values to be used.

PEACE, Inc. shall claim conitributions as meeting a cost sharing or matching requirement of a Federal
award only if all of the following criteria are met: ' :

1. They are verifiable from'PEACE, Inc. records
2. - .They are not included a_sAcontribut‘ions for any other federally-assisted project or.program.
3. They are necessary and reasonable for proper and efficient accomplishrment of project or

program objectives. :
4. .. They are allowable under Uniform Guidance,

5. They are not paid by the Federal govérnment under another award, except where authorized by
Federal statute to be used for cost sharing or matching. : ‘

~ B = They are provided for-in:the approved budget when .required'.by;the...Federal_:'awa,rdfi;ng agency.
S (R Théy confo'br'm“t\o all».provisi'ons'of- Uniform Guidance.- I
=8, “Inthecase of:-dénate’d space, the. space is éubject to an indepéndeht‘- appraisal if necessary to

- establish its value.. We also use the market amount from a third- party publication if dppropriate.

-Contributed services-use‘d;forv.cost.sha.ring-or matching purposes shall be valued at rates consistent

with those rates paid for similar work in the Agency (match up experience and skill level), including an
estimate of reasonable:fringe benefits. In cases in which the. required skills are not-found.irthe.

- Agency, rates used-shall be:consistent with those paid for similar work in the“laber market:in which - -

PEACE, Inc. competes.

It is the policy.of. PEACE, Inc. to require volunteers to document and account for their contributed time'

~ ina manner simiIar"IO“the“time-keeping system followed by PEACE, Inc. employees. " = - -
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