Michigan Statewide Independent Living Corporation, INC.

Corporate Policies and Procedures

Financial Management Policies:

1. Accounting Methods:

a. It is the policy of MiSILC, Inc. to utilize the accrual basis of accounting that recognizes revenues when they have been earned and expenses when they have been incurred.

2. Purchasing:

a. Purchases under $500:

i. Purchases under $500 may be made from cash and report on each staff members monthly expense report.  Receipts for all purchases are required
b. Purchases between $500 and $2,500:

i. Equipment purchases between $500 and $2,500 require a purchase order signed by the Executive Director.  

ii. All purchases/contracts over $5,000 require 3 bids be obtained.

iii. Purchases up to $2,500 may be authorized by the Executive Director without board approval.

c. Purchases over $2,500

i. Purchases over $2,500, unless previously approved in the annual budget, require the approval of the MiSilc Corporation Finance Committee.  Justification for the purchase should be clearly documented and appropriate bids received, and written recommendation of the Executive Director submitted.
d. Corporation Credit Card
i. The MiSILC Corporation will not have a credit card applied for or issued without authorization of Finance Committee.

e. Corporation Debit Card

i. The Executive Director shall maintain the MiSILC Corporation Debt Card. The Executive Director is authorized to utilize the card for business purposes only.  A written report with receipts and explanation of usage will be prepared for the MiSilc Corporation accountant and reviewed by the Finance Committee.

3. Check Signage:

a. Checks shall only be issued in accordance with MiSILC’s approved operating budget.

b. Authorized Check signatories are the Executive Director and Treasurer.

c. Checks over $5,000 will require two authorized signatures.

4. Statement of Expenditures:

a. The MiSILC Corporation financial consultant will prepare the monthly statement of expenditures.  The Executive Director will be responsible to ensure that all requested reimbursements are proper and comply with State and Federal requirements for fund utilization.

5. Financial Statements:

a. The MiSILC Corporation financial consultant will prepare the following for the Finance Committee
i. Statement of Financial Position

ii. Budget Status

iii. Check Register

b. The Executive Director will prepare monthly for the finance committee:

i. Projected Upcoming Spending

ii. Executive Director Personal Activity Report

c. These documents are prepared so the finance committee can monitor the financial affairs of the corporation.  Variances from budgetary goals can be analyzed and corrective action initiated as necessary.

6. Audit:

a. Annually the MiSILC Corporation will undergo a financial audit by a Certified Public Accountant.  The finding of this examination and any accompanying recommendations shall be presented to the corporation board.

b. The auditor will also be responsible to prepare and submit the annual corporation 990 filing.  The Executive Director will be responsible to sign the 990 on behalf of the corporation.

7. Annual Budget

a. The Executive Director, working with the Financial consultant, will prepare and submit to the Finance committee an annual budget.  This budget will contain the necessary financing for the corporations agreed upon operational objectives.

Time Management & Accountability

1. Required Documentation

a. All staff (Exempt & Non-Exempt) are required to utilize the NetCil database system to record their hours worked and Personal Activity Reports (PAR).

b. In order for the Financial Consultant to process payroll, each employee must submit their signed PAR Report generated from the NetCil system and a signed MiSILC time sheet to the Executive Director.  Upon signature of the Executive Director, which attests the time worked is accurate and allowable, payroll will be processed.

c. The Executive Director will submit their PAR report to the Finance Committee for approval.

