ARIZONA FEDERATION OF REPUBLICAN WOMEN

FINANCE POLICIES AND PROCEDURES
1. The Fiscal Year of the AFRW shall be January 1 to December 31.

2. The Arizona Federation of Republican Women (AzFRW) Finance Policies and Procedures shall  follow NFRW and IRS policies and guidelines at all times.

3. Standard accounting procedures shall be used in all financial matters of the AzFRW.

4. AzFRW shall operate with a biennial budget presented for approval by the Budget Committee at the February Board of Directors Meeting in the even numbered years.

5. The proposed budget shall be presented for approval to the Executive Committee, and then   submitted to the full Board of Directors for approval.
6. Approval of the biennial budget shall constitute Executive Committee approval for the AzFRW Treasurer to pay such line item expenditures, up to the budgeted limit.
7. Expenditures for budgeted line items which exceed the budgeted amount must have Executive Committee approval prior to payment.

8. Expenditures of unbudgeted funds require the approval of the Executive Committee and the Board of Directors prior to the commitment to pay.
9. The Treasurer shall be authorized Petty Cash expenditures up to $300.  (Purchasing office supplies, etc.)

10. Expense line item categories for mileage and other reimbursable expenses shall be budgeted
      for the President; Officers and Region Directors; and for Committee Chairmen who have 
      agenda items or who meet their committees at the Board Meeting.

11. Federation dues, which shall include NFRW dues, shall be payable quarterly to the state Treasurer on a schedule determined by NFRW.

12. NFRW Club Service Charge shall accompany the first payment of Federation dues each year.

13. AzFRW checks require one (1) signature for execution.  Any of the signatories may sign checks. 
14. All banking must be done in the name of the Federation.

15. When ordering checks, use the Federation name only.  No person’s name or address shall be used.

16. The Treasurer shall be custodian of all AzFRW funds.

17. The Treasurer shall be bonded as determined by the Executive Committee.

18. The Treasurer shall collect all monies, give receipts, and deposit monies in an institution approved by the Executive Committee.  

19. The Treasurer shall disburse funds as directed by the Executive Committee or Board of Directors.
20. All bank charges for checks returned for insufficient funds and all stop payment charges shall be paid by the party issuing the original check. 

21. The Treasurer shall provide a written report at each meeting of the Executive Committee and the Board of Directors.

22. The Treasurer shall file the required annual report and fees with the Corporation Commission, and shall file the Trade Name protection documents and fees with the Secretary of State’s office every five years or as required by law.

23. With the assistance from the outgoing Treasurer, an incoming Treasurer shall notify the Corporation Commission, Corporate Division and the Secretary of State, Document Division of the change in Treasurer, and be certain that both have a current mailing address for the Federation.

24. The AzFRW banking institution shall be notified when a new Treasurer takes office.  No checks should be written before the new signature card has been recorded at the Bank.

25. There shall be a review of AzFRW financial records annually by the Financial Review Committee appointed by the President and approved by the Executive Committee.

26. The Financial Review Committee shall present a report to the Executive Committee and to the Board of Directors at the first Board of Directors meeting each year. 
27. The adoption of the Financial Review Report verifying the financial records should take place at the first meeting of the Board each year.  This relieves the retiring officers of the responsibility for the period covered by the report, and assures the incoming Board of the report’s integrity. 
28. Should there be a change in the Treasurer before the term is completed, the Financial Review Committee shall verify the financial records at the time of the change to assure the new Treasurer that the books are in order.

AFRW REIMBURSMENT POLICIES

It is the policy of AFRW to reimburse members for certain expenses incurred when conducting the business of the organization.  As a Political Organization, members must be prudent in the use of the Federation’s resources.  Where options are available, members should choose the most favorable for AFRW so that resources can be maximized.

Expense line item categories for mileage and other reimbursable expenses shall be budgeted for the President, Officers, Region Directors, and for Committee Chairmen who have agenda items or who meet their committees at the Board Meeting.   Committee members are not included in the allowable reimbursement.   

     1.    Reimbursable expenses for Executive Committee and for Committee Chairmen who

            have a part in the Board of Directors meeting shall be postage, printing, photocopying,

            long distance phone charges, and mileage.

1. Meals for Executive Committee and for Committee Chairmen are not reimbursable.
2. Reimbursement for expenses incurred for AzFRW shall require a Request for Payment 
      Form (Voucher) with appropriate documentation. An Expense Voucher shall be 
      completed when requesting reimbursement of expenses with receipts for all requested 
      reimbursable expenses, except mileage, attached to the Voucher.

3. Mileage is reimbursed at the IRS approved rate in effect on the dates of travel the Executive Committee and committee chairman who are  for AzFRW business only, and is paid only to the driver. Miles are counted from portal to portal, backing out any side trips for personal errands.   Members are responsible for recording and reporting the correct mileage.  
4. AzFRW President’s expenses are budgeted to cover travel, lodging, and registration fees for NFRW and other required meetings, in addition to the above mentioned expenses for the Executive Committee.

5. Lodging for the President shall be reimbursed at the single occupancy rate.  If the President rooms with another person, reimbursement shall be half the double occupancy rate.  Room service charges, personal telephone calls, and any other personal expenses charged to the room are not reimbursed.
6. AzFRW President’s Board of Directors Meeting reimbursable expenses shall include travel/mileage and lodging.

7. Proceeds from AzFRW Convention Fundraisers (Silent Auction, etc) shall be divided between AzFRW and the participating Region Clubs as follows:

a. All expenses incurred to put on the fundraiser shall be paid out of the monies raised by the fundraiser.

b. The balance after expenses shall be divided evenly between AzFRW and the Region.

c. The Region Director will direct the AzFRW Treasurer on how to divide the Region’s Fundraising proceed
8. Regions and clubs may set up a vendor booth for their organization at State Meetings and all proceeds will belong to the club or region.
9. Regions, clubs and individual members are invited to donate silent auction items for State meetings and all proceeds will go to the AzFRW operating budget.
10. Meals not included in the registration package for NFRW meetings or other required meetings shall not be reimbursed. 
11. No reimbursement shall be made for alcoholic beverages.

12. Mileage for speakers from the AzFRW Speakers’ Bureau who are invited by Clubs to present Programs is to be reimbursed at the current IRS rate as approved by the Executive Committee and Board of Directors for AzFRW business only, and is paid to only one person. Miles are counted from portal to portal, and excluding any side trips for personal errands. The Speakers are responsible for recording and reporting the correct mileage.

Amended 6/6/08 by Executive Committee
Approved 6/7/08 by Board of Directors
CONVENTION COMMITTEE
1. The Biennial Convention Committee shall have a Convention Treasurer, and shall maintain a separate bank account, preferably in an institution other than the AzFRW account institution. 
2. All Convention monies are processed through the Convention account.  
3. At the close of the Biennial Convention, and after all liabilities have been satisfied, a balance of $2,500 shall be maintained in the Convention account with the remainder of the funds transferred to the AzFRW account. (change is to raise the balance amount retained in the Convention Bank Account)

4. All financial policies and procedures of AzFRW, NFRW, and IRS shall be followed at all times.  Standard accounting procedures shall be used in all financial matters of the Convention Committee.

5. After all Convention financial transactions have been completed, the Financial Review Committee, appointed by the AFRW President, shall review the Convention Financial Records, and present a report for approval to the Executive Committee, and then the full Board of Directors at the first Board meeting in the even numbered years. 

The Finance Policies of the AzFRW may be amended upon approval of the Executive Committee and the full Board of Directors at any regular meeting of the Board. 
APPROVED: July 17, 2004
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