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CONTINUUM OF CARE (NY-511) COALITION FOR THE HOMELESS OF THE SOUTHERN 

Tier, NY, INC., aka Southern Tier Homeless Coalition  

(here in after referred to as STHC) 

 

FINANCIAL POLICIES AND PROCEDURES 

 

 STHC is a nonprofit New York corporation organized under section 501c3 of the 

Internal Revenue Code.  Like most nonprofit organizations, its principal funding sources are 

derived from private and governmental grants and individual donors.  To protect the 

investment of its stakeholders, STHC is committed to conducting its financial operations 

within the confines of an effective internal control environment.  The following policies and 

procedures have been implemented in an attempt to achieve this goal.  Segregation of duties 

has been incorporated to the greatest extent possible.  In certain instances where such 

segregation may not be feasible due to member limitations, compensating controls have 

been implemented. 

 This document refers to the following financial positions: Board President, Board Vice 

President, Board Treasurer. 

 STHC’s financial statements are prepared on a monthly basis.  Net revenues and 

expenses are classified based on the existence or absence of donor imposed restrictions. 

• Revenue, from cost-reimbursement governmental grants, is recognized when eligible 

expenses are incurred. 

• Revenue, from governmental fees for service, is recognized in the period earned. 

• Contributions are recorded when received. 

• Contributions of donated non-cash assets are recorded at their fair values in the 

period received. 

 

A.   BOOKKEEPING PROCEDURES 

 

1. Cash Receipts, Bank Deposits and Receivables 

 

 In order to accurately account for all cash received, the following procedures are to 

be followed:  

• All mail is to be opened by the Board President or Treasurer. 

• All checks are given to the Treasurer.   

• The Treasurer will then photocopy and file each copy.   

• Checks are restrictively endorsed “For Deposit Only”.  Any cash (paper 

currency or coin) will be recorded on receipts and labeled with an explanation 

as to its source and purpose.   

• The completed deposit is to be brought to the bank by the Treasurer for 

processing within one week of receipt. 
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• The Treasurer will record each transaction in Quickbooks (the CoC’s 

accounting program which is password protected).  

•  A copy of the deposit slip is to be attached to the copy of the corresponding 

check and filed in the deposit file. 

 STHC shall adhere to donor/funder restrictions imposed by said donors/funders. 

 

 

2. Cash Disbursements and Payables 

 

STCH does not utilize a purchase order system.  All major purchases (over $500.00) 

require Executive Board and CoC approval.  Prior to any vendor payment being made 

to an unincorporated independent contractor, a completed Form W-9 is to be 

obtained. 

• All mail is to be opened by either the Board President or the Treasurer. 

• Vendor invoices with appropriate supporting documentation are to be 

forwarded to the Board President and Treasurer for verification and approval.  

Approved vendor invoices are to be given to the Treasurer for recording in 

Quickbooks. 

• The accounting category will be indicated by the Board President and/or 

Treasurer.   

• The board President will initial to signify approval to pay.   

• All paid invoices must be maintained in the paid invoice file. 

• All disbursements are made by pre-numbered checks or online via debit. 

• Voided checks are preserved and filed after “VOID” is written on them. 

• Checks should NOT be made payable to Cash. 

• A copy of each signed check should be attached to the corresponding 

invoice/documentation. 

• Signed checks should be mailed within 48 hours of signing. 

 

3. Check Printing and Signing 

 

• The Treasurer will inform the President of payment(s) that need to be made.   

• The Board President will sign and approve all payment(s). 

• The Treasurer will then complete the requested check and the Treasurer, 

Board President or designated officers will sign the check(s). 

• All prepared and signed checks are to be photocopied and attached to 

corresponding documentation. 

• Debit payments are approved by the Board President who initials the 

confirmation of completed transactions. 
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4. Bank Reconciliations 

 

• Bank reconciliations are to be completed on a monthly basis prior to monthly 

CoC meetings by the Treasurer and reviewed by the CoC. 

• The Treasurer and Board President should initial the bank reconciliation upon 

review. 

• Any material discrepancies are to be reported to the Board President and the 

Treasurer. 

 

5. eLOCCS Drawdown 

 

• The Treasurer will complete bi-weekly drawdowns on STHC’s line of credit on 

eLOCCS. 

• The Board President will approve, by signature, all receipts of drawdowns 

made by the Treasurer. 

 

6. Payments 

 

• Payments are prepared on a bi-weekly basis or an as needed basis by the 

Treasurer. 

• The Treasurer will review all invoices submitted for payment for accuracy. 

• The Board President gives final approval and approves any check distribution. 

• The Treasure inputs the payment into Quickbooks and payment is made via 

check. 

 

7. Journal Entries 

 

• All journal entries are prepared by the Treasurer and reviewed on a quarterly 

basis by the Executive Board.   

• The Executive Board works with the Treasurer to periodically reconcile the 

general ledger totals. 

 

8. Accounting Records 

 

• Paper accounting records are kept by the Treasurer and are locked each 

evening. 

• Unused checks are kept locked in a double locked area. 

• Electronic accounting records are kept on a computer based system that is 

password protected and backed up. 
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B.  BUDGETS, FINANCIAL STATEMENTS AND COMMUNICATION TO EXECUTIVE BOARD 

 

 Annually or as needed, the Board President and Treasurer prepare a budget for the 

corporation’s fiscal year.  This draft is then reviewed with the Executive Board, modified if 

necessary, then submitted to the full CoC for approval. 

 Financial statements are to be prepared on a monthly basis from information 

contained in Quickbooks accounting software.  Financial statements are created by the 

Treasurer for review and then submitted to the entire CoC at the monthly meeting for 

committee approval. 

 Grant program budgets are maintained separately for the varying grant years.  Grant 

budgets are developed from and reconciled to the corporation’s board-approved budget, 

which may be modified as new grant funds are projected.  STHC’s Board President, or 

designated, applicant, is authorized to review and sign grant contracts and budgets only with 

CoC approval.  During the course of the grant, these budgets are individually monitored 

(usually via the grantor’s required reports) for any upcoming modification needs. 

 

C.  LINE OF CREDIT 

 

 STHC will establish a line of credit with HUD through the eLOCCS system.  All requests 

for drawdowns on the line of credit are to be presented and executed by the Treasurer, who 

is designated by HUD as the User.  Additionally, all drawdowns will be authorized by the 

Board President who is designated by HUD as the Coordinator. 

 The CoC and Executive Board members are to be kept apprised on a regular basis 

regarding all drawdowns. 

 Since line of credit are usually required to be renewed on an annual basis, all internal 

recording and reporting are to be kept current. 

 

D.  GRANT TRACKING AND MANAGEMENT 

 

 All grants are to be managed according to the best practices and specific grant 

contract language. 

 Monthly grant entries should be done for each grant, in preparation of any monthly 

reports and vouchers, and journaling entries should reflect monthly income for that month, 

as well as, covered expenses. 

 For HUD funding, STHC’s Board President authorizes the Treasurer to complete 

eLOCCS drawdowns. 

 Each grant should be entered as a separate Cost Center. 

 Grant expenses will be periodically compared to what is budgeted and variances 

analyzed.  Income and expenses will be converted to a percentage basis as part of the analysis 

to determine if the grant expenses are on par with that is budgeted.  Reviews will be 

conducted to determine if additional income is needed or if expenses must be curtailed. 
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E.  COST ALLOCATION PROCEDURE References 

 

2CFR 200 Uniform Administrative Requirements, Cost Principles and Audit Requirements. 

 

Direct Costs, Allocated Costs and Indirect Costs defined. 

 

The total cost of a grant program is comprised of the allowable direct costs incident to its 

performance plus its allocable portion of allocated and indirect costs.  The term “applicable 

credits” is defined above.  The terms “direct costs”, “allocated costs” and “indirect costs” are 

defined in the following way” 

 

Direct Costs:  A direct cost is any cost that can be identified with a particular program or cost 

objective.  For example, the entire salary of an individual who spends all of his or her time 

working on a single program can be charged as a direct cost to that program. 

 

Allocated Costs:  An allocated cost can directly benefit more than one program or function 

and can, therefore be allocated (or charged) to the benefiting programs or functions on some 

reasonable and equitable basis.  For example, an individual spends his or her time working 

on a number of different programs that the agency operates.  Salary and related fringe 

benefits can be charged to the respective programs based on the number of hours reported 

to each program on employee time sheets. 

 

Indirect Costs:  Indirect costs (aka Shared Cost) are those costs that are incurred by an agency 

that are not readily chargeable to a particular program or function, but benefit all programs 

and functions operated by the agency.  Indirect costs are necessary to the overall operation 

of the agency, but a direct relationship to a specific program cannot be shown, generally, 

these kinds of costs are identified, pooled and charged against individual programs or 

funding sources using a predetermined rate. 

 

Process 

 

Each expense will be evaluated for the most applicable method in this order of preference – 

Direct, Allocated and Indirect. 

 

Direct Cost Principles 

 

Direct costs shall be claimed whenever possible based on the nature of the expense. 
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Allocated Cost Principles 

 

When Direct costing does not apply, Allocated costing is the next best choice. 

 

When an expense is not reasonable able to be attributed Direct or Allocated, it must be 

charged based on an Indirect Cost Rate.  When indirect costs are charged, they shall be 

distributed equitably to all programs or functions of the agency using a rate designed to 

recover the costs established through the indirect cost plan. 

 

Many larger nonprofits have an approved Federal Indirect Cost Rate.  However, STHC does 

not. 

 

F.  EQUIPMENT 

 

 Equipment with an individual cost over $1,000.00 and a useful life of three or more 

years will be reported as an Asset of the corporation and depreciated over is estimated useful 

life per generally accepted accounting procedures. 

 Equipment to be purchased with a value in excess of $5,000.00 will be researched 

with price comparisons from at least three qualified vendors using New York State pricing. 

 Equipment is labeled as property of the corporation, plus other identifying 

information if not readily apparent. 

 Equipment inventory is maintained in a binder, including serial number, date of 

purchase, warranty expiration and source of funding.  Inventory is reconciled at least every 

two years. 

 

H.  CONSULTANTS 

 

 Consulting services to be purchased with a value in excess of $1,000.00 will be 

researched with price comparisons and proposals/bids from at least three qualified 

consultants.  An exception may apply when a service requires specialized knowledge and a 

recognized expert has no comparable alternatives.  The $1,000.00 limit applies to one-time 

purchases and contracts with an expected cumulative value over the course of any 12-month 

period. 

 Before work can be started, the following items must be received: 

• A completed W-9 form 

• A signed and dated confidentiality agreement 

• A current workers compensation insurance certificate (if applicable) 

• A signed and dated contract 

• A signed Conflict of Interest statement  

 All consultants will be issued a Form 1099 as required by the IRS. 
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I.  INDEPENDENT AUDIT 

 

 An annual audit or review will be completed for STHC.  The audit or review will be 

conducted by an independent certified public accountant.  This report deals with the 

credibility of the organization’s financial reporting and accounting procedures.  The outcome 

of the annual audit or review will be presented to the CoC at the next meeting following its 

completion. 

 The Treasurer and Board President will plan a meeting with the independent 

accountant(s) at the end of the audit to discuss any issues raised, review the audit journal 

entries, evaluate the audit process and plan improvements for the following year. 

 In the event that STHC receives Federal or State grant funds equal to or in excess of 

the limits that require an A-3 federal grant audit or state grand audit, such audit in 

compliance with generally accepted accounting standards will be completed and submitted 

to the appropriate governmental agency. 

 

 

 

_________________________________________   ________________________ 

Signature of Board President      Date 

 

 

 

 

_________________________________________   ________________________    

Printed Name of Board President      Date   

   


