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Philosophy
The Beaverton Downtown Association (BDA) is committed to protecting and using its assets for its nonprofit mission. These financial policies ensure accountability with stakeholders, donors, and community members. The BDA is committed to providing accurate and complete financial data for internal and external use.
Authority
[bookmark: _GoBack]The Board is responsible for providing financial oversight for all activities. The Board acts as the authorizing authority when approving the annual budget and also approves any additions in staff positions. The Treasurer is authorized to act on the Board’s behalf when action is required in advance of a Board meeting.
1. Executive Director
a. The Executive Director is responsible for the organization’s daily financial management. The Board authorizes the Executive Director to hire and supervise staff and independent consultants, pay bills, receive funds, and maintain bank accounts. 
i. The Treasurer may also pay bills and maintain bank accounts when appropriate, but the BDA’s goal is for the Executive Director to be the primary manager of these repeated responsibilities except during times of transition between Executive Directors.
b. The Executive Director is authorized to sign checks up to $500. 
i. Checks greater than $500 require two signatures.
c. The Executive Director is authorized to enter into contracts for specific expenses that are pre-approved by the Board. 
2. Executive Committee
a. Members of the Executive Committee have bank signing authority.
3. Treasurer 
a. The Treasurer is authorized to balance bank accounts, deposit checks, and pay bills.
b. The Treasurer will work with the Executive Director to ensure the Board receives monthly financial reports.
c. The Treasurer reviews all invoices for mathematical accuracy.
d. The Treasurer will send approved invoices to the Executive Director or Board Chair for payment.
e. The Executive Director may also review invoices. If this occurs, the Executive Director will send invoices to the Treasurer for payment
Cash Contributions and Event Revenue
1. If possible, the person accepting cash must provide a written receipt for internal and external records.
2. All event revenue must be appropriately recorded and documented before depositing into the bank.
3. The Treasurer must review the receipts and compare with bank deposits to ensure accountable financial responsibility.
4. At the end of an event where cash is received, two people must count the cash together, record the total funds together, and record and sign on the reconciliation sheet.
a. The Executive Director, Board Chair, Vice Chair, and Secretary are authorized to deposit cash. The depositor must initial the bank deposit ticket.
b. Because the Treasurer acts as the reviewer of the deposit tickets and financial records, the Treasurer may not deposit cash.
Reimbursements
1. Board members and volunteers may be reimbursed for Board-approved expenses under $100 if an estimated cost is provided prior to purchase by the purchaser and authorized by the Board Chair, Treasurer, or Executive Director.
a. Expenses over $100 require the approval of two members of the Executive Committee.
2. The receipt must describe the purchase.
3. Unauthorized reimbursement requests over $100 will not be approved.
a. If an appeal is sought, the Board may authorize a partial or total reimbursement with a majority vote. 
Gift Acceptance
1. The IRS requires that we acknowledge all donations that are more than $75. 
a. The BDA will provide written acknowledgement for every gift we receive over $50 or as requested by the donor. 
b. The acknowledgement letter must record the amount of the contribution and must specify whether goods or services were provided by the BDA in exchange for the contribution.
2. The Executive Director, Board, and all BDA volunteers must refuse gifts posing a conflict of interest (see BDA Conflict of Interest Policy).


