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Job Description 
 


Title:    Legal Advocate 
 
Immediate Supervisor: Executive Director  
 
Classification:  Non-exempt 
 
Status:   Full-time 
 
 
General Function: To provide direct service delivery through legal advocacy to all family violence 
victims and their dependent children.  Assist the program staff by engaging in community support 
of the program through community education presentation and training seminars. Participate in 
fundraising and other special projects undertaken by the program. 


 
 
PRIMARY RESPONSIBILITIES AND DUTIES: 
 


• To assist women in filing protective orders and any related forms. 
• Accompany women to court, walk them through the legal process and advocate on their 


behalf when appropriate. 
• Provide emotional support to women in the courtroom. 
• Provide transportation to court hearings for residential survivors in need of transportation. 
• Make referrals to attorneys and Acadiana Legal Corporation to assist survivors with legal 


issues that are beyond the scope of SNAP services. 
• Update on new laws or procedures that affect battered women. 
• Schedule training and take part in training of enforcement personnel, judges, prosecutors, 


clerks of court and the staff of SNAP. 
• Attend and complete LPOR (Louisiana Protective Order Registry) trainings 
• Complete all statistical reports on advocacy activity as requested by the executive director. 
• Complete and submit DCFS Monthly Reports by the 5th working day of the month. 
• Advocate with law enforcement agencies for woman when necessary. 
• Assist staff in legal advocacy, when necessary. 
• Assist in answering Crisis Line and complete Crisis Call Sheet.  
• Screen calls in order to distinguish those appropriate for agency services. 
• Make appropriate referrals for survivors and/or callers who are not appropriate for services  
• Provide intake counseling, develop goal plans with non-residential survivors and use 


program resources and community referrals to help survivors meet their needs and achieve 
their goals as needed. 


• To assist survivor advocate to the extent possible. 
• Within 48 hours of each admit, schedule a conference with each residential survivor to 


complete legal intake and when necessary complete survivor intake, goal plan and 
objectives.  


• Determine what assistance staff can provide. 
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• Provide individual option counseling to non-residents. (Counseling includes housing, 
benefits, assistance, support and encouragement, self-awareness and development, etc.) 


• Work with survivor to complete a safety plan and document in her case file 
• Be available to facilitate support groups when necessary. 
• Document in files daily or after each session with survivors.  
• On call evenings and weekends as scheduled 
• Be willing to fulfill any other request made by immediate supervisor or Executive Director. 


 
 
 
 
                                                                                  __________________                               
Staff Signature     Date 
 
_____________________________                  ________________________ 
Supervisor Signature                                        Date 
 
 
Minimum Qualifications: 
Bachelor’s Degree or Certification as a licensed paralegal and/or 3 years experience in a battered 
women’s program. 
 
Salary Range: 
$22,000-$32,000 
 
Maximum Starting Salary: 
$24,000 
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       S.N.A.P. 
   Safety Net for Abused Persons 


(337) 367-SNAP  ▪  Fax: (337) 367-7696 


Post Office Box 10207  ▪  New Iberia, Louisiana  70562 


S�AP 24-Hour Crisis Line (337) 367-S�AP 


Follow Safety Net for Abused Persons, Inc. on Facebook 


Web Site  www.snapofiberia.org 


 


• Would you be interested in attending domestic violence support groups? ______ (Yes or No) 
 
• Do you know someone who would be interested in attending a domestic violence support 


group?____ (yes or No) 
 
• Would you prefer a morning, afternoon or evening group?__________________________ 
 
• What day of the week could you most likely attend a group? _______________________ 


 


• If you attend a support group, what are some of the topics or workshops that you would be  
interested in?-


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________ 


 


• We also provide feelings groups and structure play groups for the children. Would this be  
something that you would be interested in? _________  (yes or No) 
 
• What are some of the concerns that you might have if attending support groups? 


___________________________________________________________________________


___________________________________________________________________________


___________________________________________________________________________


What are some concerns that you  may have for your children attending groups?


___________________________________________________________________________


___________________________________________________________________________


___________________________________________________________________________ 


 


• Any other comments that you would like to make regarding other services offered. 


___________________________________________________________________________


___________________________________________________________________________


___________________________________________________________________________


___________________________________________________________________________ 
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Safety Net for Abused Persons 
Departure Summary 


Resident’s Name: __________________________________________________________________ 


Staff completing Departure Summary: __________________________________________________ 


Date of Entry: _________   Date of Departure: _________ Number of Days in Shelter: ____________ 


Reason for Departure: ______________________________________________________________ 


Services and/or Referrals provided during Survivor’s Shelter stay: 


Check off Services that were provided √ 


Referrals √ Services √ Temporary Restraining Order  


Food Stamps/Public Assist.  Transportation  Court Escort  


SSI/Social Security  Medical Rx / Doctor Visits  Children’s Services √ 


Housing and/or HUD  Personal Hygiene Items  Children’s Play Group  


Medical  Food, Clothing, & donations  Children’s Feelings Group  


Legal Aid/Attorneys  Financial Assistance  Parenting Classes  


Job Service/Employment   “Let’s Talk” Rap/DV Education  Children’s Individual Counseling  


Social Service Center  Self Esteem Gr.(Coffee Break)  Children’s Assessment   


SMILE  Support Group (Thurs. Night)  Individual session/Child’s needs  


Churches  Support Group (Monday Night)  Other services Provided √ 


Outside Spiritual Counseling  Life Skills Seminars  1.  


Other local Agencies  Individual Counseling  2.  


Law Enforcement  Goal Setting  3.  


Reparations  Safety Planning  4.  


Judges/DA’s  Legal Options/ Legal Intake  5.  


√ Yes or No for Outcomes Measurement and the questions below. 


 
1. Would you like to leave address to send mail? __Yes __ No 
_________________________________________________ 
2. Do you have a “safe telephone number”?  _____________ 
3. Would you like us to contact you for events or children’s 
activities?                                                             __ Yes   __ No                   
 
4. Would you like to continue in support groups? __ Yes __ No 


5. Would you like appointment times for necessary household 
items, clothing and food items from donations?     __ Yes __ No 
 


 


 


Resident’s Signature: __________________________________________________________________ 


Staff Signature: ___________________________________________________ Date: _______________ 


Outcomes Measurement Yes No 


 Obtained Housing   


Job Training/ Education   


Employment/ Other income   


Child Care Assistance   


Legal Referrals   


Safety Plan   


Power and Control Education   


Cycle of Violence Education   
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Survivor Survey  


 
We are interested in your feedback about your experience with Safety Net for Abused Persons 
Please take a moment to fill out the following: 
 
Name: ___________________________________________ Date________________________ 
 
1. Please rate the following: 
    Please circle your choice 
 
Your treatment when you arrived  Excellent Good  Fair  Poor 


General attitude of staff   Excellent Good  Fair  Poor 


Living arrangements    Excellent Good  Fair  Poor 


Safety/Security    Excellent Good  Fair  Poor 


Helpfulness of Advocate   Excellent Good  Fair  Poor 


Helpfulness of “Let’s Talk”/Rap Sessions Excellent Good  Fair  Poor 


Helpfulness of Groups   Excellent Good  Fair  Poor 


Interaction with other Residents  Excellent Good  Fair  Poor 


 
2. How would you rate the Shelter Guidelines and Chore List?  Fair  Unfair 


3. How would you rate the Agreements you were asked to sign? Fair  Unfair 


4. Please check any referrals that you were given and rate their effectiveness 


    ___ Medical, ____ Legal, ___ Public Assistance/Food Stamps, ___ Housing/HUD, ___ Social Services, 


    ___ Job Search, ___ Other 


      Excellent Good  Fair  Poor  


5. What other services would have been helpful during your stay at the Shelter?     
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 


6. Will you use SNAP services in the future such as support groups, counseling, and children’s 


activities?       Yes / No  


 


7. Any comments that you wish to make: __________________________________________________ 


______________________________________________________________________________________ 


______________________________________________________________________________________      
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Advocate Departure Check List 


 


Survivor Name: _________________________________________________   File #: ________________ 


 


Check off Summary: 


• All items completed in the Departure Summary?    ___ Yes ___ No 


• All items completed in the Survivor Survey form?   ___ Yes ___ No 


• Was a Safety Plan completed?     ___ Yes ___ No 


• Was the Safety Plan documented on the Case Activity Record?     ___ Yes ___ No 


• Were the Children’s Exit forms completed?    ___ Yes ___ No 


By: Children’s Director ____ or Advocate on duty ____ 


• Were the bed linens washed and beds remade?   ___ Yes ___ No 


• Has the room been cleaned and ready for next resident?  ___ Yes ___ No 


• Have the Closet and Locker been checked for items forgotten? ___ Yes ___ No 


• Was the room checked for comforters and other shelter items? ___ Yes ___ No 


• Were the towels, hair dyers and curling irons returned?  ___ Yes ___ No 


• Did the Survivor receive donations from the shed at her   ___ Yes ___ No 


     departure? If yes when were these items made available to her? __________________________ 


           If no, why not? __________________________________________________________________ 


 


If you checked no any item in the check off summary, please explain the reason why the item was not 


completed. __________________________________________________________________________ 


____________________________________________________________________________________ 


____________________________________________________________________________________ 


____________________________________________________________________________________ 


 


Other comments: ______________________________________________________________________ 


____________________________________________________________________________________ 


  


Staff Signature: _______________________________________________________________ 


Date: ____________________________ 
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Post Office Box 77308 • Baton Rouge, LA 70879 • Phone:  225.752.1296 • Fax:  225.751.8927 • Website:  www.lcadv.org 
 


 
 
May 16, 2013 
 
 
SNAP 
Carol Mumm 
PO Box 10207 
New Iberia, LA 70562 


 
 
 
Dear Ms. Carol Mumm, 
                                                                                                                                               
Please accept this correspondence as verification that your program is currently listed as in ‘Good Standing’ 
with the Louisiana Coalition Against Domestic Violence.   
 
As such, the SNAP will continue to receive full membership rights including; publishing your agency name and 
information in all coalition materials, receiving member communications and notice of membership meetings, 
access to free training, resources and technical assistance provided by or through the coalition and voting 
rights on those items controlled by the membership.  Your member benefits also include a voice in public policy 
work on the state and federal levels and detailed communications on public policy developments.   
 
Additionally, calls to the statewide domestic violence hotline will be routed to your agency.    
 
If you have questions, please feel free to call the Louisiana Coalition Against Domestic Violence.  


 
 
Sincerely, 
 


 
 
Beth Meeks, MS 
Executive Director 
LCADV 
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OFFICES 
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INDEPENDENT AUDITOR’S REPORT 


 
 
To the Board of Directors 
Safety Net for Abused Persons, Inc. 
New Iberia, Louisiana 
 
We have audited the accompanying statement of financial position of Safety Net for Abused Persons, Inc. 
(SNAP) (a non-profit organization) as of June 30, 2012 and the related statements of activities, functional 
expenses, and cash flows for the year then ended.  These financial statements are the responsibility of the 
SNAP’s management.  Our responsibility is to express an opinion on these financial statements based on our 
audit.   
 
We conducted our audit in accordance with auditing standards generally accepted in the United States of 
America and the standards applicable to financial audits contained in Government Auditing Standards issued 
by the Comptroller General of the United States.  Those standards require that we plan and perform the audit 
to obtain reasonable assurance about whether the financial statements are free of material misstatement.  An 
audit includes examining, on a test basis, evidence supporting the amounts and disclosures in the financial 
statements.  An audit also includes assessing the accounting principles used and significant estimates made by 
management, as well as evaluating the overall financial statement presentation.  We believe that our audit 
provides a reasonable basis for our opinion. 
 
In our opinion, the financial statements referred to above present fairly, in all material respects, the financial 
position of SNAP as of June 30, 2012, and the changes in its net assets and its cash flows for the year then 
ended in conformity with accounting principles generally accepted in the United States of America. 
 
 
In accordance with Government Auditing Standards, we have also issued our report dated December 31, 
2012, on our consideration of SNAP’s internal control over financial reporting and on our tests of its 
compliance with certain provisions of laws, regulations, contracts, and grant agreements and other matters.  
The purpose of that report is to describe the scope of our testing of internal control over financial reporting 
and compliance and the results of that testing, and not to provide an opinion on internal control over financial 
reporting or on compliance.  That report is an integral part of an audit performed in accordance with 
Government Auditing Standards and should be considered in assessing the results of our audit. 
 


 Kolder, Champagne, Slaven & Company, LLC 
 Certified Public Accountants 
 
Morgan City, Louisiana 
December 31, 2012 


C. Burton Kolder, CPA* 
Russell F. Champagne, CPA* 
Victor R. Slaven, CPA*     
P. Troy Courville, CPA* 
Gerald A. Thibodeaux, Jr., CPA* 
Robert S. Carter, CPA* 
Arthur R. Mixon, CPA*  


 
Penny Angelle Scruggins, CPA 
Christine L. Cousin, CPA 
Wanda F. Arcement, CPA,CVA 
Allen J. LaBry, CPA 
Albert R. Leger, CPA,PFS,CSA* 
Marshall W. Guidry, CPA 
Stephen R Moore, Jr., CPA,PFS,CFP®,ChFC®* 
James R. Roy, CPA 
Robert J. Metz, CPA 
Alan M. Taylor, CPA 
Kelly M. Doucet, CPA 
Cheryl L. Bartley, CPA 
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ASSETS  
CURRENT ASSETS


Cash 1,278$          
Due from other agencies 40,737         


Total current assets 42,015         


FIXED ASSETS
Property and equipment, net 142,189       


OTHER ASSETS
Security deposit 92                


Total assets 184,296$     


LIABILITIES AND NET ASSETS


CURRENT LIABILITIES
Current portion of mortgage payable 7,876$          
Accounts payable 12,810          
Accrued liabilities 9,707            


Total current liabilities 30,393          


LONG-TERM LIABILITIES
Mortgage payable, less current portion 153,100       


Total liabilities 183,493       


NET ASSETS
Unrestricted 803              


Total liabilities and net assets 184,296$     


The accompanying notes are an integral part of the financial statements.


SAFETY NET FOR ABUSED PERSONS, INC.


Statement of Financial Position
June 30, 2012
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Unrestricted
REVENUES, GAINS AND OTHER SUPPORT


Federal, state and local grants 370,226$    
Other grants and contributions 26,250        
Contributions 32,575        
Fundraising events 17,730        
Interest revenue 321             
Miscellaneous revenue 5,311         


Total revenues, gains and other support 452,413      


EXPENSES AND LOSSES
Program expenses 390,398      
General and administrative expenses 50,085        
Fundraising expenses 6,409         


Total expenses 446,892      


Change in net assets 5,521          


Net assets (deficit) at beginning of year (4,718)        


Net assets at end of year 803$          


The accompanying notes are an integral part of the financial statements.


SAFETY NET FOR ABUSED PERSONS, INC.


Statement of Activities
Year Ended June 30, 2012
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Victim Support General and 
and Shelter Administrative Fundraising Total


Salaries 249,985$         27,250$          -$              277,235$   
Payroll taxes 20,800             2,271              -                23,071       
Depreciation 12,245             -                      -                12,245       
Dues and subscriptions 1,151               -                      -                1,151         
Insurance 53,575             2,211              -                55,786       
Legal and accounting -                       5,500              -                5,500         
Office 7,554               1,298              -                8,852         
Outside services 1,474               -                      -                1,474         
Supplies 7,527               117                 -                7,644         
Telephone 4,137               460                 -                4,597         
Travel and conferences 2,312               -                      -                2,312         
Utilities 15,611             1,735              -                17,346       
Repairs and maintenance 6,881               593                 -                7,474         
Interest, penalties and late fees 6,335               5,593              -                11,928       
Other 811                  3,057              6,409         10,277       


390,398$         50,085$          6,409$       446,892$   


The accompanying notes are an integral part of the financial statements.


SAFETY NET FOR ABUSED PERSONS, INC.


Statement of Functional Expenses
Year Ended June 30, 2012
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CASH FLOWS FROM OPERATING ACTIVITIES
Change in net assets 5,521$      
Adjustments to reconcile change in net assets


to net cash provided by operating activities:
Depreciation 12,245      
Decrease in due from other agencies 5,294        
Decrease in accounts payable (580)         
Decrease in accrued liabilities (12,561)    


Net cash provided by operating activities 9,919        


CASH FLOWS FROM INVESTING ACTIVITIES
  Purchase of equipment (5,000)      


            Net cash used by investing activities (5,000)      


CASH FLOWS FROM FINANCING ACTIVITIES
Principal payments on mortgage payable (7,285)      


Net cash used by financing activities (7,285)      


Net decrease in cash (2,366)      


Cash at beginning of year 3,644        


Cash at end of year 1,278$      


SUPPLEMENTAL DATA
Interest paid 11,622$    


The accompanying notes are an integral part of the financial statements.


SAFETY NET FOR ABUSED PERSONS, INC.


Statement of Functional Expenses
Year Ended June 30, 2012
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(1)   Nature of Organization and Significant Accounting Policies 
 


A. Nature of organization 
 


Safety Net For Abused Persons, Inc. (SNAP) is a non-profit organization that provides 
a wide range of services to victims of domestic violence.  Its core service is providing 
shelter and support for victims and children.  In addition, a 24-hour crisis line, 
individual assessment, and case management are provided.  SNAP is also actively 
involved with community education including law enforcement training and support 
groups.  SNAP coordinates domestic abuse intervention through the court system and 
provides additional services to child victims of domestic violence. 
 
The accompanying financial statements of SNAP have been prepared on the accrual 
basis of accounting. 
 
SNAP is an exempt organization for Federal income tax purposes under Section 
501(c)(3) of the Internal Revenue Code.   


 
B. Significant accounting policies 
 


Support and expenses: 
 
All contributions are considered to be available for unrestricted use unless specifically   
restricted by the donor.  Amounts received that are restricted by the donor for specific 
purposes are reported as temporarily restricted or permanently restricted support that 
increases those net asset classes.  When a donor restriction expires, that is, when a 
stipulated time restriction ends or purpose restriction is accomplished, temporarily 
restricted net assets are reclassified to unrestricted net assets in the statement of 
activities as net assets released from restrictions.  SNAP relies heavily on grants 
(government and other) and general public donations to support its operations. 
 
Expenses are recorded when incurred in accordance with the accrual basis of 
accounting. 


 
C.  Allowance for doubtful accounts 
 


SNAP considers accounts receivable to be fully collectible; accordingly, no allowance 
for doubtful accounts is provided. 


 
D. Property and equipment 
 


Purchased property and equipment are recorded at cost at the date of acquisition.  
Property and equipment purchased with grant funds are recorded as temporarily 
restricted contributions.  In the absence of donor stipulations regarding how long the 
assets must be used, the organization has adopted a policy of implying a time 
restriction that expires over the useful life of the assets.  SNAP maintains a threshold of 
$500 or more for capitalizing asset additions. 
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Depreciation is computed by the straight-line method based on the following estimated 
lives: 
          


 


Years
Buildings and improvements 27 1/2
Furniture, equipment and vehicles 5-7  


 
E. Compensated absences 


   
Employees of SNAP earn annual leave in varying amounts depending upon length of 
service.  Sick leave is earned at the rate of one day a month.  Upon termination, no 
payment is made for unused sick leave, but accrued annual leave is paid up to a 
maximum of 12 months of accrual.  At June 30, 2012, accrued annual leave totaled 
$7,440. 
 


F. Donated services 
 
SNAP receives donated services from unpaid volunteers who assist in program services 
during the year; however, these donated services are not reflected in the statement of 
activity because the criteria for recognition under FASB Codification Section 958-605, 
Revenue Recognition, have not been satisfied. 
 


G. Cash and cash equivalents 
 
For the purposes of the statement of cash flows, SNAP considers all highly liquid 
investments with a maturity of three months or less when purchased to be cash 
equivalents. 
 


H. Advertising 
 
Advertising costs are expensed as incurred.  Advertising expense was $0 in 2012. 


 
 


(2) Accounting Estimates 
 


The preparation of financial statements in conformity with generally accepted accounting 
principles requires management to make estimates and assumptions that affect the reported 
amounts of assets and liabilities at the date of the financial statements and the reported amounts 
of revenues and expenses during the reporting period.  Actual results could differ from those 
estimates. 
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(3)    Due from Other Agencies 
 


Due from other agencies consisted of the following at June 30, 2012: 
 
State of Louisiana -


DCFS grant 18,847$  
CVA grant 12,695    
VAWA grant 2,539      


Other -
IOLTA 5,281      
United Way 1,375      


40,737$  
 


 
(4) Property and Equipment 
 


Property and equipment consisted of the following at June 30, 2012: 
 
 


Land 55,880$   
Transportation equipment 19,111     
Buildings and improvements 214,381   
Furniture and equipment 94,760     


384,132   


Less accumulated depreciation (241,943)  


142,189$ 
 


 
Depreciation expense reported for the year ended June 30, 2012 was $12,245. 
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(5) Summary of Grants/Contracts Funding 


 
SNAP was funded through the following grants and contracts for the year ended June 30, 2012: 
 


Recognized
Funding Source Award Number Support


Louisiana Commission on Law Enforcement:
Domestic Violence Program C10-4-011 26,512$     
Domestic Violence Program C11-4-010 23,786       
Domestic Violence Program M10-8-017 12,598       
Domestic Violence Program M11-8-017 2,539         


State of Louisiana:
Department of Children and Family Services CFMS #702414 247,505     
Department of Children and Family Services -


Marriage Licenses 6,464         
Department of Education Child


and Adult Care Food Program Agreement 99-635 22,507       
United States Department of Agriculture:


Emergency Food and Shelter Program CFDA 97.024 5,806         
Louisiana Bar Foundation:


IOLTA Grant Program 2011-028 22,509       


370,226$   


 
 (6) Mortgage Payable 
 


At June 30, 2012, SNAP had a mortgage payable to a bank with a balance outstanding totaling 
$160,976, bearing interest at the rate of 6.25%.  The mortgage is payable in monthly installments of 
$1,476, which includes interest, with a final payment of the entire unpaid balance of principal and 
interest due on January 4, 2016.  The mortgage is secured by the SNAP building and adjacent 
property.    


 
The following is a summary of debt payable at June 30, 2012: 


 
Mortgage payable, beginning of year 168,261$   
Principal paid (7,285)       


Mortgage payable, end of year 160,976     


Less current portion (7,876)       


Noncurrent portion 153,100$   
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Maturities by year are as follows: 
 
Year Ending


June 30, Amount
2013 7,876$     
2014 8,382       
2015 8,921       
2016 135,797   


160,976$ 
 


 
(7) Contingencies 
 


SNAP receives grants for specific purposes that are subject to review and audit by the agency 
providing the funding.  Such reviews and audits could result in expenses being disallowed under 
the terms and conditions of the grants.  In the opinion of management, such disallowances, if 
any, would be immaterial. 
 
 


(8) Subsequent Events 
 
Management has evaluated subsequent events through December 31, 2012, the date which the 
financial statements were available for issue. 
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REPORT ON INTERNAL CONTROL OVER FINANCIAL REPORTING 
AND ON COMPLIANCE AND OTHER MATTERS BASED ON AN AUDIT OF 


FINANCIAL STATEMENTS PERFORMED IN ACCORDANCE WITH 
 GOVERNMENT AUDITING STANDARDS 


 
 
 
To the Board of Directors 
Safety Net for Abused Persons, Inc. 
New Iberia, Louisiana 


 
We have audited the financial statements of Safety Net for Abused Persons, Inc. (SNAP) (a non-profit 
organization) as of and for the year ended June 30, 2012, and have issued our report thereon dated December 
31, 2012.  We conducted our audit in accordance with auditing standards generally accepted in the United 
States of America and the standards applicable to financial audits contained in Government Auditing 
Standards, issued by the Comptroller General of the United States. 


 
Internal Control Over Financial Reporting 


 
Management of SNAP is responsible for establishing and maintaining effective internal control over financial 
reporting. In planning and performing our audit, we considered SNAP’s internal control over financial 
reporting as a basis for designing our auditing procedures for the purpose of expressing our opinion on the 
financial statements, but not for the purpose of expressing an opinion on the effectiveness of SNAP’s internal 
control over financial reporting.  Accordingly, we do not express an opinion on the effectiveness of SNAP’s 
internal control over financial reporting. 
 
Our consideration of internal control over financial reporting was for the limited purpose described in the 
preceding paragraph and was not designed to identify all deficiencies in internal control over financial 
reporting that might be significant deficiencies or material weaknesses and therefore, there can be no 
assurance that all deficiencies, significant deficiencies, or material weaknesses have been identified.  
However, as described in the accompanying schedule of audit results, we identified a deficiency in internal 
control over financial reporting that we consider to be a material weakness. 
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A deficiency in internal control exists when the design or operation of a control does not allow management 
or employees, in the normal course of performing their assigned functions, to prevent, or detect and correct 
misstatements on a timely basis.  A material weakness is a deficiency, or combination of deficiencies, in 
internal control such that there is a reasonable possibility that a material misstatement of the SNAP’s financial 
statements will not be prevented, or detected and corrected on a timely basis.  We consider the deficiency 
described as item 2012-1 in the accompanying schedule of audit results to be a material weakness. 
 
Compliance and Other Matters 


 
As part of obtaining reasonable assurance about whether SNAP’s financial statements are free of material 
misstatement, we performed tests of its compliance with certain provisions of laws, regulations, contracts, and 
grant agreements, noncompliance with which could have a direct and material effect on the determination of 
financial statement amounts.  However, providing an opinion on compliance with those provisions was not an 
objective of our audit, and accordingly, we do not express such an opinion.  The results of our tests disclosed 
no instances of noncompliance or other matters that are required to be reported under Government Auditing 
Standards.  
 
SNAP’s response to the finding identified in our audit is described in the accompanying management’s 
corrective action plan for current year findings.  We did not audit SNAP’s response and, accordingly, we 
express no opinion on it. 


 
This report is intended solely for the information and use of SNAP, its board directors, management and 
others within SNAP, federal and state awarding agencies and pass-through entities, and the Louisiana 
Legislative Auditor and is not intended to be and should not be used by anyone other than these specified 
parties.  Although the intended use of this report may be limited under the provisions of Louisiana Revised 
Statute 24:513, this report is distributed by the Louisiana Legislative Auditor as a public document in 
accordance with Louisiana Revised Statute 44:6. 
 
 
 


Kolder, Champagne, Slaven & Company, LLC 
  Certified Public Accountants 
 
 
 
Morgan City, Louisiana 
December 31, 2012 
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Part 1: Summary of Auditor’s Results 
 


Financial Statements 
 


i. An unqualified opinion has been issued on the financial statements of the Safety Net for 
Abused Persons, Inc. as of and for the year ended June 30, 2012. 


 
ii. One deficiency in internal control over financial reporting was disclosed during the audit of 


the financial statements.  The deficiency was considered to be a material weakness. 
 


iii. No material instances of noncompliance were noted during the audit of the financial 
statements. 
 


 
Part 2: Findings Related to an Audit in Accordance with Government Auditing Standards 
 


2012-1 Inadequate Segregation of Duties        
 


CONDITION:  Accounting and financial functions are not adequately segregated. 
 


CRITERIA:  Internal Control is a process – effected by those charged with 
governance, management, and other personnel – designed to provide reasonable 
assurance about the achievement of objectives with regard to reliability of financial 
reporting, effectiveness and efficiency of operations, and compliance with applicable 
laws and regulations. 
 
An entity’s internal control over financial reporting includes those policies and 
procedures that pertain to an entity’s ability to record, process, summarize, and report 
financial data consistent with the assertions embodied in either annual financial 
statements or interim financial statements, or both. 
 
CAUSE: Due to limited personnel performing administrative functions, the same 
person prepares checks, reconciles bank statements, enters information into the 
general ledger and prepares journal entries and posts to the general ledger. 
 
EFFECT:  Failure to adequately segregate accounting and financial functions 
increases the risk that errors and/or irregularities including fraud and/or defalcations 
may occur and not be prevented and/or detected. 
 
RECOMMENDATION:    SNAP’s board is aware of this inadequacy and has 
concluded that the cost of hiring additional personnel to achieve complete 
segregation of duties would exceed its benefits.  No additional response is deemed 
necessary. 
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Part 3: Findings and Questioned Costs Relating to Federal Programs 
 


At June 30, 2012, the Safety Net for Abused Persons, Inc. did not meet the requirements to have a 
single audit in accordance with OMB Circular A-133; therefore this section is not applicable. 
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2012-1 Inadequate Segregation of Duties 
 


CONDITION: Accounting and financial functions are not adequately segregated. 
 
MANAGEMENT’S RESPONSE:   No response is considered necessary. 
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A. Internal Control –  
 


2011-1 Inadequate Segregation of Duties 
 


CONDITION: Accounting and financial functions are not adequately segregated. 
 


RECOMMENDATION:  No response is considered necessary. 
 


STATUS: The conditions giving rise to this finding still remain as of year ended June 30, 2012.  
Therefore, this finding will be reported in year ended June 30, 2012 as item 2012-1. 


 
B. Compliance – 
 


There were no findings previously reported under this section. 
 


 
C. OMB A-133 – 
 


There were no findings previously reported under this section. 
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Name Type City Status


SAFETY NET FOR ABUSED PERSONS, INC. Non-Profit Corporation NEW IBERIA Active


Business: SAFETY NET FOR ABUSED PERSONS, INC.


Charter Number: 34170353N
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State Of Origin:


Domicile Address


 203 WAYNE ST


 APT A


 NEW IBERIA, LA 70563
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Officer(s) Additional Officers: No 


Officer: CAROL MUMM


Title: Director
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Address 2: APT A


City, State, Zip: NEW IBERIA, LA 70563


Amendments on File (3)
Description Date


Amendment 8/29/1986


Revoked 5/16/2000
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                    SAFETY NET FOR ABUSED PERSONS, INC. 


                S.N.A.P. 


               Bylaws 


 


To provide safety and support to battered women and children. To educate the community about 


domestic violence. To work for social change and to ensure that domestic is treated as the crime 


that it is.  


1.0  Members  


Only Directors of the Board shall be appointed a member of this corporation. Membership in this 


corporation shall continue only as long as a member continues to be a Director of the Board. Once 


appointed as a Director of the board the Director shall become a member of the corporation. If a 


member of the corporation resigns or is removed from their appointment to the Board of Directors the 


membership of said Director shall terminate.  
  


 2.0  Directors of the Board  


Potential nominations to the Board of Directors must be approved by a majority vote of the 


Nominating Committee. Directors of the Board shall be appointed by a majority vote of the 


BOD (Board of Directors) at a meeting wherein a quorum is present. All members must be 


given at least ten (10) days written notice of this meeting. 


2.1       The functions of members of the Board of Directors are:  


• To attend monthly board meetings.   


• To insure S.N.A.P.'s compliance and conformity with all Bylaws and Articles of  
                   Incorporation.  .  


• To formulate the policies regarding the administration and operation of S.N.A.P.  


• To insure compliance with its Charter and with all laws and regulations on the local, state and 
federal level. 


• To initiate, plan and conduct necessary fund raising to support the mission and goals of 
S.N.A.P.  


• To maintain the fiscal integrity of S.N.A.P 


• To review and approve the annual budget and audit.  


• To conduct an annual review of the salaries of the employees of S.N.A.P. in conjunction with 


the annual budget. 


• To secure an Executive Director to operate the agency and to give the Director the responsibility of 


staffing and program maintenance; and to equip and appropriately maintain the program. The 


Executive Director is responsible to the Board of Directors or the designated representative of the 


Board.  


• To terminate the Executive Director when such termination is considered to be in the best 


interest of the agency.  


• To attend and participate in area, regional and national activities sponsored by affiliate 
organizations.  


• To perform any individual assignment he/she volunteers or agrees to do in a timely fashion, and to 
report to the Board on his/her accomplishment or progress. 


• To annually review and amend, as needed,  


1. the Bylaws; 


2. philosophy; 


3. insurance policies; 


4. human resource policies, procedures and job descriptions; 


5. organizational goals; and services. 


 


• To meet with designated representatives of funding sources, as needed or when request.  







2.2  The responsibilities of members of the Board of Directors are:  


• To undergo orientation and training to be provided by the Board President and the Executive 


Director.  


• To participate in all fundraising efforts as much as possible; especially those fundraisers held directly 


by S.N.A.P. To assist in fundraising by initiating and 'supporting fundraising endeavors, to support 


S.N.A.P. with donations of time and money and to secure donations from the community.  


• To consult with the Executive Director before beginning an independent fundraising effort.  


• To preserve the privacy of the residents and the integrity of S.N.A.P. by not discussing individual 


residents, their crises or incidents involving residents with anyone not affiliated with S.N .A.P. 


Any breach of confidentiality will result in disciplinary action.  


• Each Board member shall serve on one or more. committees and attend any committee meetings 
to carry out the goals and objectives of that committee.  


• The Board of Directors shall be charged with the management of all the affairs of the corporation, 
subject to the provisions of its Charter and Bylaws, or as may be imposed by law.  


3.0     Quorum 


A quorum of the Board shall consist of one half of its membership with a minimum of three     
unless a higher standard is required by other parts of the ;. Bylaws.  


4.0  Vacancy and Removal of a Member of the Board of Directors  


Removal for unexcused absences would occur when a Director has missed three regularly scheduled 


monthly Board meetings in a calendar year.  A Director may be removed for this and other reasons but 


only upon a majority vote of the entire Board of Directors at a meeting where ten (10) days written 


notice has been given.  A Director may also voluntarily vacate the position. A vacancy of a Director 


shall be filled for the unexpired term by a person appointed using the procedure as prescribed in 


Section 2.0 of the Bylaws through the end of the calendar year.  If the Nominating Committee 


subsequently selects this appointed Director, he or she may begin his or her own official appointment 


to the Board of Directors effective January 1 of the preceding year.  Their tenure on the Board begins 


on run on January 1. 


5.0   Terms of Office for the Board of Directors  


Directors shall be elected to 3-year terms. Each December the Board of Directors shall appoint       


Directors to fill expiring terms as prescribed in 2.0 of the Bylaws.  No Director shall serve more than 


two consecutive terms on the Board. A Director who has served two consecutive terms shall be 


eligible for re-appointment to the Board after being off the board for at least 12 months.  Nothing in 


this provision restricts retiring members of the Board of Directors to serve on the Advisory Board. 


5.1    Resignation 


The resignation of a Director shall take effect upon notice of resignation sent to the President or 


Secretary of the Board.  


6.0    Officers of the Board  
At the first meeting of each calendar year the Board shall elect officers. The Board shall elect a President, 


Vice President, Secretary and Treasurer by a majority of the Directors present with a quorum. Officers 


shall be elected for a term of one (1) year that will commence immediately upon election. The duties of the 


officers shall be as follows:  
 


President - The President shall be the chief executive officer of the corporation. The President 


shall preside, when present, at all meetings of the Executive Committee and Board of Directors; 


shall have general active management of the corporation and shall see that all motions or 


resolutions of the Board of Directors are carried into effect. The President shall have authority to 
sign any document or instrument in the usual course of business of the corporation which the 


Board of Directs has authorized to be executed, except in cases where the signing and the 


execution thereof may be expressly delegated by the Board of Directors to some other officer. 







The President shall also have such duties and authority as usually apply to the Office of 


President, and as the Board may designate from time to time.  The President shall not serve in 
this capacity for more than two consecutive terms. 
 


Vice President - The Vice-President shall perform such duties as may be assigned by the 
President or Board of Directors. In the absence of the President, or in the event of the President's 


death, disability, inability or resignation, the Vice-President shall perform the duties of the 


President, and when so acting, shall have all of the powers of and be subject to all restrictions 


placed upon the president.  There are no term limits for this position. 
 


Secretary - The Secretary shall attend all meetings of the Board of Directors and of the 


Executive Committee and shall keep minutes of all such meetings. The Secretary shall perform 
such other duties as may be prescribed by the Board of Directors under whose supervision the 


Secretary shall be.  There are no term limits for this position. 
 


Treasurer - The treasurer shall have a general supervision over the care and custody of the 


funds and securities of the corporation. The Treasurer shall keep or cause to be kept full and 


accurate accounting, reflecting receipt and disbursement of all monies received for and on 


behalf of S.N.A.P. and monies paid to creditors on behalf of S.N.A.P. and perform other duties 
assigned. The Treasurer shall also be responsible for preparing an annual budget with the 


Executive Director and overseeing any and all matters relating to the finances of S.N.A.P. There 


are no term limits for this position. 
   
The Board of Directors may elect such other officers, as it shall deem necessary.  


Any officer elected or appointed by the Board of Directors may be removed from office at any 


time by the affirmative vote of a majority of the Board of Directors.  


 7.0      Executive Committee  


For the purpose of transacting the business of the corporation during the interval between the meetings 


of the Board of Directors, the President, Vice President, Secretary and Treasurer shall constitute the 


Executive Committee, with full authority to act on behalf of the Board. Any actions taken by the 


Executive Committee on behalf of the Board shall be brought to ,the Board at its next regular scheduled 


meeting for review and/or action.  


 8.0      Committees 
There shall be such committees as appointed by the President as may be necessary from time to time to 


carry out the objectives and purposes of S.N.A.P. The persons serving thereon, their duties, purpose and 


responsibilities and the length of time they are to serve shall be as determined by the President.  


The chairperson of each committee shall make a written report to the Board of Directors whenever 
required by the President. All recommendations by any committee should be brought to the Board 


Meeting for a vote.  


9.0 Advisory Board 
Members of the Advisory Board will be considered based upon their community involvement, 


leadership abilities and support of SNAP. A written invitation to become a member of the Advisory 


Board will be sent by the Board of Directors to both individuals and businesses, with businesses having 


the ability to appoint a company representative as they deem appropriate. 


 


9.1 The functions of members of the Advisory Board are to: 


• To serve as ex officio (non-voting) members of the Board of Directors.  Attendance at Board 


meetings are encouraged but not required. 


• To attend bi-annual meetings or as needed. 


• To coordinate and participate in SNAP Board activities including fundraisers, educational 


programs and the promotion of the mission of SNAP.  







 


9.2 Terms of Office 
 Advisory Board members have no term limits.  


                                                                                            


10.0 Amendments 
The members of the board, at any regular or special meeting of the Board called for that purpose, may, 


by a quorum, amend, alter or repeal these Bylaws. That quorum consists of one-half (1/2) of the Board 


Members, the majority of whom vote in the affirmative. A ten (10) day written notice to the Board 


Members is required prior to a vote.  


11.0 Miscellaneous Provisions  
Two members of the Executive Committee shall sign all checks, drafts or other orders for the payment 


of money and notes or other evidence of indebtedness issued in the name of the corporation.  


12.0 Employment 
No Director of the Board shall be employed by S.N.A.P. S.N.A.P. shall not employ immediate family 


members of a Director of the Board. Immediate family is defined as: spouse, parent, child, grandparent, 


sibling, son or daughter-in-law, aunt, uncle, of a Director or of the spouse of a Director. 
 


13.0 Responsibilities of the Executive Director 


The Executive Director serves at the pleasure of the Board of Directors and has the following 


responsibilities: 
• To administer the day-to-day operations of S.N.A.P. 


• To administer the programs and services in accordance with the state and federal laws, 


standards and guidelines. 


• To manage the programs, staff and volunteers. 
• To work with the Board of Directors to develop relevant goals, objectives and plans for 


future service delivery. 


• To respond to requests from law enforcement and the media in regards to shelter activities. 


• To report to the Board any problems that may subject the Board and S.N.A.P. to liability. 
 
 
14.0 Dissolution 


In the event that the corporation is dissolved the assets shall be liquidated and all debts shall be paid off. 


If there is a surplus, said surplus shall be divided amongst the Grantors. If there is a deficit the Board 


shall raise sufficient funds to clear all outstanding debts.  
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Section 1 – Introduction 
 
 


This accounting manual was approved by the SNAP Board of Directors on  April 17, 2007. 


 


This Manual 


This accounting manual has been written to comply with the recommendations of the Governor’s 
Office on Women’s Policy in their letter of March 29, 2006 which outlined their response to SNAP’s 
Site Visit of March 12-14, 2006. As stated by the Site Team, an Accounting Manual would clarify 
duties and show that the duties are diverse. 
 
Louisiana Association of Nonprofit Organization’s sample of a Financial Procedures Manual is a 
document outlining policies and procedures for the executive director, accounting representative, and 
other staff members to follow to ensure adequate internal controls of resources. LANO’s sample was 
given to SNAP at a training seminar sponsored by the Governor’s Office on Women’s Policy in 
January 2007. Their sample is basically broken down into 16 sections such as General, Cash Receipts, 
Cash Disbursements, Purchasing, Payroll, etc. This Accounting Policies and Procedures Manual is 
formatted differently but incorporates some components from LANO’s sample. It should be used as a 
reference for SNAP’s employees and the Board of Directors. 
 


The Policies and Procedures 


These policies and procedures will be reviewed annually by SNAP’s Finance Committee and Human 
Resources Committee and any recommendations to make changes must be approved by the Board of 
Directors. Any changes to policies and procedures must be approved by the SNAP BOD prior to 
implementation of the changes into this manual. A copy of the minutes from the SNAP BOD’s 
meeting wherein the changes were approved should be maintained in the BOD Approvals section of 
this manual. 
 
It is SNAP’s policy to comply with generally accepted accounting principles regarding Financial 
Management and Accounting. 


1. Financial duties and responsibilities are separated so that no one employee has sole control 
over cash receipts, disbursements, payroll, and bank account reconciliations. 


2. All employees involved with financial management and procedures shall take leaves of at 
least 5 consecutive work days each year. During such leaves, back-up personnel who have 
been cross-trained in their duties will perform their tasks. 


3. Under no circumstance will any payment be issued unless approved by an authorized signer 
on SNAP’s bank accounts - the Executive Director or a member of the Finance Committee 
of the Board of Directors. 


4. Purchase of goods or services from related parties of Board Members and Staff shall require 
prior Board of Directors approval. 


5. No verbal authorizations to make payments are allowed. All payments must be supported 
by an invoice, a receipt, a contract, a requisition request, a tax return or notification, or a 
timesheet. 


6. Under no circumstance will blank checks (checks without a date or payee designated) be 
signed in advance. 
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7. Petty Cash reimbursement checks are issued to the Accounting Representative with the 
second payee line indicating it is for the Petty Cash Replenishment. 


8. Adequate documentation will be maintained to support all entries into the accounting 
system. Original invoices, indicating date, amount and description of purchase are required 
as support documentation for payment of goods or services. Vendor monthly statements 
shall be reconciled to ensure timely and accurate settlement of all accounts. 


9. SNAP utilizes a double entry system for accounting. SNAP will maintain its accounting 
records on an accrual basis in a manner that facilitates the preparation of audited financial 
statements conforming to generally accepted accounting principles. 


10. SNAP’s fiscal year is from July 1st to June 30th. 
 
 


Definitions & Conventions in This Manual 


 
Italicized text is used to indicate a form or document. 
 
BOD = Board of Directors 
 
Expenditure Report or Cost Report are both used to describe the reports filed with Grantors to request 
reimbursement for costs incurred which are chargeable to that grant. 
 


Reference Documents (external to this document) 


This accounting manual references other SNAP documents which are maintained as separate 
documents. When updating this manual, the latest versions of these external documents should be 
obtained from the Executive Director or the Accounting Representative as they are stored in the Shared 
Documents folder on SNAP’s Windows network. Unless indicated otherwise, the following documents 
are external documents:   


Board of Directors Roster 


The Board of Directors Roster changes annually. This roster should be replaced as needed with 
the latest revision. 


 Organization Chart 


SNAP’s Organizational Chart changes annually because of its inclusion of the President of the 
Board and the 1st and 2nd Vice Presidents of the Board. This chart should be replaced as needed 
with the latest revision. 


 Staff Employee Directory 


The Staff Employee Directory lists the members of SNAP Staff, their position, home phone 
number and telephone extension numbers. An updated directory is provided as needed by the 
Program Director. This manual should always contain the latest directory. 


Forms 


  Personnel Forms 
   Employee Timesheet  


Employee Leave Slip 


Formatted: Bullets and Numbering


Formatted: Superscript


Formatted: Superscript
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Personnel Budget Action Form 
Form W-4 
Form I-9 


  Expense Forms 
Mileage Sheet 
Requisition/Reimbursement Request Form 


   Travel Expense Report (BA-12) to be filed by the employee with OWP 
or LCADV when seeking reimbursement for travel expenses related to Site 
Team Visits or other mandatory meetings. 


  Contractors or Consultants 
   Form W-9   


Shelter Forms 
Van Mileage Log 


 


Job Descriptions 


Job Descriptions are maintained for all staff positions. These documents are maintained 
by the Executive Director. Some grant applications require submission of job 
descriptions for the personnel related to that grant. A current resume of the personnel 
may also be required. 


Section 2 – Financial Resources and Responsibilities 
SNAP is partially funded by grants available to providers of services to victims of the crime of 
domestic violence. The remaining costs associated with running the SNAP shelter are funded by 
private donations and fundraising campaigns. The SNAP Board of Directors and the Executive 
Director are responsible to search for new grant opportunities or other funding sources such as 
endowments, donations, and fundraising campaigns. 


Responsibilities 


Board of Directors Responsibilities 


The SNAP Board of Directors (BOD) formulates policies and reviews operations and activities of the 
SNAP shelter. The Finance Committee and the Human Resources Committee of the BOD makes 
recommendations to the BOD regarding policies and financial decisions for SNAP. Administration of 
financial policies and decisions are delegated to the Executive Director.  


 
The Finance Committee of the BOD meets prior to the Board of Directors meeting each month. The 
Executive Director, Program Director and Accounting Representative attend the Finance Committee 
meeting. The Accounting Representative provides the Finance Committee with a copy of the previous 
month’s Un-audited Balance Sheet and Income Statement, a current list of Accounts Receivable, a 
current list of Accounts Payable and a copy of all Bank Statements including the pages with the 
cleared checks, and a copy of the Bank Account Reconciliations report for their reference and review. 
Financial issues are addressed at these meetings. 
 
The BOD has authority in selecting the type of fundraising events and campaigns which will be 
pursued. It is the Board’s responsibility to plan fundraising events and to coordinate with SNAP Staff 
in the execution of fundraising events and campaigns. 
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The BOD also helps in the planning and conducting of other SNAP events such as Splash Bash and the 
Annual Candlelight Vigil. 
 
Under no circumstances are any individuals or organizations to conduct fundraising for SNAP or to 
use SNAP’s name in any fundraising campaigns without prior approval from the SNAP Board of 
Directors. If approval is granted by the BOD for such a campaign, an agreement will be drawn up 
specifying the terms of the agreement between the BOD and the host of the campaign/event. 
 
Under no circumstance are any loans to be obtained without BOD approval. Any refinancing of 
SNAP’s mortgage requires BOD approval. The current President of the Board and the Executive 
Director will be the signature agents for SNAP in any loan or refinancing which may become 
necessary.    
    


Executive Director Responsibilities 


The Executive Director has management responsibility including financial management responsibility 
for the SNAP shelter. 
 
The Executive Director is required to approve all Timesheets, Employee Leave Slips, and Personnel 


Action Forms. 


 
The Executive Director is responsible for reviewing all renewable service plans and agreements such 
as the telephone service contract, directory listings, alarm service contract, lawn maintenance contract, 
copier lease, storage unit rental, etc. The Executive Director also reviews all renewing insurance 
policies. 
 
The Executive Director has the authority to approve all purchases, including services under $500.00. 
Individual purchases over $500.00 must be approved by the Finance Committee. Purchases, including 
those for services, over $5,000.00 will be required to undergo a competitive bid process. At least 3 bids 
or quotes should be obtained to present to the Finance Committee for their review. 
 
Emergency situations requiring immediate action sometimes occur, sometimes on weekends, when it 
might not be possible to reach a Board Member for approval. In those situations, where shelter 
operation would be hindered if left unaddressed, the Executive Director will have the authority to 
address such issues without first obtaining approval. The Executive Director will notify the BOD of the 
situation and the action taken as soon as possible.  
 
The applications for grants are the responsibility of the Executive Director. The Accounting 
Representative is responsible to provide budgets and other financial information needed to complete 
the application for the grant. The narratives for grant applications are written by the Executive 
Director. 
 
Refer to the Job Description of the Executive Director for a more comprehensive overview of the 
Executive Director’s responsibilities. 
 


Accounting Representative Responsibilities 


The Accounting Representative is responsible for the execution of accounting functions and 
preparation and analysis of financial documents such as SNAP’s Annual Budget, Expenditure Reports 
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(Cost Reports) and Budgets for Grantors, Monthly Financial Statements and other supporting financial 
reports. The Accounting Representative is responsible for the archiving of all financial records and 
documents. 
 
The Accounting Representative runs errands related to financial aspects of the SNAP shelter operation 
such as banking and bill paying. The Accounting Rep. picks up the mail daily at the post office. 
 
The Accounting Representative orders and purchases office supplies such as paper, ink, etc. on an as-
needed basis. 
 
Refer to the Job Description of the Accounting Representative for a more comprehensive overview of 
the Accounting Representative’s responsibilities. 
 


Other Staff Financial Responsibilities 


All staff will adhere to the policies regarding financial management and accounting. Examples of 
responsibilities which all staff must comply with are submission of receipts, charge slips, expense 
reports, requisition requests and donations to the Executive Director for approval. The Executive 
Director will forward all approved items to the Accounting Representative for processing. 
 
All staff will record their use of the SNAP van into the Van Mileage Log which is kept in the van in a 
3-Ring Binder. When a Van Mileage Log sheet is completed, staff will remove it from the binder and 
submit it to the Accounting Representative and request blank Van Mileage Log forms to replenish the 
3-Ring Binder in the van. 
 
Staff will forward all telephone calls related to financial matters to the Executive Director or the 
Accounting Representative. Usually the person calling will specify which person they need to speak 
with. If unsure, the call should be directed to the Executive Director. 
 


Financial Resources 


Grants 


The following chart is an overview of the grant application process and is to be used as a reference 
only. The dates and process may vary from year to year based on the grantor’s requirements. The 
information in the chart is the latest information at the time of the writing of this accounting manual. 
The chart can be updated periodically to reflect additional grant applications or to delete grants that are 
no longer available. Unless the dates change drastically it should not be necessary to revise the dates as 
they are for general reference only. 
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Grant/ 
Source 


 
 
 
 


Current 
Grant 
Period 


 
 
 
 


SFO or RFP  
Meeting 


 


 
 
 
 


Application 
Due 


 
 
 
 


Award 
Notification 


 
 
 


Revised 
Budget 


w/actual 
Awarded $ 


Due 


Original Grant 
for SNAP 
Signature 


__________ 
Original 
Grant 


Received Back 


OWP-
F&S 


07/01/06 
To 


06/30/07 


Distribution of 
SFO – 4/10/06 


5/12/06 6/27/06 7/10/06 8/14/06 
_________ 


 
10/10/06 


OWP-
Childrens 


07/01/06 
To 


06/30/07 


Distribution of 
SFO – 4/10/06 


5/12/06 6/27/06 7/10/06 8/14/06 
_________ 


 
10/10/06 


N/A N/A N/A OWP-ML 07/01/06 
To 


06/30/07 


Distribution of 
SFO – 4/10/06 


6/16/06 


Funds are electronically deposited in SNAP’s 
operating account each month as funds are received 


by OWP from the parish. 


 
CVA 


01/01/07 
To 


12/31/07 


5/25/06 9/15/06  
Meeting 
6/7/06 


 
N/A 


1/10/07 
_________  


N/A 
 


 
VAWA 


07/01/06 
To 


06/30/07 


10/2/06 11/10/06 10/2/06 
11/13/06 – 
Notified no 


match required 


12/8/06  


 
IOLTA 


01/01/07 
To 


12/31/07 


5/10/06 7/1/06 11/13/06 12/31/06 11/13/06 
_________ 


N/A 


ESGP 07/01/06 
To 


06/30/07 


2/22/06 3/3/06 5/22/06 Did not 
request this 


year ?? 
 


6/12/06 
________ 
6/22/06 


United 
Way 


01/01/07 
To 


12/31/07 


Application 
received in 
July 2006 


8/15/06 12/28/06  
 


8/15/06 
________ 
Have not 
received 


FEMA 01/01/07 
To 


12/31/07 


 10/17/06    


Iberia 
Parish 
Royalty 
Fund  


2007 9/26/06 
 


Meeting 
10/9/06 


10/3/06 
 


Letter dated 
11/28/06 – 


notification of 
2007 allocation 


adopted 11/22/06 


Request for 
2007 
allocation on 
12/8/06 


Copy of 
ordinance 


received with 
letter dated 
11/28/06 


City of 
New 
Iberia 


 
2007 


Letter dated 
8/30/06 


requesting 
Grant 


Application 


 
9/29/06 


Letter dated 
10/5/06 – 


notification of 
allocation 


Sent letter 
requesting 


2007 
allocation on 


1/11/06 


Letter dated 
10/5/06 – 


notification of 
allocation 
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Fundraising and Other Annual Events 


Fundraising campaigns and events are crucial to the stability and growth of the SNAP shelter 
operation. Because SNAP receives funding through United Way of Iberia, we are subject to a 
“Blackout Period” from August 1st to October 31st of each year during which time we are not allowed 
to hold any fundraising events or conduct any fundraising campaigns.   
 


Currently SNAP’s signature Fundraising Event is SNAP Bowl. SNAP Bowl is a bowling event held in 
April. Another major Fundraising Event in the planning stage at the time of the writing of this manual 
is the Red, White, and Blue Ball. It is expected to be held late in the year. 
 
Although not fundraisers, other events held annually are Splash Bash (held in May) and the Annual 
Candlelight Vigil (held in October, Domestic Violence Awareness Month). 
 
The Accounting Representive tracks each Fundraising Campaign and Event in the General Ledger 
through the use of Sub-Codes. The Chart of Accounts, also maintained by the Accounting 
Representative, should be referred to for correct coding of expenses and revenue for entry into the 
accounting system. 
 


Section 3 – Budgets, Budget Revisions, and Expenditure Reports 
A 3-Ring Binder is prepared and maintained by the Accounting Representative for each grant by grant 
year. Copies of the grant application package, the approved grant, pertinent correspondence in the form 
of letters or emails, budgets, revisions, cost reports, performance reports and any other reports related 
to the grant are filed in the 3-Ring binder. 


Budgets 


SNAP has several budgets which the Executive Director and the Accounting Representative 
collaborate on in the planning process. The Accounting Representative then prepares the budgets in 
Excel. 


Annual Operating Budget 


SNAP has an Annual Operating Budget.  The upcoming fiscal year’s budget is submitted to the 
Finance Committee for analysis. The Finance Committee may request changes which are incorporated 
into the budget by the Accounting Representative and the budget is re-submitted to the Finance 
Committee. When approved by the Finance Committee, it is submitted by them for approval from the 
Board of Directors. 


Grant Budgets 


Sub-Budgets are prepared for each grant. These sub-budgets are required to be submitted as part of the 
grant application package. For SNAP’s internal accounting purposes, another Budget by Month is 
prepared for each grant for use in the preparation of the Expenditure or Cost Reports. They are 
prepared in Excel and are saved as “GrantName Recap Year”. For example the 2007 IOLTA Budget 
by Month would be named IOLTARecap2007. 
 
Actual charges for personnel related expenses are recorded monthly into the comprehensive Cost 


Report By Month spreadsheet. One section of the comprehensive Cost Report By Month is for Salaries 
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charged to grants and the second one is for Fringe Expenses charged to grants. This spreadsheet is 
crucial in determining whether there are gaps in funding for salaries and fringe expenses and which 
months those gaps in funding occurred. This data is needed when revisions to budgets are necessary 
because of personnel changes or changes are requested to the original budget which accompanied the 
grant application. This data is also important to ensure that you never charge more than 100% of any 
individual’s salary and fringe expenses when the individual’s salary and fringe is split between grants.  
 


Grant Expenditure (or Cost) Reports 


CVA, OWP, and ESGP cost reports are filed monthly. They are due by the 10th of the month. Example: 
January 2007 cost reports are due by Feb. 10, 2007. 
 
VAWA, IOLTA and FEMA cost reports are filed quarterly. They are due by the 15th of the month 
following the end of the quarter ending month. Example: the report for the quarter ending March 31st is 
due by the 15th of April. 
 
The Nutrition cost report is prepared by the Food Service Provider. It is then submitted online by the 
Accounting Representative. The Food Service Provider maintains the required records, documents, and 
receipts in a binder in the kitchen. The grant and cost reports are kept in a Grant 3-Ring Binder in the 
accounting office. 
 
Annually, in December, letters of request for issuance of allocations to SNAP by the City of New 
Iberia and Iberia Parish are sent by the Executive Director. 
 
The Accounting Representative utilizes the Grant’s recap spreadsheet to prepare the Expenditure (or 
Cost) Report. For example, the IOLTARecap2007.xls file would be used to determine the quarter’s 
charges for salaries and fringe benefits. The form for the cost report is filled in according to the budget 
by month Recap. The Executive Director reviews and then signs the cost report. The Accounting 
Representative makes a copy of the report to be maintained in the Grant’s 3-Ring Binder. The original 
is mailed to the grant’s representative for their processing. A list of grant representatives to which cost 
reports should be mailed and labels for mailing are maintained by the Accounting Representative. 
 
The cost report data is then entered into the accounting system by the Accounting Representative. The 
cost report is entered as a “Sale” to a “Customer” in Accounts Receivable. A journal entry is recorded 
to expense the costs in the General Ledger. The Grant’s recap spreadsheet is essential to record this 
journal entry. 
 


Request for Grant Revisions 


Sometimes revisions to the original grant may be necessary when personnel or board members change. 
These forms are provided by the grant in the original signed grant package. The revisions are prepared 
by the Accounting Representative. They are reviewed by the Executive Director. Any revision which 
includes the purchase of equipment or any individual purchase over $500 will require approval by the 
Finance Committee. The original revision request is mailed to the appropriate person at the agency and 
a copy is maintained in the Grant’s 3-Ring Binder. When a revision request is approved by the grantor, 
a new blank revision form is included with the approval notice. Approved revision requests require 
updating of all budgets, sub-budgets, budget by month, and cost report by month spreadsheets by the 
accounting representative. 
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Grant Performance and Progress Reports 


Quarterly Grant Progress Reports for CVA, IOLTA, VAWA and United Way are prepared by the 
Executive Director. The United Way report also includes a budget component which is prepared by the 
Accounting Representative. 
 
United Way quarterly reports are due the 10th day after the end of each calendar quarter (4-10, 7-10, 
10-10, and 1-10). To prepare the budget component, run a general ledger for the quarter date range 
starting with the first revenue account and ending with the last expense account. Add the period totals 
to arrive at quarterly figures in the categories specified in the United Way report (United Way 
Revenue, Other Grant Revenue, All Other Revenue, and Operating Expenses. This report is based on a 
calendar year, like the United Way grant period, so the YTD figures in SNAP’s General Ledger cannot 
be used, since SNAP’s fiscal year runs from July 1st to June 30th. 
OWP Stats are prepared by the Legal Advocate. 
 
TANF Reports are prepared by the Outreach Advocate. The financial component of the TANF reports 
are provided by the Accounting Representative. 
 
Semi-Annual reports to FEMA are prepared by the Executive Director. 
 
Year-End Performance Reports for ESGP, IOLTA, VAWA, and United Way are prepared by the 
Executive Director.  
 
Copies of the above reports are maintained in the Grant’s 3-Ring Binder. 
 


Section 4 – Property and Equipment 
SNAP property consists of the building in which the shelter and administration is located and the lots 
on both sides of said building. Equipment is defined as all items purchased with a unit cost of $500 or 
more and a useful life of more than one year. 
 
Property and Equipment files are maintained by the Accounting Representative. Property and 
equipment files include manuals for such items as computers, printers, calculators, televisions, stoves, 
refrigerators, telephone systems, etc.  
 
The Accounting Representative will record all eligible equipment purchases in the accounting system 
to the Equipment general ledger account. 
 
The auditing firm maintains a list of Property and Equipment Inventory and prepares a Depreciation 


Schedule for all Property and Equipment as part of the Annual Audit. Year-End adjusting entries for 
depreciation are prepared by the auditing firm and given to the Accounting Representative for entry 
into the accounting system. 


Section 5 – Insurance 
At the time of the writing of this manual, Dorsey Insurance Agency is SNAP’s agent for all insurances. 
The Accounting Representative maintains folders for each type of insurance containing all policies, 
correspondence, and payments. The Executive Director reviews all renewing insurance policies to 
ensure adequate coverage and price competitiveness. 
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Employee’s Health Insurance 


The employee health insurance is through Blue Cross/Blue Shield of Louisiana. All fulltime employees 
are eligible to enroll at the time of their employment or during the open enrollment period which is in 
January prior to the February annual renewal. As indicated in the Human Resources Manual, SNAP 
pays 90% of the premium and the employee pays 10% through payroll deductions. 
 
The Accounting Representative is responsible for administration of the health insurance plan with 
respect to enrollment, termination, COBRA notifications to terminated employees, and changes of 
coverage. 
 
The Executive Director, Program Director and Accounting Representative are listed with 
BlueCross/BlueShield as one of SNAP’s representatives. When a change occurs in any of these 
positions, a currently listed SNAP representative must notify BlueCross/BlueShield of the change in 
representatives via letter. 
 


 Workers Compensation Insurance 
The workers compensation insurance is through LWCC. Annually, a representative from LWCC will 
come to SNAP to audit the payroll for the previous year. The Accounting Representative will assist 
this representative in their collection of source documents and data for the purpose of their conducting 
of the audit. 


Commercial Vehicle Insurance 


The vehicle insurance is through Progressive Security Insurance Company. The agent is Dorsey 
Insurance Agency. The insurance is paid twice a year, in March and September. The Accounting 
Representative provides Dorsey Insurance Agency with updates to the current list of SNAP staff that 
drive SNAP’s vehicle. 


Property Insurance 


The property insurance is through Lloyd’s of London. The windstorm, hurricane and hail coverage is 
through Louisiana Citizens Fair Plan. Dorsey Insurance Agency is the agent. Property renews annually 
in February. Annually the bank that holds SNAP’s building mortgage requests copies of the property 
insurance and the latest audited financial statements. 


General Liability Insurance 


The general liability insurance is through Scottsdale Insurance Company. The agent is Dorsey 
Insurance Agency. This policy is renewed annually in February. 


Directors  & Officers 


The directors & officers insurance are through Travelers Casualty and Surety Company of America. 
The agent is Dorsey Insurance Agency. This policy is renewed annually in October. 


Dishonesty Bond 


The dishonesty bond insurance is through CNA Surety. The agent is Dorsey Insurance Agency. This 
policy is renewed annually in February.  
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Section 6 – Internal Accounting Controls 


Accounting Software 


At the time of the writing of this manual, SNAP’s accounting system is Peachtree Pro Accounting 
2007. Annually, the tax table update and the update of the software must be purchased in order to stay 
up-to-date with the current tax withholding rate for payroll and to stay up to date with changes to the 
W-2 and 1099 forms.  


Mail 


SNAP’s mail is picked up Monday through Friday by the Accounting Representative. The mail is 
given to the Office Assistant to be opened and date stamped. It is then given to the Executive Director. 
The Executive Director forwards all mail to the proper department.  


Monetary Donations 


When checks or cash are received in the mail or hand delivered to SNAP, the donation is recorded by 
the Office Assistant in a log. A copy of checks received is maintained in a binder by the Office 
Assistant along with her log. 
 
Checks and cash are given to the Executive Director who reviews them and forwards them to the 
Accounting Representative for processing and entry into the accounting system. Deposit slips for 
checks and cash donations are completed by the Accounting Representative. Checks are endorsed by 
the rubber stamp which reads For Deposit Only, S.N.A.P. The account number is written below the 
stamp. Monetary donations are deposited into the Iberia Bank Operating Savings Account. 
Fundraising proceeds are deposited into the Teche Money Market Account. The sale of “Project 
Peace” greeting cards are deposited into the Teche Project Peace Account. A list of bank accounts is 
maintained by the Accounting Representative. 
  
A copy of all checks and deposit slips are maintained in Bank Reconciliation Folders. The Accounting 
Representative brings the deposits to the banks. Deposit receipts are filed in the Reconciliation Folders. 
 


Grant Proceeds 


Most of the grant funds are direct deposited into SNAP’s Iberia Operating Checking Account. 
SNAP’s Executive Director and Accounting Representative have online access to the Iberia Bank 
Accounts for the purpose of checking to see when Cost Report reimbursements have been received. A 
printout of the page showing the receipt of these funds is filed in the Grant’s 3-Ring Binder. 
 
Some grant funds such as United Way, IOLTA and Court Fines are paid to SNAP via check. The 
Accounting Representative will prepare the check and a deposit slip for these checks and bring the 
deposit to the bank. A copy of these checks is filed in the Grants 3-Ring Binger. Another copy is filed 
along with a copy of the deposit slip and the receipt in the Bank Reconciliations Folder. 


Accounts Payable 


The Executive Director shall authorize all purchases and approve all invoices and employee travel 
reimbursements for payment.  
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Contract Service Providers 


Consideration will be made of internal capabilities to accomplish services before contracting for them. 
The Board of Directors must approve consultant and other significant contracts for services. Written 
contracts or agreements clearly defining work to be performed and terms and conditions will be 
obtained for all consultants and contract service providers. The Accounting Representative will request 
a W9 on consultants and contract service providers. The W9 is entered into the Vendor record of the 
accounting system and the vendor is designated as a 1099 recipient. Payments over the current IRS 
limit to a vendor will be reported on a 1099 at the end of the year. The Accounting Representative 
prepares the 1099s for mailing to the recipients and to IRS. 
 


Travel and Expense Reports 


Employees will complete Expense Reports to claim reimbursement for expenses incurred in travel or 
expenses incurred to attend mandatory meetings or other business related travel. All travel and 
expenses must be approved by the Executive Director. Mileage to and from residence will not be paid 
by SNAP. The Expense Report must be filed within 30 days to claim reimbursement. Reimbursement 
rates will be based on the current Louisiana State Employee’s Travel Guide. Receipts must be attached 
to the expense report for lodging, transportation expense or mileage, and meals where required. If the 
employee is unable to pay the expenses out of their own pocket, a Requisition Form may be completed 
prior to the travel to request payment to the employee out of the Petty Cash Fund. When possible, 
SNAP’s credit card will be used to secure and pay for lodging and to pay for gasoline if SNAP’s van is 
used for the travel. Registration fees are always paid by SNAP prior to the travel date. 
 


Bills 


The Office Assistant gives all mail, including bills, to the Executive Director who authorizes them for 
payment. Bills are given to the Accounting Representative for processing and entry into the accounting 
system. Bills are paid through the SNAP Iberia Operating Checking Account. Checks are printed 
and prepared for signatures semi-monthly to coincide with the payroll check run or on an as-needed 
basis. A copy of each check is stapled to the invoices or other supporting documents. The original 
check and the copy with attached supporting documents are given to the Executive Director for 
signature. The checks are then brought to a Board Member for signature. 
 


All checks must have two signatures. The eligible Board signers are the President, the 1st and 
2nd Vice Presidents, the Treasurer and the Secretary. Refer to the Bank Correspondence file to 
determine the current Board Members the bank has on file as signers on SNAP’s accounts. 
Annually, when the Board of Directors’ Officers change, changes to the signers must be filed 
with the Bank. Contact the banks to obtain the latest required paperwork. 
 


The Accounting Representative also prepares the checks for filing. The bottom stub is retained to be 
filed in the Bank Reconciliation Folder in numerical order. The Accounting Representative inserts the 
original checks along with any remittance advices in envelopes and stamps and mails them. Some local 
payments are sometimes delivered by the Accounting Representative to ensure timeliness. 
 
The Office Assistant files the copies of the checks with the attached supporting documents in the 
Vendor Files. The Office Assistant punches and secures by prong fasteners the numerical stubs for 
each month. At the month’s end, she files this numerical set in the Bank Reconciliations Folder. 
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Occasionally a check may need to be voided – sometimes checks are voided simply because they were 
left in the printer by accident and then a report was printed on them. On all voided checks, the top stub, 
the original check and the bottom stub are stamped with the VOID stamp. The bottom stub is filed in 
the numerical set of stubs. The top stub and original (voided) check are filed in the Bank 
Reconciliation Folder for that month. 
 
A Petty Cash Fund of $300.00 is maintained in a lock box by the Accounting Representative for 
paying of nominal expenditures (such as stamps, postage, etc.). This fund must be kept intact and must 
not be commingled with any other funds. The cash on hand plus receipts must equal the amount of the 
established fund at all times. Personal checks are not to be cashed from the petty cash fund. All 
expenditures must be authorized by the Executive Director. 
 
Receipts must be submitted to the Accounting Representative by staff in order for them to be 
reimbursed for the expense. The bookkeeper will complete a Petty Cash Receipt for any expense for 
which a receipt cannot be obtained. The Executive Director will authorize the Petty Cash Receipt by 
signing the Petty Cash Receipt on the Approved By line and the recipient of the reimbursement will 
sign the Petty Cash Receipt on the Received By line. 
 
 The Accounting Representative will attach the receipts and Petty Cash Receipts to the Petty Cash 


Reconciliation Report and will attach the copy of the Petty Cash replenishment check to the Petty Cash 


Reconciliation Report. The original check along with the copy of the check and all supporting 
documents is given to the Executive Director for signature. A Board Member also signs the check. The 
Accounting Representative cashes the check at the bank and locks the cash in the lock box. 
 
The Accounting Representative, as custodian of the petty cash fund is responsible for the safeguarding 
of the petty cash fund. The custodian is released from these policies only in the event the funds are 
stolen due to criminal action or loss as the result of a natural disaster, (e.g., fire, hurricane, etc.). 
Whatever the circumstance of the loss, the custodian will file a report with the proper authority. For 
example theft of the fund would require the filing of an official police report; a fire would require 
reporting to the local Fire Marshall’s office and filing of a “property loss” report. 
 
If there is a permanent change made in the custodianship of the petty cash fund, both the former and 
successor custodian should complete a signed “Change of Custodianship” form showing the status of 
the fund at the date of the change in custodianship. 


Bank Reconciliations 


Monthly bank reconciliations are prepared by the Accounting Representative. The accounting system 
has a function for clearing deposits and checks and a Reconciliation Report is generated from the 
accounting system. The Bank Statement, which includes copies of all checks, is copied along with the 
Reconciliation Report and a set is given to each member of the Finance Committee and the Executive 
Director at the monthly Finance Committee Meeting for their review. The original Bank Statement and 
Reconciliation Report are filed in the Bank Reconciliations Folders. 
 
Other reports prepared for the Finance Committee Meeting and copies given to the Finance Committee 
and Executive Director include the previous month’s financial statements, a list of open accounts 
receivable, and a schedule of accounts payable. A General Ledger Report is prepared for the Treasurer. 
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Personnel, Payroll and Payroll Taxes 


Personnel Files 


Personnel files for all employees are the responsibility of the Executive Director. Maintenance of the 
Personnel files for Direct Service employees are delegated to the Program Director, who supervises 
Direct Services. 
  
When a new employee is hired, employee paperwork is completed by the new employee. The Program 
Director or the Executive Director is for responsible for having the new employee complete their 
paperwork. In addition to other employment paperwork which the employee must complete, a W4 and 
I9 must be completed which the Accounting Representative uses to enter the new employee into the 
accounting system. A copy of the employee’s documents for the I9 must be made and attached to the 
I9. After the Accounting Representative enters the new employee into the accounting system, the 
original W4 and I9 are returned to the Program Director or the Executive Director to be filed in the 
personnel file. Original Employee Leave Slips are filed in the personnel file. Copies of Employee Leave 


Slips are given to the Accounting Representative for use in Payroll processing and Time Tracking. 
 
Any changes to personnel or salary require a Personnel Action Form to be completed by the Executive 
Director. The Human Resources Committee sets salary ranges for all positions which are reflected in 
the Job Descriptions. Increases above the set salary ranges require Finance Committee approval. Per 
Human Resources Policy, the Human Resources Committee will review the set salary ranges annually. 
Changes to the salary of the Executive Director will require a Personnel Action Form approved by a 
member of the Finance Committee. 
 


Payroll 


SNAP’s payroll is semi-monthly and the check dates are the 15th of the month and the last day of the 
month. Payroll is paid through the SNAP Iberia Operating Checking Account. 
 
The work week starts on Sunday morning at 8:00 AM and ends the following Sunday morning at 8:00 
AM. For the purpose of the recording of the Timesheet, the advocate that works from midnight on 
Saturday night to 8:00 AM Sunday morning records those hours on her Timesheet as Saturday hours. 
In other words, hours are recorded on the Timesheet on the day the shift began. 
 
All non-exempt employees are required to complete timesheets. The timesheets are collected the day 
of the pay date. The Program Director reviews the timesheets of all Direct Service employees and 
approves or rejects all hours worked in excess of regular scheduled hours. The Program Director 
reviews all Direct Service employees Employee Leave Slips. The Executive Director must approve all 
timesheets and leave slips. The Executive Director reviews then approves or rejects all exempt 
employees Employee Leave Slips. 
 
The Accounting Representative receives the timesheets and copies of the Employee Leave Slips from 
the Executive Director. The Human Resources Manual has a section regarding the payment of 
holidays, accrued leave usage, other types of paid leave usage, and final paychecks. Refer to these 
sections when calculating timesheets and processing payroll.  The Accounting Representative enters 
the hours in the accounting system and produces the payroll checks. Copies are made of the payroll 
checks. The original checks are given to the Executive Director for signature. The checks are then 
brought to a Board Member for signature. 
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The signed payroll checks are put in envelopes, sealed and distributed to the employees by the 
Accounting Representative or the Office Assistant. 
 
The copies of the checks and a Payroll Register (printed from the accounting system) are filed in the 
Red 3-Ring Binder for Payroll Taxes. 
 
The Timesheets and copies of the Employee Leave Slip are filed in a 3-Ring Binder for the current 
year’s payroll timesheets. 
 


Payroll Taxes 


At the time of the writing of this accounting manual, SNAP’s federal payroll tax deposit schedule is 
semiweekly. Refer to the chart in the current Circular E publication to see when tax deposits are due. 
Federal (941) payroll taxes are paid electronically via the EFTPS system. 
 
A 941prtax form has been developed to assist the Accounting Representative in signing in to the 
internet site for filing and paying of taxes. The form includes the sign-in id, pin #, and the breakdown 
of the taxes for entry. Once the payment is complete, the payment acceptance screen is printed and 
filed along with the 941prtax form in the Red 3-Ring Binder for Payroll Taxes. 
 
941 tax reports are prepared and filed quarterly. 
 
SNAP is exempt from Federal FUTA taxes. 
 
State withholding taxes are paid monthly. There is a coupon booklet for submission of these taxes. A 
copy of the coupon and the check are filed in the Red 3-Ring Binder for Payroll Taxes.  
 
State unemployment insurance taxes are paid quarterly. SNAP files and pays these taxes online. An 
EFT is generated automatically by the filing of the return. The amount is deducted from SNAP’s 
Operating Checking Account. A General Journal Entry is entered into the Peachtree Accounting 
System to record the payment. A Quarterly Wage and Tax Filing Confirmation is generated which can 
bre printed and filed in the Red 3-Ring Binder for Payroll Taxes. 
 
All Withholding Taxes liability and payments are recorded in a Payroll Tax Reconciliation spreadsheet 
named Payroll Tax Reconciliation yyyy. The payroll registers are used to enter the tax liability. The 
payments are entered from the EFTPS printout and copies of checks issued in payment of state 
withholding. This spreadsheet is used at the end of the quarter and the year to ensure correct quarterly 
and annual reporting and W2 preparation. 
 
All tax returns are reviewed and signed by the Executive Director. IRS requires that all communication 
to them be conducted by the Executive Director. 


Employee Leave Time Tracking 


Tracking of employee use of personal & sick time is the responsibility of the Accounting 
Representative. Refer to the Human Resources Manual which contains a section on leave time accruals 
and proper usage.  
 
The Accounting Representative uses the Timesheets and the Employee Leave Slips for the purpose of 
entering the usage of accrued leave time into a spreadsheet. Semi-monthly accruals of leave time 
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earned by the employees are also entered into this spreadsheet. Total leave hours available to each 
employee is arrived at through the entry of this data into this spreadsheet. A printout of the spreadsheet 
on non-exempt employees is given to the Program Director for her reference in granting or denying 
employees’ request to use leave time. A printout of the spreadsheet on exempt employees is given to 
the Executive Director for her reference in granting or denying exempt employees’ request to use leave 
time. 


Accounts Receivable 


As mentioned earlier, once expenditure reports are completed and submitted, they are entered into the 
accounting system as Accounts Receivable. 
 
When payments are received, either via EFT or checks, the receipt is recorded in the accounting 
system. As mentioned in the Grants Proceeds section above, copies of checks or printouts of the EFT 
receipt obtained online are filed in the Grant’s 3-Ring Binder and another copy is filed in the Bank 
Reconciliations Folder. 
 


Section 7 – External Accounting Controls 
An annual audit is conducted by the accounting firm the BOD has contracted with. Currently, the firm 
being used is Kolder, Champagne, Slaven & Company, LLC, who recently acquired Guidry, Chauvin 
& Taylor, CPAs. 
 
The Accounting Representative assists the auditor in compiling the records and documents necessary 
to conduct the audit. 
 
The auditing firm conducts the annual audit, prepares the 990 tax return, prepares the schedule of 
Property and Equipment, prepares the Depreciation Schedule, and prepares the Year-End Adjusting 
Entries for SNAP’s Accounting Representative to enter into the accounting system. 
 
The auditing firm provides SNAP with approximately 20 copies of the Audit Report and Audited 
Financial Statement. A copy of the Audit Report will be given to all members of the Board of 
Directors. Extra copies will be maintained by the Accounting Representative in the accounting office. 
Copies of the Audit Report will be provided to any grantors, banking agents, or insurance agents who 
require it. Any other requests for copies of SNAP’s Audit Report will require approval by the Board of 
Directors.  
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