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Beauregard Community Concerns, Inc.


Statement of Financial Position
 June 30, 2012


Statement A


ASSETS


Current Assets
Cash and cash equivalents 148,351$                
Grants receivable 43,292                    
Prepaid insurance 7,298                      


Total current assets 198,941$                


Noncurrent Assets
Capital assets, net 147,639$                


Total assets 346,580$                


LIABILITIES AND NET ASSETS


Current Liabilities:
Accounts payable 2,825$                    
Payroll taxes payable 1,519                      


Total current liabilities 4,344$                    


Net Assets:
Unrestricted 298,944$                
Temporarily restricted 43,292                    


Total net assets 342,236$                


Total liabilities and net assets 346,580$                


The accompanying notes are an integral part of this statement.
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Beauregard Community Concerns, Inc.


Statement of Activities
For the Year Ended June 30, 2012


Statement B


SUPPORT AND REVENUE


Temporarily
Unrestricted Restricted Total


SUPPORT
Grants


Government:
DCFS - State -$                        78,429$                  78,429$                  
DCFS - TANF -                          136,607                  136,607                  
VAWA -                          15,164                    15,164                    
LCADV -                          90                           90                           


Total government grants -$                        230,290$                230,290$                
Private:


United Way -$                        130,000$                130,000$                
IOLTA -                          21,970                    21,970                    
SWLA Law Center 300                         -                          300                         


Total private grants 300$                       151,970$                152,270$                


Total grants 300$                       382,260$                382,560$                


Cash contributions:
Individuals 4,627$                    -$                        4,627$                    
Business 8,498                      -                          8,498                      


Total cash contributions 13,125$                  -$                        13,125$                  


Contributed materials and services:
Individuals 43,806$                  -$                        43,806$                  
Business 14,734                    -                          14,734                    


Total contributed materials and services 58,540$                  -$                        58,540$                  


Total contributions 71,665$                  -$                        71,665$                  


Fundraising 6,565$                    -$                        6,565$                    


Total support 78,530$                  382,260$                460,790$                
(Continued)


The accompanying notes are an integral part of this statement.
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Beauregard Community Concerns, Inc.


Statement of Activities
For the Year Ended June 30, 2012


Statement B


REVENUE
Interest income 478$                       -$                        478$                       
Miscellaneous 595                         -                          595                         
Net assets released from restrictions 367,955                  (367,955)                 -                          


Total revenue 369,028$                (367,955)$               1,073$                    


Total support and revenue 447,558$                14,305$                  461,863$                


EXPENSES
Program services:


June M. Jenkins Women's Shelter 441,977$                -$                        441,977$                


Excess (deficiency) of support 
and revenue over expenses 5,581$                    14,305$                  19,886$                  


Net assets, beginning of year 293,363                  28,987                    322,350                  


Net assets, end of year 298,944$                43,292$                  342,236$                
(Concluded)


The accompanying notes are an integral part of this statement.
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Beauregard Community Concerns, Inc.


Statement of Functional Expenses
For the Year Ended June 30, 2012


Statement C


Program
Services


Salaries and related benefits 215,858$         
Payroll taxes 15,613             
Health and dental insurance 70,316             


Total salaries and
related expenses 301,787$         


Supplies 13,228$           
Telephone 9,673               
Professional services 6,990               
Client assistance 2,457               
Membership dues and subscriptions 1,076               
Travel and conferences 2,874               
Postage 1,265               
Printing and publishing 111                  
Occupancy 3,450               
Equipment rental & maintenance 1,101               
Inspections 1,070               
Donated materials 57,586             
Donated services 954                  
Insurance 15,650             
License and permits 20                    
Utilities 10,325             
Miscellaneous 252                  
Fundraising expense 2,259               


Total expenses before
depreciation 130,341$         


Depreciation
Purchased assets 9,849$             


Total expenses 441,977$         


The accompanying notes are an integral part of this statement.
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Beauregard Community Concerns, Inc.


Statement of Cash Flows
For the Year Ended June 30, 2012


Statement D


Cash flows from operating activities:
Cash received from grants 368,255$                
Cash received from contributions 13,125                    
Cash received from fundraiser 6,565                      
Cash received from investing 478                         
Cash received from miscellaneous revenue 595                         
Cash payments for program activities (69,607)                   
Cash payments to employees for services (301,879)                 


Net cash provided by operating activities 17,532$                  


Cash flows from capital and related
Investing activities:


Purchase of fixed assets (15,400)$                 
Net cash used by capital


and related financing activities (15,400)$                 


Net increase (decrease) in cash
and cash investments 2,132$                    


Cash and Cash equivalents, July 1 146,219                  
Cash and Cash equivalents, June 30 148,351$               


(Continued)


The accompanying notes are an integral part of this statement.
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Beauregard Community Concerns, Inc.


Statement of Cash Flows
For the Year Ended June 30, 2012


Statement D


Reconciliation of net income from operations
to net cash provided by operating activities:


Net income (loss) from operations 19,886$                  


Adjustments to reconcile income (loss) from
operations to net cash used by
operating activities:


Depreciation 9,849$                    


Change in assets and liabilities:
Increase in grants receivable (14,305)                   
Decrease in prepaid insurance 3,938                      
Decrease in payroll taxes receivable (92)                          
Decrease in accounts payable (1,744)                     


Net cash provided by operating activities 17,532$                 
(Concluded)


The accompanying notes are an integral part of this statement.
7
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Beauregard Community Concerns, Inc. 
 


Notes to the Financial Statements  
For the Year Ending June 30, 2012 


9 
 


 
 Introduction  
 
Beauregard Community Concerns, Inc. is a Louisiana non-profit corporation.  This corporation is 
organized and it shall be operated exclusively for charitable, religious, and educational purposes, within the 
meaning of Section 501 (c) (3) of the Internal Revenue Code, or the corresponding section of any future 
federal tax code, including for purposes, to purchase, acquire, hold, use, manage, alienate or encumber 
property of any kind, necessary and proper to protect the best interest of abused women and dependent 
children; and the making of distributions to Organizations that qualify as exempt Organizations under 
section 501 (c) (3) of the Internal Revenue Code or the corresponding section of any future federal tax 
code.  The Board of Directors consists of  nine members that are appointed to the Board by the other 
members.  Eight employees staff Beauregard Community Concerns, Inc. with two clerical employees and 
the other six employees handling the operations of the shelter. 
 


1.   SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES 
 


The significant accounting policies followed are described to enhance the usefulness of the 
financial statements to the reader.  The financial statements of Beauregard Community Concerns, 
Inc. have been prepared on the accrual basis; therefore certain revenues and the related assets are 
recognized when earned rather than when received and certain expenses are recognized when the 
obligation is incurred rather than when paid.  These policies have been consistently applied in the 
preparation of the financial statements.  The corporation has no capital stock. 


 
A. Basis of Accounting 
 
The financial statements are presented in accordance with Statement of Financial Accounting 
Standards (SFAS) No. 117, Financial Statements of Not-for-Profit Organizations, which requires 
the organization to report information regarding its financial position and activities according to 
three classes of net assets:  unrestricted net assets, temporarily restricted net assets, and 
permanently restricted net assets.  The organization has no permanently restricted net assets.  In 
addition, the organization is required to present a statement of cash flows. 
 
B. Income Taxes 
 
The organization is qualified as an exempt organization under Section 501 (c) (3) of the Internal 
Revenue Code and is not subject to federal income tax.  In addition, the organization has been 
determined by the Internal Revenue Service not to be a private foundation within Section 509 (a) 
of the Code. 
 
C.         Support and Revenue 
 
All contributions and revenues received are considered to be available for unrestricted use unless 
specifically restricted by the donor. 


 
D. Deposits and Investments 
 
The Organization’s cash and cash equivalents are considered to be cash on hand, demand deposits, and 
short-term investments with original maturities of three months or less from the date of acquisition and are 
reported in the statement of cash flows.   
 
E. Prepaid Items 
 
Certain payments to vendors reflect costs applicable to future accounting periods and are recorded as 
prepaid items in both government-wide and fund financial statements. 







Beauregard Community Concerns, Inc. 
 


Notes to the Financial Statements (Continued) 
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F.           Capital Assets 
 


Capital assets, which include property, plant, and equipment, are reported in the financial statements.  
Capital assets are capitalized at historical cost or estimated cost if historical cost is not available.  Donated 
assets are recorded as capital assets at their estimated fair market value at the date of donation.  Such 
donations are reported as unrestricted contributions unless the donor has restricted the donated asset to a 
specific purpose.  Assets donated with explicit restrictions regarding their use and contributions of cash that 
must be used to acquire property and equipment are reported as restricted contributions.  Absent donor 
stipulations regarding how long those donated assets must be maintained, the Organization reports 
expirations of donor restrictions when the donated or acquired assets are placed in service as instructed by 
the donor.  The Organization reclassifies temporarily restricted net assets to unrestricted net assets at that 
time.  Beauregard Community Concerns, Inc. maintains a threshold level of $1,000 or more for capitalizing 
capital assets. 
 
The costs of normal maintenance and repairs that do not add to the value of the asset or materially extend 
assets lives are not capitalized. 


 
All capital assets, other than land, are depreciated using the straight line method over the following useful 
lives: 
 


Description Estimated Lives 
Buildings and building improvements 40-50 years 
Furniture and fixtures 5-10 years 
Equipment 5-10 years 
Vehicles 5 years 


 
G. Long-Term Obligations 
 
In the fund financial statements, long-term debt and other long-term obligations are reported as liabilities.   
 
H. Extraordinary and Special Items 
 
Extraordinary items are transactions or events that are both unusual in nature and infrequent in occurrence.  
Special items are transactions or events within the control of Beauregard Community Concerns, Inc., which 
are either unusual in nature or infrequent in occurrence. 
 
I. Estimates 
 
The preparation of financial statements in conformity with accounting principles generally accepted in the 
United States of America require management to make estimates and assumptions that affect the reported 
amounts of assets and liabilities and disclosure of contingent 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. 


 
2. DONATED FACILITIES, MATERIALS AND SERVICES 
 


Donated materials, equipment, and use of facilities (if any) are reflected as contributions or fundraising 
support in the accompanying statements at their estimated values at the date of receipt.  Donated services 
(if any) are recognized as contributions in accordance with SFAS No. 116, Accounting for Contributions 
Received and Contributions Made, if the services (a) create or enhance non-financial assets or (b) require 
specialized skills, are performed by people with those skills and would otherwise be purchased by the 
Organization.  Volunteers also provided services throughout the year that are not recognized as 
contributions in the financial statements since the criteria for SFAS No. 116 are not met. 
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3. VACATION/SICK LEAVE POLICY 
 
 All full time employees who have been employed with Beauregard Community Concerns, Inc. 
 0-5 years will receive 16 days of vacation /sick leave, six of these days are considered sick leave 
 and the remaining ten are vacation time.  Sick days may be used from the first day of 
 employment; vacation days may not be used until the employee has completed the six month 
 probationary period. 
 
 All full time employees who have been employed with Beauregard Community Concerns, Inc. for 
 5-10 years will receive 21 days of vacation/sick leave.  Six of these days are considered sick leave 
 and the remaining 15 are vacation time. 
 
 After the end of the first year of employment, vacation/sick days will begin on the anniversary 
 date of employment.  Neither sick nor vacation days will roll over into the next year.  All 
 employees must use their time off by the end of the year of his/her working year. 
 
 At no time will an employee be allowed to take more than ten consecutive days off, unless it is for 
 a medical reason and a letter from the doctor is provided to the Executive Director. 
 
 Vacation and sick days can only be taken in full or half day increments. 
 
4.  ECONOMIC DEPENDENCY 
 


The Organization receives a substantial portion of its total support from DCFS (Department of  Children 
and Family Services) and United Way.  During the period ended June 30, 2012, Beauregard Community 
Concerns, Inc. received $ 215,013and $130,000 respectively, in grant support which represents 75% of 
total support. 
 


5.  FUNDING 
 


Beauregard Community Concerns, Inc. receives funds from the Louisiana Bar Foundation under the 
IOLTA program.  The monies are used to pay salaries and related expenses for services provided by legal 
advocates.  The funds received for the year ended June 30, 2012, amounted to $ 21,970.  Beauregard 
Community Concerns, Inc., also receives funds from the State of Louisiana (DCFS) Department of 
Children and Family Services.  The monies are used to pay salaries of Organization employees.  The funds 
received for the year ended June 30, 2012, amounted to $ 215,013.  Total salary and related benefit 
expenses paid during the fiscal year amounted to $ 301,787.  The excess expenses were paid for with 
funding provided by other funding Organizations.  Beauregard Community Concerns, Inc. also receives 
funds from OVW (Office on Violence Against Women) through the VAWA (Violence Against Women 
Act).  The monies can be used to provide for personnel and related expenses for services provided.  The 
funds received for the year ended June 30, 2012 amounted to $ 15,164.  
 


6. CASH AND CASH EQUIVALENTS 
 


At June 30, 2012, the Organization has cash and cash equivalents (book balances) totaling 
$148,351 as follows: 


 


  


Passbook savings 106,596$   
Interest bearing demand deposits 41,305       
Petty cash 450            


Total 148,351$    
 
At June 30, 2012, the Organization has $ 150,327 in deposits (collected bank balances).  These 
deposits are secured from risk by $ 150,327 of federal deposit insurance.







 Beauregard Community Concerns, Inc.  
 


Notes to the Financial Statements (Concluded) 


12 


 
7. RECEIVABLES 
 


The following is a summary of receivables for June 30, 2012: 
 


Class of Receivable
Grants:


DCFS 40,248$            
VAWA 3,044                


Total 43,292$             
 
8. CAPITAL ASSETS 
  


Capital assets and depreciation activity as of and for the year ended June 30, 2012, for the Organization is 
as follows: 
 


Beginning  
Balance 


    
Increases 


     
Decreases 


Ending   
Balance 


Capital assets being depreciated
Buildings  $  150,947 -$          -$          150,947$  
Vehicles        16,090 -            -            16,090      
Machinery and equipment        85,364 -            -            85,364      
Furniture and fixtures        31,902 15,400      -            47,302      


Total capital assets being depreciated  $  284,303 15,400$    -$          299,703$  


Less accumulated depreciation for:
Buildings  $    29,921 3,974$      -$          33,895$    
Vehicles        16,090 -            -            16,090      
Machinery and equipment        69,318 2,881        -            72,199      
Furniture and fixtures        26,886 2,994        -            29,880      


Total accumulated depreciation  $  142,215 9,849$      -$          152,064$  


Total capital assets being depreciated, net  $  142,088 5,551$      -$          147,639$  
 


9. ACCOUNTS AND OTHER PAYABLES 
 


The following is a summary of payables for the year ending June 30, 2012: 
 


Class of Payable
Accounts 2,825$              
Payroll taxes 1,519                


Total 4,344$               
 


10. TEMPORARILY RESTRICTED ASSETS 
 
 The following is a summary of the temporarily restricted assets as of June 30, 2012. 
 


  


Grants receivable
DCFS 40,248$       
VAWA 3,044           


Total 43,292$        
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There were no prior year audit findings as of June 30, 2011. 
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Financial Statement Audit Finding 
 
Audit Finding No. 2012-1 
 
Noncompliance with bylaws regarding the required quorum for board meetings 
 
Condition:   On several occasions the organization held board meetings and transacted business  
   without having the required quorum of members as stated in their bylaws. 
 
Criteria:   The bylaws of Beauregard Community Concerns, Inc. state that the presence of fifty  
   percent of the board of directors of the corporation shall be necessary to constitute a  
   quorum to transact business at any meeting of the board of directors. 
 
Cause:    Neither the executive director or the board of directors were aware that fifty percent of all 
   board members must be present in order to have a quorum and conduct business. 
 
Effect:    The organization is in violation of their bylaws and action taken at the board meetings  
   where a quorum was not present is not enforceable. 
 
Recommendation:  I recommend that the executive director and all board members be given a copy of the  
   bylaws and study them in order to obtain an understanding of the organizations structure  
   and operations.  Also, any actions taken at meetings where a quorum was not present  
   needs to be ratified in a meeting where a quorum is present.  
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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 


 
 


Board of Directors 
Beauregard Community Concerns, Inc. 
DeRidder, Louisiana 
 
I have audited the financial statements of Beauregard Community Concerns, Inc., (a nonprofit organization), as of and 
for the year ended June 30, 2012 and have issued my report thereon dated November 1 , 2012.  I conducted my 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 Beauregard Community Concerns, Inc. is responsible for establishing and maintaining effective internal 
control over financial reporting.  In planning and performing my audit, I considered Beauregard Community Concerns 
Inc.’s internal control over financial reporting as a basis for designing my auditing procedures for the purpose of 
expressing my opinion on the financial statements, but not for the purpose of expressing an opinion on the effectiveness 
of Beauregard Community Concerns Inc.’s internal control over financial reporting.  Accordingly, I do not express an 
opinion on the effectiveness of the Organization’s internal control over financial reporting. 
 
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 a combination of deficiencies, in internal control such that 
there is a reasonable possibility that a material misstatement of the entity’s financial statements will not be prevented, or 
detected and corrected on a timely basis. 
 
My consideration of internal control over financial reporting was for the limited purpose described in the first paragraph 
of this section and was not designed to identify all deficiencies in internal control over financial reporting that might be 
deficiencies, significant deficiencies or material weaknesses.  I did not identify any deficiencies in internal control over 
financial reporting that I consider to be material weaknesses, as defined above. 
 
 Compliance and Other Matters 
 
As part of obtaining reasonable assurance about whether Beauregard Community Concerns, Inc.’s financial 
statements are free of material misstatement, I 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 my audit and, accordingly, I do not express such an opinion.  The results of 
my tests disclosed an instance of noncompliance or other matters that are required to be reported under 
Government Auditing Standards which is described in the accompanying schedule of current year audit findings 
and management’s response as Audit Finding No. 2012-1. 
 


John A. Windham, CPA 
A Professional Corporation 


 
1620 North Pine Street                        John A. Windham, CPA
DeRidder, LA  70634         Charles M. Reed, Jr., CPA
Tel: (337) 462-3211 
Fax: (337) 462-0640 
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1stTerm: 2007-2010

2nd Term: 2010-2012

Current Term: 2012-2015

· Board approved for member to re enlist as a board member for a 3rd term. 

[bookmark: _GoBack]

Harmon Michael Cox 

1288 Longacre Rd Deridder, LA 70634

W: 463-7955 H:462-3993 C:396-4091

Confidential Assistant at Registrar of Voters of Beauregard Parish

Coxhm26@aol.com

Term Start Date: November 15, 2011

Term End Date:  November 15, 2014



Tina Parris

1232 Herman Smith Rd Deridder, LA 70634

H:460-7839  C: (706) 593-6589

tparris@hughes.net

Term Start Date: May 11, 2012

Term End Date: May 11, 2015









Debra Young Martin

403 Somerset Drive APT A, P O Box 1134 Deridder, La 70634

C: 337-396-5802

Retired Dental Assistant 

debbiemartin@wildblue.net

Term Start Date: November 2012

Term End Date: November 2015

 







Lori Colligan

1309 Maple Street Leesville, LA 71446

H: 337-462-8920 Cell: 719-338-8118

Exec. Asst. To The Mayor.

lcolligan@cityofderidder.org

Term Start Date: January 2013

Term Start Date: January 2016

A.Wilson                                                                                                         January 9, 2013
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Beauregard Community Concerns, Inc.

June N. Jenkins Women’s Shelter

P. O. Box 815  DeRidder, LA. 70634


Phone 337-462-1452  Fax 337-463-5495



Policy Statement:


Beauregard Community Concerns/June N. Jenkins Women’s Shelter is committed to responsible financial management. The entire organization will including the Board of Directors, the Finance committee, the Executive Director, and staff will work together to make certain that all financial matters of the organization are addressed with care, integrity, and in the best interest of Beauregard Community Concerns/ June N. Jenkins Women’s Shelter. 

The financial policies and procedures contained in this manual are designed to:

1.  Provide a stable financial framework of operating standards and behavioral expectations that allows for the BCC/JNJWS mission to be followed;


2. Protect the assets of BCC/JNJWS;


3. Ensure the maintenance of accurate records of BCC/JNJWS financial activities; and,


4. Ensure compliance with federal, state, and local legal and reporting requirements.


The Executive Director of BCC is responsible for administering these policies and ensuring compliance with procedures that have been approved by the Board of Directors. Changes or amendments to these policies may be approved by the Board at any time.

Every director, Administrator, and staff with financial related responsibility is expected to be familiar with and operate within the parameters of these policies and procedures.


Line of Authority:


This page is a general overview of the financial line of authority. Specific policies and procedures are provided throughout the BCC/JNJWS financial manual.


Board of Director


Has the authority to execute policies it deems necessary or in the best interest of BCC/JNJWS within the parameters of the organizations purpose, philosophy, articles of incorporation, bylaws, or federal, state , and local law requirements.

Finance Committee of the Board


The finance committee of the Board of Directors is vested with the responsibility of reviewing and recommending financial policies, reviewing monthly financial statements, and reporting to the full board regarding those statements for approval. The finance committee reviews ensures that an annual audit is completed and participates in other accounting control functions as may be necessary to protect the organizational assets.

Executive Director (ED)


Has the authority to make spending decisions within the parameters of the approved budget; employ and terminate personnel; determine salaries within the ranges approved by the board of directors; create and amend operating procedures and controls; make decisions regarding the duties and accountabilities of personnel and the delegation of decision-making authority; enter into contractual agreements within board-designated parameters. 

Administrative Assistant/Bookkeeper


Designs the organizations accounting system and approves it with the Executive Director. The Administrative Assistant/Bookkeeper assists in the development of the BCC/JNJWS annual budget; Provides financial information regarding spending decisions and expense allocations as outlined in approved budgets, assumes other accounting responsibilities as delegated by the Executive Director.

Authority 

All Checks, drafts, and other orders for the payment of money out of the funds of the corporation and all notes or other evidences of indebtedness of the Corporation shall be signed on behalf of the corporation in such a manner as shall from time to time be determined and designated by resolution of the Board of Directors or as expressly authorized by the bylaws.


Indemnification Policy

BCC/JNJWS shall purchase and maintain insurance on behalf of any person who is or was serving at the request of BCC/JNJWS as a member of the Board of Directors, employee, agent, staff, volunteer or other enterprises, against any liability asserted against her or him and incurred by her or him in any such capacity, or arising out of her or his status as such.

Investment Policy


The management of the Corporation shall be vested in the Board of Directors, which shall have charge, control, and management of the policy, property, affairs, and funds of the corporation. All loans, grants, and investments shall be specifically authorized by the Board of Directors. 

Financial Reporting Policies

Financial reporting is a process for assessing the financial implications of the organization and the operating plans/activities. Financial reporting information should be provided in a format that is useful and understood by those reviewing the information. 

· The Fiscal year of BCC/JNJWS shall be July1-June 30


· Annual budgets for the upcoming fiscal year are prepared by the Executive Director in consultation with the Administrative Assistant/Bookkeeper and the Finance Committee. The proposed budget is presented to the Board of Directors for their review and approval.


· The Executive Director and the Administrative Assistant/Bookkeeper will prepare the initial draft of the organizational budget for review by the finance committee. 


· The budget will be modified as deemed appropriate by the Finance committee and presented to the Board of Directors for approval. 

· Explanations of budget variance of 10% or more will be included with the proposed annual budget. 


· Monthly Bank Statements, Bank reconciliations, monthly reports and Accounts Payable will be presented to the Finance Committee and the Board of Directors at each board meeting for their review and approval. 

· Annual Audits will be conducted by an independent CPA within 6 months of the close of the fiscal year. Once the audit is complete it will be provided to the Board of Directors at the next scheduled board meeting and will be made available to the public and grantors as required or requested. 


Safeguarding Assets Policies


· The Executive Director shall have the primary responsibility for ensuring that proper financial management procedures are maintained and that the policies of BCC/JNJWS are carried out. 

· The Finance Committee will provide oversight in the safe guarding of assets of BCC/JNJWS through the review of monthly Bank Statements, Bank reconciliations, Accounts Payable, monthly reports and the independent audit.


· The finance committee will address any material findings listed in the annual independent audit and have the responsibility for ensuring that all material findings are corrected in a timely and efficient manner. 


· A proper filing system will be maintained for all financial records and is described under accounting system. 


· Actual income and Expenditures will be compared to the annual budget on a monthly basis. 


· Bank Statements are promptly reconciled on a monthly basis as described in these policies by the Administrative Assistant /Bookkeeper. Administrative Assistant /Bookkeeper does not have check signing authority. The Executive Director approves  and initials reconciliations.  

· Documents on all securities and fixed assets will be kept in a safe locked location. 

Inventory records will contain a description, serial numbers, date of purchase and receipt, valuation, and date of valuation.


· Appropriate insurance for all assets is maintained.


Payroll Control Policies


· Personnel files are maintained in a locked cabinet in the Executive Directors Office. These files contain the personnel evaluations, documentation of salary, increases, any written reprimands, or other confidential information.

· Payroll files are maintained in a locked cabinet in the Administrative Assistants/ Bookkeepers office. These files contain personal benefit information, tax/accounting information; salaries increase information, and other information used by the Administrative Assistant/Bookkeeper.


· Each employee submits their signed biweekly time cards to the Administrative Assistant /Bookkeeper at the end of the pay period. The Administrative Assistant/Bookkeeper processes each employee’s bi-weekly time cards; these are then presented to the Executive Director for her approval and signature. 


· Payroll processing is completed by the Administrative Assistant/Bookkeeper. Manual Checks are issued and signed by the Executive Director and a Board Member with the authority to sign. 


· Pay stubs are stored in the Administrative Assistant /Bookkeepers office along with the signed and approved corresponding time card.


Computer Control Policies


· The Administrative Assistant /Bookkeeper is responsible for processing the accounting data in quick books Accounting Software.


· The Administrative Assistant /Bookkeeper and the Executive Director have the administrative password for the accounting program. The independent auditor is given the password for running audit checks on the accounting system.


· The accounting data is backed up on a weekly basis.


Document Retention & Destruction Policy

· It is the policy of BCC/JNJWS that all personnel files, all record of Board Business, and tax information shall persist indefinitely in a secured storage under the control of BCC/JNJWS. 

· It is the policy of BCC/JNJWS that financial information such as utility bills, loose receipts, returned checks and bank statements may be destroyed by after five years. One copy of each audit will persist indefinitely. Any records related to property should be retained as long as that property is owned by the BCC/JNJWS or throughout the life of the grant that purchased the property, whichever is longer. 

· Any items for use internally, such as; records of copies, statistic reports, resource request etc. will be kept for five years or for the duration of the grant they pertain to whichever is longer. They will then be destroyed in a manor to significantly destroy identifying information. 

· The exception is if a funding source has specific guidelines that are longer than the above. It is BCC/JNJWS staff’s responsibility to know and apply such documentation retention guidelines as required by funders.


General

· The Board of Directors approves financial policies and delegates the administration of the financial policies to the Executive Director.

· Current job descriptions will be maintained on all employees, indicating financial duties.


· Financial duties and responsibilities so that no employee has sole control over cash receipts, disbursements, payroll, reconciliation of bank accounts etc.


· Back up procedures are in place and staff is cross trained to assume financial duties when the primary employee is on personal leave or vacation leave. 


· Professional financial service providers may be contracted with as needed for the following purposes: Payroll/ quarterly tax preparation, bank accounts, investment and retirement services, and independent auditor. 


Grants and Contracts

· The Executive Director will carefully review each award and contract to ensure compliance with all financial and programmatic provisions.


· The executive director or her designee will maintain copies of all grants and contracts in contract binders. Each binder will include, but not be limited to the following information: the award notification/contract, application, copy of the RFP, awarded budget, fiscal reports, progress reports, contract forms, contract information, project revision information, and other correspondence

Accounting System

Cash Receipts


· The Receptionist opens all mail addressed to the BCC/JNJWS, to a specific employee, or without a specific addressee. The Receptionist makes copies of all checks and attaches the copy to the check. All mail is then given to the Administrative Assistant/ Bookkeeper. 


· The Administrative Assistant /Bookkeeper endorses all check with a “deposit only” stamp that includes the organization’s name and completes the appropriate deposit slip for the account the check is being deposited. Then a designated employee will make the deposit returning the receipt to the Administrative Assistant /Bookkeeper. The Administrative Assistant/ Bookkeeper attach the receipt to the check copy.  The Executive Director initials the copy of the check for acknowledgement it has been received and deposited. The Administrative Assistant /Bookkeeper then files the copy and the receipt in the appropriate bank statement file. 

· All cash receipts will be immediately deposited into the appropriate account. If it is not possible to deposit cash immediately the Administrative Assistant /Bookkeeper or Executive Director will verify with each other or another available employee the amount in the envelope before it is stored. The Administrative Assistant /Bookkeeper or Executive Director will store it in a locked secure location until taken to the bank. 

· The monthly reconciliation reports completed by the Administrative Assistant /Bookkeeper for accounts verify all deposits. The Executive Director reviews, initials, and approves all reconciliations and bank statements. The Financial Committee reviews bank statements and reconciliations monthly.


Cash Disbursements

· All invoices will be immediately forwarded to the Administrative Assistant/Bookkeeper who will review for mathematical accuracy and validity. 


· Prior to payment, all invoices are taken to the Executive Director, who will approve and initial for payment.


· The Executive Director and the Administrative Assistant/Bookkeeper will ensure that all conditions and specifications contracts have been satisfactorily fulfilled regarding disbursements. 


· The Administrative Assistant/Bookkeeper will ensure that all specifications of an order have been met by inventorying items received against packing slips and invoices.  The Administrative Assistant/Bookkeeper is responsible for timely follow-up on discrepancies. 

· The Administrative Assistant prints checks for approved invoices. The checks are then submitted to the Executive Director with invoices for review and signature. Checks over $500.00 require two signatures. Checks to the Executive Director must be signed by another authorized signor not just by the ED. 


· Before signing the authorized signor must review checks, compare, and question any discrepancies relate to the check to the Administrative Assistant/Bookkeeper or the Executive Director.


· Authorized signors on BCC/JNJWS accounts include the Executive Director, The Board President and any other board members as designated by the Board of Directors. 

Checks

· The Administrative Assistant/Bookkeeper is responsible for all blank checks which are kept in a locked cabinet in the Administrative Assistant/Bookkeeper’s office. 


· The Administrative Assistant/Bookkeeper will generate checks for approved invoices through the accounting system(QuickBooks). 


· Only Pre numbered checks are used and a variance in check sequence or numbers is documented by the Administrative assistant, initialed by the Executive director and filed. 


· Handwritten checks may be written when necessary, but must follow all the check authorization guidelines.


· Check signors are addressed above.


· Voided checks will have void written or stamped boldly in ink on the face of the check. Voided checks will be maintained in the appropriate sequence.

Purchases


· All purchases must be must be approved by the Executive Director to ensure available funds and appropriate coding of purchase. 


· Credit card transactions are all approved by the Executive Director prior to the transaction. 
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Beauregard Community Concerns, Inc.


June N. Jenkins Women’s Shelter



Job Description


Victim’s Advocate/Outreach/Volunteer Coordinator


Qualifications:


· B.A. degree in Social Work or related field or high school diploma with additional training/expertise in domestic violence

· Demonstrates capacity to express empathy and compassion for victims of domestic abuse


· Willing to participate in training on dynamics of domestic violence


· Crisis trained 


· Ability to work cooperatively with the public


Duties:


· Assist in community education on domestic violence


· Conduct teen dating violence program


· Structure, establish, and facilitate weekly violence prevention sessions


· Recruit, screen, and supervise volunteers


· All other duties as assigned


Responsibilities:


· Attend all staff meetings


· Attend all required continuing education and in-service training (40 hours per fiscal year)


· Maintain and submit monthly statistics


Salary:


· Directly based on annual funds from legal grants


· 3% increase after one year


Supervision Received:


· Weekly verbal staffing with executive director concerning domestic violence prevention program.
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http://www.sam.gov/
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http://www.dnb.com/
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http://www.ojp.gov/about/ocr/equal_fbo.htm
http://www.ojp.usdoj.gov/ocr/etfbo.htm
mailto:oig.hotline@usdoj.gov
http://www.usdoj.gov/oig
http://www.ojp.gov/funding/ffata.htm
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http://www.lep.gov/
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http://www.ojp.usdoj.gov/ocr/etfbo.htm
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http://www.lcle.la.gov/
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