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Meeting Name: Homeless Leadership Board Executive Committee 

Date: May 20, 2019 

Item Title: Revised HLB Financial Management Policies and Procedures 

Name of Staff Member 
Submitting: Susan Myers 

Background: 

Below is the Planned Corrective Action for the FY17-18 audit: 
 
The current internal controls over monitoring will be evaluated, approved 
as required by board policies, and changes implemented no later than May 
31, 2019. The Grant Accountant will be attending “Grant Management 
Training 2 CFR Part 200”, for refresher training in the requirements of 
Uniform Guidance and updates on recent changes in federal grant 
management requirements, including the planned DATA and GREAT acts, 
March 19 through 22, 2019. 
 
Attached are the revised HLB Financial Management Policies and 
Procedures along with a document outlining the list of changes. The 
Finance Committee approved the revised policies on May 08, 2019. 
 
The Grant Accountant attended the “Grant Management Bootcamp: Grant 
Management Training 2 CFR Part 200” on March 19-22.  
 
 

Budget Impact (if any):  N/A 

Staff Recommendation Accept the Finance Committee’s recommendation to adopt the revised 
HLB Financial Management Policies and Procedures. 

CEO Approval: Susan Myers, CEO – Approved, 05/13/19 



Financial Policies and Procedures Spring 2019 Re-Draft 

Over-all plan of redraft:  To update federal requirements for financial policies for federally funded grants 
making sure specific required written policies and procedures are included.  To break down the current 
document between policies which would be important for board consideration and procedures which 
are administrative practices.  To update with procedures which had not been included before, like 
travel. To reconcile conflicting procedures (there were two credit card procedures).  To change 
procedures to meet needs of growing agency. 

Revisions, Additions and Deletions 

As listed in current policies 

I Accounting Principles 

A.  Move to B and changed Federal guidelines from OMB Circulars to 2CFR Part 200.  Expanded 
to refer to requirements of 2 CFR Part 200. 

B.  Same – moved to A 

C.  Revised wording, but same idea  

D.  Moved to other section 

E.  Moved to other section 

F. Stayed same 

II Cash—moved to VI 

A.  removed “interest-bearing accounts for HLB Reserve Funds, as required by funders” per 
auditor we cannot have interest bearing account unless it holds funds only from one funder  
Added ability of CEO to open account for particular purpose. 

B.  same 

C. same 

D. same 

E same 

F moved to procedures 

G. same—added Bank Statement Procedures 

III Checks and Cash Receipts—made procedure section, removed “designee” made document clunky can 
be assumed 

IV Purchasing 

A.  Moved to Accounting Principles policy 

B.  Deleted  



IV Purchasing (continued) 

C.  same 

D. Same 

E. same 

F. moved to procedure 

G. Same 

V Charge Accounts and Credit Cards—re-wrote policy to match current agency needs/practices and 
made it a procedure 

VI Billing—re-wrote and expanded upon policies in procedure V A Grant Allocation and Billing 

VII Cash Disbursements 

A.  Changed to allow cash disbursements to be made by electronic transfer. 

B.  re-written, but basically the same. 

C. re-written, but basically the same. 

D through M.  Moved to purchasing and cost allocation sections 

N through P Moved to procedures. 

VIII Payroll  Moved to procedure under Cash Management 

IX Operating Reserve Moved to procedure under Cash Management 

X  Line of Credit  Moved to procedure under Cash Management 

XI Capitalization and Depreciation Policy Same 

XII Financial Reporting Procedures  moved to procedure under Accounting Principles 

XIII Investment/Banking Policies moved to procedure under Cash Management 

XIV  Budget Principles/Procedures Moved to procedure under Accounting Principles 

XV  Audit Procedure moved to procedure under Accounting Principles 

XVI Funding and Sub-grantee Policy  

Added requirement that key personnel involved in working with Federal grants must be screened on the 
Federal Exclude list before hiring/promotion. 

XVIII Collection of Delinquent Accounts  Same 

XVIIII Write-off of Delinquent Debts/Charges Same 

XIX Records  Moved to procedure under Accounting Principles 



XX Non-cash Donations same 

Additions (references to draft) 

Defined what qualifies as a budget variation needing board approval.  (page 2 E) 

Statement HLB will use de Minimis indirect cost rate (10%) for federal grants where allowed (page 4 IB 
C) 

Record Management section expanded to include retention schedule (page 5-6) 

Code and Conflicts of Interest section expanded to include definition of conflict of interest, as well as 
written policies required by 2 CFR 200, including limit for allowed unsolicited gifts and penalty for failure 
to disclose a potential conflict of interest.  (page 6-7)  

Purchasing and Procurement policies expanded to include written policies required by 2CFR 200 (page 7, 
C, D, E, F) 

Procurement procedures expanded to include written policies and definitions required by 2 CFR 200 
(page 10 D, E and F) 

Travel Procedures added (page 10-12) 

COO will review a billing packet for each grant billed which contains worksheets, copies of invoices each 
month (per auditor recommendation) changed from a review of breakdown of individual invoices (page 
15 F) 

Addition of section on handling of electronic funds transfers (page 17) 

Addition of mileage payment through payroll (page 20 E) 

Addition of procedure for examining bank reconciliations (page 20 VIF) 
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HLB Financial Management Policies 
 

 
I. Accounting Principles 

A. The HLB accounting, audit and management policies are designed to: 
1. Be consistent with Generally Accepted Accounting Principles (GAAP) 
2. Protect and secure the assets of the HLB. 
3. Ensure the maintenance of accurate records of the HLB’s financial activities. 
4. Ensure compliance with governmental and private funder reporting 

requirements. 
B. These policies are written to ensure that federal funds received by the HLB are 

administered in accordance with federal requirements, included but not limited to 
the federal Uniform Grant Guidance (2 CFR Part 200). 

1. These policies contain written policies required by Uniform Grant Guidance 
in the areas of: 

i. Code of Conduct (II) 
ii. Purchasing and Procurement (III) 

iii. Cash Management (VII) 
iv. Cost Allowance (V) 

2. These policies will contain at minimum the standards required by Uniform 
Grant Guidance for federal grants, although some policies will be stricter as 
needed for optimum management of agency resources. 

3. The HLB also has Internal Control Procedures that provide guidance for 
staff on making certain that requirements of federal Uniform Grant 
Guidance are met. 

C. The Board’s main control over HLB purchasing comes through its annual approval 
of the budget.   

D. The budgetary process will comply with funding partners, in accordance with 
applicable state and federal laws, and the guidelines and principles set forth by the 
Board.  Appropriate personnel develop budgets needed to execute the program 
and organization plans, with concurrence of the CEO. 

E. The CEO shall be empowered to carry out any tasks associated with the proper 
administration of the budget as approved by the Board. Adjustments/changes in 
spending policies/budget plans, which vary from the total budget by 10%, must be 
approved following the same process as the initial budget approval.   

F. The HLB will contract for an independent audit to be performed by a Certified 
Public Accountant (CPA) at the conclusion of each fiscal year. 

G. HLB uses the accrual method of accounting. 
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H. In addition to the policies that outline the accounting principles of the HLB, there is 
a corresponding set of Financial Procedures, which set out how these policies are to 
be maintained. 
 
Related Procedure Sections 
I A Financial Reporting 
I B  Budgeting Procedures 
I C  Audit Procedures 
I D  Records Retention 

 

HLB Financial Management Procedures 
 

 
I A Financial Reporting Procedures 

A. The Grant Accountant compiles monthly and year-to-date reports on all cost 
centers by revenue source, expense code, and asset and liability account balances. 
The reports include but are not limited to a Balance Sheet, Income Statement, and 
Budget vs. Actual Report.  

B. The Grant Accountant makes all monthly journal entries prior to producing the 
monthly financial reports. All journal entries are coded and backup documentation 
is kept in a journal entry book. 

C. Financial reports are reconciled to the general ledger and accounting records prior 
to submission to the funding source. 

D. Monthly financial reports that analyze HLB’s financial position, including Balance 
Sheet, Income Statement, and Year-to-Date Budget vs. Actual reports are sent to 
the Finance Committee for review and approval prior to the monthly Executive 
Committee meeting. 

E. The financial reports are presented to the Executive Committee by the Treasurer or 
another Finance Committee member. Executive Committee members may request 
further backup information from the Finance Committee or staff if there are 
questions or concerns. If there is no Executive Committee meeting scheduled in a 
specific month, the monthly financial reports are presented directly to the full HLB 
at its next meeting.  

F. The approved financial reports are sent to the full HLB at its monthly meetings for 
Board review and approval. Board members may request further backup 
information from the Finance Committee or staff if there are questions or concerns. 
If no full Board meeting is scheduled for that month, the reports will be sent to the 
Board electronically for review. Either the Executive Committee and/or the full 
Board will review the Finance Committee report and financial reports monthly. 



Draft Spring 2019, Financial Policies and Procedures Page 4 
 

G. Periodic financial reports are provided to all funding sources as requested or 
required by contract. 

H. The HLB CEO maintains records that adequately identify the source and 
application of funds for all activities.  These records shall contain information 
pertaining to awards, authorizations, obligations, assets, outlays, income and 
interest.  Records to be maintained include copies of contracts, invoices, proof of 
payments and allocation tracking when costs are distributed among several 
funding sources. 

I. The Grant Accountant maintains a check list of fiscal and reporting actions 
required for each funding contract, and ensures completion of all actions, including 
reimbursement requests, financial reports, and submission of audits.  
 

HLB Financial Management Procedures 
 

 
I B Budgeting Procedures 

A. The CEO and staff will prepare and submit a proposed operating budget for the 
next fiscal year to the Finance Committee for review at least 90 days prior to the 
beginning of the new fiscal year.  The proposed operating budget will identify 
requested or announced funding resources for all line items. The proposed budget 
will compare current year budget/expenses to proposed budget/expenses by line 
item; increases or decreases in, and explanations of line items will be stated in the 
‘comments’ section. 

B. Every effort will be made to directly attribute all costs directly to an HLB project.       
Indirect costs will be allocated to projects as equitably as possible. 

C. For federal grants where an administrative cost has not been specified in the 
contract, the HLB will use the 10% de Minimis indirect cost rate where allowed by 
the grant. 

D. Once approved by the Finance Committee, the proposed operating budget will be 
submitted to the Executive Committee for review and approval before submission 
to the full HLB Board for approval. 

E. The final operating budget with specific funding resources will be submitted to the 
Executive Committee and Board of Directors in the month before the fiscal year 
begins. 

F.  The CEO will negotiate final funding approvals with funders.  
G. Adjustments in Budget/Spending Plans 

1. Adjustments/changes in spending policies/budget plans, which vary by more 
than 10% from the original approved budget, are initiated by the CEO, and 
approved by Executive Committee and Board of Directors following the same 
process as the initial budget approval. 



Draft Spring 2019, Financial Policies and Procedures Page 5 
 

2. Requests for any budget adjustments to approved funders are communicated in 
writing to the funding sources as required by contractual agreements. 

 
 

HLB Financial Management Procedures 
 

 
I C Audit Procedures 

A. The audit will be completed within four months of the conclusion of the fiscal year 
and presented to the Finance Committee by the Auditor for review, discussion, and 
preliminary approval. 

B. The audit with management comments attached will be presented to the Executive 
Committee and then the full HLB Board of Directors for review and approval.  

C. The auditor(s) will test accounting mechanisms in accordance with generally 
accepted auditing standards for not-for-profit organizations.  

D. If required by funders based on total funding amounts, HLB will contract for an 
audit that meets the requirements of a single audit. 

E. Upon receipt of the bound copies of the audit from the auditor, HLB will distribute 
the audit to funders per grant contract requirements. 

 

HLB Financial Management Procedures 
 

 
I D.  Record Management 

A. Financial electronic records are maintained by the accounting staff through the 
QuickBooks online system. 

B. Finance and contract/sub-grantee contract files and documentation are maintained 
by the Grant Accountant.  Printed versions are kept in grant files as well as .pdf 
versions in the HLB cloud. 

C. Financial reports are also printed out and kept in .pdf versions in the HLB cloud. 
D. The financial records of the HLB are considered public records and therefore 

subject to the Public Record Guidelines available at the Florida Department of State 
website. 

E. Financial reports and documentation are retained according to the following 
schedule: 
Audit 10 years after audit issued 
Automated Accounting System 3 years 
Bank Statements 5 years 
Budget Records 3 years 
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Contracts/Leases 5 years after completion of contract 
Federal Employment Taxes 4 years after tax due date 
Grant invoicing/spending and backup 5 years after completion of contract OR 

as stated in grant agreement/contract 
Payroll Records 5 fiscal years 
Unemployment Taxes 5 fiscal years 

 
The retention period for any other type of document will be determined by 
consulting the General Records Schedule for State and Local Government Agencies 
available at the Florida Department of State website. 

F. Financial documents that have past the retention period should be destroyed if all 
outstanding audit issues and litigation are resolved and at least 30 days after the 
last public records request.  All records must be recycled, shred, incinerate or 
buried. 

 
 

HLB Financial Management Policies 
 
 

II. Code of Conduct and Conflicts of Interest 
A. A conflict of interest shall mean use by a Board or staff member of the authority of 

his/her office or employment for the private pecuniary benefit of him/herself, a 
member of his/her immediate family or a business with which s/he or a member of 
his/her immediate family is associated. The term does not include an action having 
a de Minimis economic impact.    

B. Conflicts of interest are to be avoided in the financial activities of the HLB at all 
times. 

C. Loans to Board or staff members are prohibited. 
D. Members of the Board of Directors are prohibited from activities that might present 

conflicts of interest. The powers of directorship may not be used to personally 
benefit the Director at the corporation’s expense. If a Director has a financial 
interest in a corporate transaction, the Director must fully disclose the interest and 
abstain from voting.  

E. No employee, officer, or agent may participate in the selection, award, or 
administration of a contract supported by a Federal award if he or she has a real or 
apparent conflict of interest. Such a conflict of interest would arise when the 
employee, officer, or agent, any member of his or her immediate family, his or her 
partner, or an organization which employs or is about to employ any of the parties 
indicated herein, has a financial or other interest in or a tangible personal benefit 
from a firm considered for a contract. (Per C.F.R. Part 200, Sec. 200,318(c)). 
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F. Officers, employees, and agents of the HLB may neither solicit nor accept 
gratuities, favors, or anything of monetary value from contractors or parties to 
subcontracts with the exception of unsolicited gifts of a value less than $25 (per 
C.F.R. Part 200, § 200,318(c)). 

G. Any potential conflicts of interest concerning Federal awards must be disclosed in 
writing to the Federal awarding entity or pass through agency according to the 
applicable Federal awarding agency policy by the CEO (per 2 C.F.R. Part 200, 
§200.112). 

H. Once a potential conflict of interest concerning a Federal award has been 
discovered, the CEO in consultation with the Executive Committee will determine 
if a conflict of interest actually exists.  While the matter is being investigated, the 
employee, officer or agent involved will refrain from any activity concerning the 
Federal award at question.  If it is determined that the potential conflict of interest 
is an actual conflict of interest by either the CEO and Executive Committee or by 
the Federal awarding agency or pass through agency, then the employee, office or 
agent will be permanently removed from any work connected to the Federal grant. 

I. If an employee, officer or agent fails to disclose a potential conflict of interest that 
he or she knew or should have known of, he or she may be removed from future 
participation in HLB activities as determined by the Executive Committee (per 
Uniform Guidance req.) 

 

HLB Financial Management Policies 
 

 
III.  Purchasing and Procurement 

A. All purchases and procurements made by the HLB must be necessary for the 
operation of the agency or its funded programs.  Purchases and procurements to be 
allocated to any particular funding source must be allowable by that source.  The 
cost of the purchase or procurement must be reasonable. 

B. If a purchase is funded by a specific grant, employees shall follow all purchasing 
procedures required by the grant provider. 

C. If possible, HLB will partner with state and local governments for procurement or 
use of common or shared goods and services. 

D. If possible, to reduce project costs HLB will use federal excess or surplus property. 
E. The HLB will use responsible and reputable contractors.   
F. The HLB will avoid time and material type contracts unless no other contract type 

is appropriate.  If such a contract is used, a ceiling on the contract price must be 
enforced. 

G. Purchases of less than $7,500 must be authorized and documented as outlined in 
the HLB Financial Procedures: Purchasing. 



Draft Spring 2019, Financial Policies and Procedures Page 8 
 

H. For purchases of $7,500 or more, at least two bids must be obtained.  The bid 
selected must be the lowest bid which is most responsive to the needs of the 
organization and project. 

I. Employees will conduct all procurement transactions in a manner that maximizes 
free and open competition. Awards shall be made to the bidder whose bid or offer 
is responsive to the solicitation and is most advantageous to the recipient, price, 
quality and other factors considered. HLB reserves the right to reject any and all 
bids or offers, if deemed to be in its best interest. 

J. A file shall be kept with a copy of the product information, a list of individuals/ 
organizations from which a price was obtained.  In all instances in which the 
lowest price was not selected, justification documentation, such as a memo 
outlining the selection criteria, shall be placed in the file.  

K. Federal Debarment Standard -- When purchasing goods and services through the 
utilization of federal funding, HLB will ensure that the contract awardee is not 
debarred or suspended from doing business with the federal government nor 
delinquent in a debt to the United States.  Before a contract is awarded, staff from 
HLB will consult the Federal Government's General Services Administration 
("GSA")'s "List of Parties Excluded from Federal Procurement or Non-Procurement 
Programs". (2 CFR 200) 

 
Related Procedure Sections 
 III A Purchasing (Under $7,500) 
 III B Procurement (Purchasing over $7,500) 

III C Travel Expenditures 
 
Related Forms 
 Purchase Order Form 
 Local Travel Expenses Form 
 Extended Travel Authorization Form 
 Travel Reimbursement Form 
 

HLB Financial Procedures 
 
III A  Purchasing under $7,500  

A. These purchasing policies and related forms apply to all purchases under $7,500 
including all travel expenses paid for by the HLB. 

B. Purchasing of items 
1. General office supplies—The Executive Assistant is responsible for the 

restocking of office supplies for the general use of the office.  No prior 
approval is required for the reasonable restocking of office supplies. 
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2. Program supplies and other purchases—All other purchases must be 
approved by the staff member’s program director.  Purchases over $250 
must also be approved by the CEO. 

3. Documentation for these purchases must include a signed Purchase Order 
form with a signed receipt acknowledgement and packing list if possible. 

4. Prior to placing the order, the staff will turn in the signed Purchase Order to 
the Grant Accountant who will assign a Purchase Order number.  If possible 
the Purchase Order number should be given to the vendor when the order is 
placed. 

5. Every effort should be made by staff to purchase the item at the lowest cost 
possible.  If an item costs in excess of $250, the staff must attach 
documentation of pricing the item with at least two vendors unless there is 
not more than one vendor of the item.  This documentation should be 
attached to the Purchase Order form. 

6. Items which will continually be purchased on a regular basis, may be 
approved via C. Continuous Subscriptions. 

C. Continuous Subscriptions 
1. A continuous subscription which will cost $7,500 over one year must follow 

the guidelines for purchases over $7,500 or more. 
2. Purchases of a continuous subscription must be authorized by the staff 

member’s program director.  If the total cost of the subscription will exceed 
$250 per year, the subscription must also be approved by the CEO. 

3. A Purchase Order form with authorizations must be completed for a 
Continuous Subscription once a year either at the renewal of the 
subscription/service or at the beginning of the new fiscal year (if the 
subscription/service is not formally renewed). 

 

HLB Financial Procedures 
 
 
III B Procurement (Purchasing over $7,500) 

A. Sealed Bid is a method of procurement where bids are publically solicited.  This 
method requires formal advertising and results in a firm fixed-price contract being 
awarded to the lowest responsive and responsible bidder.  Bids are publically 
opened. 

B. Competitive Proposal is a method of procurement less formal than a sealed bid 
which still requires publicizing and soliciting bids from an adequate number of 
qualified sources. 

C. Price quote is a written price quote for a purchase from an adequate number of 
vendors. 
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D. Depending on the nature and dollar amount of the procurement, the CEO will 
select one of the methods of procurement to use in a purchase.  A competitive 
proposal should be used for procurement of over $150,000. 

E. On the rare occasion when a sole source must be used for a procurement, the 
reason that the procurement could be made only through one source will be fully 
documented.  For federal contracts, the sole source procurement will be approved 
by the federal agency or passthrough agency funding the procurement.  

F. Written procurement documents must: 
1. Include a description of the needed goods or services 
2. Be clear, accurate and spell out the technical requirements  
3. Cannot contain elements that unduly restrict competition 
4. Describe what requirements the bidder is expected to fulfill 
5. Include what factors will be used to evaluate the bids 
6. Describe the technical requirement for the procurement in terms of the 

function to be performed. 
G. Upon completion of the biding process, a Purchase Order Form will be completed 

with the authorization signed by the CEO as back up for invoices related to the 
procurement. 

H. All records of the procurement process will be kept in HLB files. 
 

HLB Financial Procedures 
 
 
III C Travel Expenditures  

A. The HLB will reimburse staff for business related travel that is reasonable, 
allowable and allocable. 

B. Local Travel 
1. Local travel is a short, day business trip no more than fifty miles from the 

staff person’s office base that does not require an overnight stay. 
2. Office base is the assigned office out of which the staff member works.  
3. Use of personal vehicles is reimbursed on an actual mileage for the trip for 

the business portion of the trip.  Reasonable mileage must be calculated for 
the most direct route plus any required business travel while at the business 
site. 

4. Business mileage does not include the employee’s commute to/from work.  
If the work day begins at a different location than the staff member’s Office 
base or the last trip of the day ends at a different location than the staff 
member’s Office base, the staff member must subtract from the total miles 
associated with the trip unless a negative balance would result. 
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5. The business mileage rate covers all costs of operating the vehicle including 
gasoline, oil, insurance and repairs.  Receipts for tolls and parking fees are 
reimbursed separately and not included in the business mileage rate. 

6. The HLB will not reimburse staff for other expenses including, but not 
limited to driving or parking, violations, fines, vehicle damage or insurance 
deductibles as well as the result of an accident, break down, tow or resultant 
meals and lodging. 

7. The cost of meals during local travel are not reimbursed. 
8. The mileage rate is set in accordance with that established by the federal 

government.  Mileage reimbursement is not taxable. 
9. To receive reimbursement, staff members must complete a Local Travel 

Expenses form that should be signed by the staff member’s supervisor.   
C. Extended Travel Reimbursement  

1. Extended travel  is any business related travel of more than 50 miles or 
where the traveler is required to be away overnight. 

2. Mileage and incidental expense rate is the per day rate for Meals and 
Incidentals for travel to various locates throughout the United States by the 
Federal Government. 

3. Prior to incurring any expenses for the travel, the Extended Travel 
Authorization Form should be completed with cost estimates for airfare, 
hotel, etc. and turned into the Grant Accountant who will look up the per 
diem payments, calculate the total trip cost, verify there is funding available 
for the trip and assign a purchase order number to the travel. 

4. Approval of Extended Travel must also follow the specific requirements of 
the grant which will be funding the travel. 

5. All extended travel must be approved by the staff member’s supervisor in 
advance of the trip.  If the total trip expenses will exceed $250, the CEO must 
also approve the trip. 

6. Once the Extended Travel reservations and charges have been made, the 
staff member should attach documentation of the charges to the agency 
credit card to the Extended Travel form and turn it into the Grant 
Accountant.   

7. Pinellas HLB will pay staff members a per diem rate to cover meals and 
incidental expenses.  No receipts will be required to back up these expenses.  
The first and last day of travel are paid at 75% of the per diem rate.  The per 
diem rate can be found at the GSA site. 

8. If the staff member attends a conference, class, convention or meeting at 
which meals will be provided, the per diem will be reduced by an amount 
for each meals based on the GSA breakdown. 

9. Receipts must be provided for all other expenses to be reimbursed. Expenses 
that can be reimbursed include the following: 
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i. Airfare or other fare for travel in coach or economy class or the 
lowest fare available 

ii. Fares for shuttle or airport bus service, where available; costs of 
public transportation for other ground travel 

iii. Taxi, Uber, Lyft, etc. fares, only when there is no less expensive 
alternative. Tips of no more than 10% of the fare 

iv. Car rental fees, when approved in advance by supervisor and only 
for compact or mid- sized cars 

v. Mileage costs for use of personal cars, only when less expensive 
transportation is not available. If mileage costs are to be reimbursed, 
the staff member should use the Local Travel Form for reporting 

vi. Cost of standard accommodations in mid-priced hotels, motels or 
similar lodgings or in conference hotels 

vii. Parking and Toll Costs 
viii. Charges for telephone calls, fax and similar services required for 

business purposes 
ix. Registration fees for approved conferences or conventions. 

10. The traveler will submit a Travel Reimbursement Voucher along with 
receipts for payment of the per diem and all personally paid travel expenses. 

 
 

HLB Financial Management Policies 
 

 
IV.  Funding and Sub-Grantee Policies 

A. The CEO will oversee the application, proposal review, and prioritization processes 
for the Continuum of Care and pass-through funds from the State or other sources, 
with ongoing reporting to the Executive Committee.   

B. The Board of Directors will approve annually between 5 and 7 persons to serve as 
members of an ad-hoc Prioritization Committee, to review and rank all proposals 
for competitive, pass-through, or Continuum of Care funds. These members shall be 
independent of agencies applying for funds from any pass-through programs. 

C. HLB staff or appointed persons will prepare and distribute Requests for Proposals 
for funding based on HLB-approved priorities. They will develop timetables and 
scoring guides for completion of the prioritization and ranking process, and oversee 
the fair and equitable scoring and prioritization of applications.  

D. HLB staff shall secure approval of the prioritized list of applicants from the Board of 
Directors following the completion of this process for each grant cycle.  

E. Grievance Process: once the review and selection process is completed for each 
Request for Proposals, an applicant may file a grievance within 72 hours of the 
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posting of the scores, and provide the grievance to the Board of Directors for review 
and decision.  

F. Contracts with Subgrantees of pass-through funds are developed by the Grant 
Accountant. Reporting requirements in the contracts will match those required by 
the funder, at a minimum.  Federal grant sub-contracts will contain all provisions as 
required by Uniform Grant Guidance.  

G. Final contracts will be signed by the sub-grantee and the CEO or Board Chair (if 
required by funder). 

H. Prior to hiring/promoting HLB staff who are in key positions relating to the selection, 
management and administration of Federal grants, the individual’s status on the 
Excluded Parties List will be checked.  If the individual has been suspended or 
debarred from participating in Federal grants, the individual cannot be hired or 
promoted. 

 

HLB Financial Management Policies 
 

 
V.  Cost Allocation 

A. All costs paid must be ordinary, necessary, within the budget, are arms length 
transactions, and do not deviate from established practices of the organization. 

B. A cost will be considered reasonable if, in its nature or amount, it does not exceed 
that which would be incurred by a prudent person under the circumstances 
prevailing at the time the decision was made to incur the costs. 

C. Expenses are charged directly to programs when specific identification is available. 
D. Expenses are prohibited to be used for any purpose that is ineligible under a 

funding award. 
F. Expenditures for each grant, loan, or contract are to be recorded according to the 

budget categories for that particular funding source.   For each funding award, 
HLB will maintain records that allow for a comparison of outlays with approved 
budget amounts. 

G. HLB follows the Uniform Guidance (2 CFR Part 200) cost principles when there are 
government funds involved. Programs and grants will not be charged for (2 CFR 
Part 200) un-reimbursable items such as, but not limited to:  entertainment, 
fundraising expenses, bad debts, fines or penalties, or interest on debt. 

H. Before HLB seeks reimbursement from a funder, it will ensure that the costs for 
which it is seeking reimbursement are allocable to that funder.  A cost will be 
considered allocable to an external funding source (unless otherwise prohibited) if 
it is treated consistently with other costs incurred for the same purpose in like 
circumstances and if: 
1. The cost is incurred specifically for the award. 
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2. The cost benefits both the award and other work and can be distributed in 
reasonable proportion to the benefits received, or 

3. Is necessary to the overall operation of the organization, although a direct 
relationship to any particular cost objective cannot be shown. 

I. Any cost allocable to a particular award or other cost objective may not be shifted 
to other awards to overcome funding deficiencies, or to avoid restrictions imposed 
by law or by the terms of any award of funds. 

 
Related Procedure Sections 
 V A Grant Allocation and Billing 

 

HLB Financial Management Procedures 
 

 
V A  Grant Allocation and Billing 

A. The Grant Accountant invoices each funder as required in the funding agreements/ 
commitments. 

B. The allocation of the costs of invoices, payroll, travel reimbursement and other 
expenses to the grants HLB has received is determined by the Grant Accountant. 

C. Reimbursement based grants:   
1. If an invoice to the funder for actual expenses during the reporting period is 

required, the Grant Accountant gets the information for the invoice from 
expenses coded to the funding source during the reporting period in 
QuickBooks. 

2. The transaction report for the reporting period is printed as backup to the 
invoice or later report and, if required by the funding contract, copies of 
listed invoices and/or payroll are used as backup. 

3. The invoice is entered into Receivables by the Grant Accountant. 
D. For pass through grants: 

1. The Grant Accountant reviews the reimbursement request and related 
paperwork submitted by the sub-contractor for accuracy as well as 
conformity with the budget and grant requirements. 

2. Once the paperwork has been verified, the Grant Accountant prepares the 
reports and backup packet for the funder. 

3. The reimbursement request and payment for the subcontractor are accrued 
as income and expense in the month the report to the funder is for. 

4. When payment for reimbursement request is received from the funder, the 
Grant Accountant submits a Remittance Advice and backup paperwork to 
the Executive Assistant so that the sub-contractor can be paid through the 
accounts payable system as soon as possible. 
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E. If allowed by the grant, the Grant Accountant may elect to request a cash advance 
to be received prior incurring the related expense.  The expenses to be paid must be 
funded by the grant and be due within one month of the cash advance being 
received. 

F. Each month, the Grant Accountant prepares a monthly billing packet for each 
funding source detailing the all expenses charged to each funding source.  These 
packets are reviewed regularly by the COO to verify the billing amounts and the 
allocation of the costs to the correct grant. 
   

 

HLB Financial Management Policies 
 

 
VI.  Cash Management 

A. Bank accounts are established as required by donors and funding requirements.  
The CEO may also open a bank account to isolate funds for a particular agency 
purpose. 

B. HLB keeps all funds available not already invested in a federally insured bank. 
C. The CEO of the Pinellas County Homeless Leadership Board, Inc. is authorized to 

sign organizational checks for any amount which falls within the approved annual 
budget. 

D. Other than the CEO, individuals authorized to sign checks include the Chair, 
Secretary and Treasurer of the Board. The Executive Committee must formally 
approve any others who are authorized to sign checks.  

E. The approval of new signers shall be automatic with the election of new officers. 
F. HLB has an Operating Reserve bank account which is an unrestricted fund balance 

with the purpose of stabilizing agency finances in the case of unexpected cash flow 
shortages, expense or losses. The Operating Reserve shall not be used to make up 
for income shortfalls, unless the agency has a plan to reduce expenses or have a 
new source of income in the near-term future. 

G. The Grant Accountant reconciles account bank statements on a monthly basis.  The 
reconciliations and statements are reviewed and approved by the Board Treasurer. 

H. A Line of Credit has been established by the Board of Directors.  The purpose of 
the Line of Credit is to provide additional resources when the Operating Reserve is 
insufficient to pay necessary bills and/or payroll. 

I. The Homeless Leadership Board may approve the placement of assets not needed 
for immediate operations in other than the non-interest earning general operating 
account, assuring compliance with all contractual requirements and using the 
principles identified below:  
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1. Minimize Risk: Board-defined minimum risk strategy that is reviewed 
annually. 

2. Maximize Investment Return: Within the parameters defined funds are 
invested at the highest area interest/return available.  

3. Support Local Banks and Institutions if economically feasible. 
 

Related Procedure Sections 
 VI A Check and Cash Receipts 
 VI B  Electronic Funds Transfers 
 VI C Credit Cards 
 VI D Cash Disbursements 
 VI E  Payroll 
 VI F Bank Account Monthly Reconciliations 
 VI G Operating Reserve Account 

VI H Use of Line of Credit 
 VI I   Investing Procedures 
 

HLB Financial Management Procedures 
 

 
VI A.    Checks and Cash Receipts 

A. The Executive Assistant opens daily mail, makes daily log of cash receipts, 
restrictively endorses payments, notes any restrictions on donations on the log 
entry. 

B. The CEO reviews and initials the daily log of cash receipts. 
C. The Grant Accountant prepares bank deposit slips, listing each item, makes the 

deposits, enters them into the accounting software and includes them on a 
Deposit List with a designated number for each deposit. 

D. Receipts are deposited at least weekly, as they are received.   
E. Donations to HLB by check or cash will be acknowledged by return thank you 

letter, including the amount of the donation, the purpose or restriction (if any 
noted), the date of donation, and the name and address of the donor. 
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HLB Financial Management Procedures 
 

 
VI B.    Electronic Funds Transfers 

A. On a weekly basis, the Grant Accountant will monitor the operating checking 
account on line to identify any new electronic fund transfers whether into or out of 
the operating checking account. 

B. If the Grant Accountant is unable to identify the reason for the transfer, the Grant 
Accountant will immediately notify the CEO and Executive Assistant about the 
activity in the account.  If they cannot identify the activity, the Executive Assistant 
will contact the bank regarding the unauthorized activity. 

C. For electronic deposits: 
a. The Grant Accountant will attempt to find a document that demonstrates 

the source of the payment into the account as backup.  If such a document 
cannot be located, the Grant Accountant will use a printout of bank activity 
as backup. 

b. The Grant Accountant will enter the deposit into the Deposit List, give it a 
deposit number and enter the deposit into the HLB accounting system. 

D. For electronic withdrawals: 
a. The Grant Accountant will attempt to find a document that demonstrates 

the reason for the withdrawal from the account as backup.  If such a 
document cannot be located, so long as the Grant Accountant can determine 
that such a withdrawal is valid, the Grant Accountant will use a printout of 
bank activity as backup. 

b. The Grant Accountant will assign a cost allocation to the withdrawal and 
enter the withdrawal into the HLB accounting system. 

c. The Grant Accountant will give the backup documentation for the 
withdrawal to the Executive Assistant. 

d. The Executive Assistant will give the backup documentation to the CEO and 
Board Treasurer for signatures according to the rules regarding Cash 
Disbursements. 
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HLB Financial Management Procedures 
 

 
VI C.    Credit Cards 

A. The CEO can authorize any staff person to receive an agency credit card. 
B. An agency issued credit card may only be used for charges for the business 

purposes of the HLB. Personal purchases of any type are strictly prohibited. 
C. Expenses must be for approved budget items only. 
D. Pre-approval from the CEO must be obtained for all purchases in excess of $250, 

for any subscription incurring a total cost of more than $250 annually or for any 
non-local travel.  

E. Employees may not take cash advances out using an agency credit card. 
F. The employee issued the card must make every effort to safely store the card. If the 

card is lost or stolen, the employee must notify the Executive Assistant 
immediately.  

G. Once the purchase has been made, the receipt for the purchase must be turned into 
the Grant Accountant along with a completed and signed Purchase Order Form.  If 
the credit card is used for travel expenses, all receipts must be turned into the 
Grant Accountant upon completion of the trip.  They should not be attached to a 
Travel Reimbursement form. 

H. For payment expediency, the Executive Assistant or Grant Accountant may utilize 
the CEO’s credit card to charge a previously properly approved purchase. 

I. The agency credit card is the property of The Pinellas County Homeless 
Leadership Board.  An employee leaving the employment of the agency must 
surrender the credit card to the Executive Assistant who will cancel the employee’s 
account. 

J. All employees receiving an agency credit must sign a copy of the agency credit 
card policy prior to receiving the credit card. 
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HLB Financial Management Procedures 
 

 
VI D.    Cash Disbursements 

A. Cash disbursements are made by check or electronic transfer of funds initiated by  
the Executive Assistant.  The electronic transfer of funds for payroll is initiated by 
the payroll vendor. 

B. All checks are to be pre-numbered and accounted for by the Executive Assistant 
(used, voided, and not used). Voided checks are to be properly defaced and 
maintained. 

C. The Grant Accountant enters invoices for payment into the accounting system for 
payment.  The grant allocation for the invoice should be written on the invoice. 

D. Each disbursement must have the appropriate backup documentation attached 
prior to the generation of a check or electronic transfer of funds. 

E. The CEO and Board Chair or Board Treasurer review and approve all payments, 
including backup for any charges paid via electronic funds transfer, and/or check 
requests for payment. 

F. Checks are signed by the CEO and/or the Board Chair, Secretary or Treasurer. 
Check signers compare data on supporting documents to checks presented for 
their signature. 

G. Any check where a signatory of the account is a payee must be signed by a 
different signatory of the account. 

H. The Executive Assistant is responsible for mailing checks. 
I. Paid invoices and accompanying paperwork are filed in the Vendor Files in the 

Executive Assistant’s office.  
 

HLB Financial Management Procedures 
 

 
VI E.    Payroll 

A. HLB uses a payroll processing company.  The Payroll Company calculates the 
payroll, payroll taxes, workers comp and 401K contributions (both agency and 
employee).  It tracks employee leave time.  It withdraws funds from HLB’s bank 
account to direct deposit employee net pay and make all payroll tax and workers 
comp payments.  On a quarterly and annual basis, it generates and submits tax 
reporting. 

B. All salary changes are authorized by the CEO. 
C. Payroll is every two weeks.  Employees submit completed timesheets to his/her 

supervisor for review and signature.  All supervisors turn their employees’ 
timesheets into the Executive Assistant. 
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D. Employees who work for more than one HLB project must also break down their 
worked hours by project so that their staff expenses can be properly allocated to 
the projects they work for. 

E. By the second payroll paid in the month, the Grant Accountant has calculated the 
prior month’s mileage and gives the Executive Assistant the mileage to be paid out 
in the second payroll. 

F. The Executive Assistant collects all relevant information for the payroll and sends 
it to the Payroll Company so they may run the payroll. 

G. All payroll reports are available on the Payroll Company’s website accessible by 
the Executive Assistant and the Grant Accountant.  The payroll register, which 
includes gross wages and related benefit costs for HLB employees, is printed out 
and reviewed for accuracy by the Executive Assistant.  

H. The CEO approves the payroll register. 
I. The Grant Accountant calculates and enters the payroll entries. 
J. HLB retains a copy of each employee timesheet.  A copy of the payroll register is 

kept in a payroll file.  
 

HLB Financial Management Procedures 
 

 
VI F.  Bank Account Monthly Reconciliations 

A. The Grant Accountant will reconcile the monthly bank statements using a 
downloaded version of the bank statement and give them to the Executive 
Assistant who provides the reconciliation report with the bank statement and 
deposit log to the CEO and the Board Treasurer for review.  

B. The Board Treasurer will receive the bank statements directly from the bank 
(through either mail delivery or direct download from the bank’s website) for 
examination and comparison to the reconciliation reports received from HLB staff. 

C. The Grant Accountant and the Board Treasurer’s examination of the bank 
statements will include the following: 

a. Any cancelled checks made out to unfamiliar payees. 
b. Any cancelled checks with the signature of someone who is not a designated 

signer on the account. 
c. Any checks, deposit or electronic funds transfers that are not entered into 

the HLB accounting system. 
D. The Board Treasurer will indicate that the review of the reconciliation is complete 

and the reconciliation is accurate by either signing a copy of the bank statement 
and reconciliation or by emailing notice to the Executive Assistant that the 
reconciliation is approved.  
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HLB Financial Management Procedures 
 

 
VI G.  Operating Reserve Account 

A. The primary reserve goal is three months of HLB expenses as determined by the 
CEO and accounting staff. 

B. After the conclusion of the Annual Audit, the Board of Directors will calculate the 
amount of the annual reserve contribution based on the prior year’s performance. 

C. The monthly expense amount will be reviewed on an annual basis, unless 
circumstances require an earlier evaluation. 

D. Once the primary reserve goal is reached, the CEO and the Finance Committee 
shall determine whether current economic conditions indicate a larger reserve 
amount is needed, if so the reserve goal will be increased to six months of HLB 
expenses and contributions to the Operating Reserve shall continue. 

E. At no time will the balance of the Operating Reserve account exceed six months of 
HLB’s operating expenses. 

F. If Operating Reserve funds are used because of an unexpected financial event, 
these funds will be put back into the Operating Reserve as soon as fiscally possible. 

 

HLB Financial Management Procedures 
 

 
VI H  Use of Line of Credit 

A. As there is a cost involved in borrowing on the line of credit, all other options 
including using the funds in the Operating Reserve and holding off on paying 
new invoices shall be utilized instead of accessing Line of Credit funds. 

B. Use of the Line of Credit shall be viewed as a temporary cash flow solution and 
not a permanent replacement for a lack of income.  The funds borrowed shall be 
paid back as quickly as possible. 

C. The Executive Assistant regularly monitors the balance of all bank accounts and 
will decide if there is a need to borrow funds from the Line of Credit. The CEO 
will approve in writing, either by memo or email the request to borrow funds 
which would be completed by the Executive Assistant. 

D. The balance of the Line of Credit shall be reported specifically at all Finance 
Committee meetings until the balance is zero. 
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HLB Financial Management Procedures 
 

 
VI I.  Investing Procedures 

A. At least annually the CEO and/or Treasurer reviews with the Board of Directors 
the projected cash needs of the corporation and the assets available for 
investment. 

B. At least annually Board of Directors provides the CEO and Treasurer with 
guidance regarding investment and institutions. 

C. The Board Chair and Treasurer will consult with CEO between meetings on 
such matters as investment period timeliness and institutional issues. 

D. The Board of Directors will define a policy for minimizing risk annually.  
 

HLB Financial Management Policies 
 

 
VII.  Capitalization and Depreciation 

A. Certain items purchased by the agency have a significant cost and a 
useful life of two or more years. 

B.  All items with a value greater than $2,500 are capitalized over a period 
of five years. 

C. The HLB uses the straight line method of calculating depreciation 
calculating depreciation from the date the item is put into service.  

D. Depreciation is entered into the accounting system on an annual basis, as 
part of the end of year journal entries by the Grant Accountant. 

 

HLB Financial Management Policies 
 

 
VIII.  Collection or Write-off of Delinquent Accounts 

A. The HLB may utilize outside collection agencies if all past efforts to collect money 
due have been exhausted. The CEO, with Board approval, has discretionary 
authority to submit delinquent debts (over 90 days) to an outside collection agency. 

B. Records must indicate that all efforts to obtain payment have been exhausted 
before the decision is made to write off any debt. 

C. The CEO and/or the Treasurer have the discretion to approve debt write-offs of a 
Board-authorized amount.  Any amount above the Board-authorized amount that 
is requested to be considered a write-off must be approved by the Board of 
Directors.   
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HLB Financial Management Policies 
 

 
IX.  Non-cash Donations 

A. The HLB will account for, acknowledge, and properly receipt non-cash donations, 
and use such donations in a way that honors the wishes of the donor. 

B. All non-cash (in-kind) donations with an estimated value of $2,000 or more must 
be approved by the CEO. 

C. Accounting records maintained by the HLB will reflect the value of significant 
service and material contributions to the HLB, such as professional services or non-
depreciable items valued at $1,000 or more. 

D. Securities and/or negotiable instruments donated to the HLB shall be received and 
accounted for as specified by GAAP. 

E. Receipts are provided to each non-cash donor identifying the items, date received, 
donor’s name and address, and signature of the representative receiving the 
donated property.   

F. Supporting evidence of the value of donated items for the purpose of preparing 
individual income tax returns is the sole responsibility of the donor. 
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X. Inventory 
A. An inventory will be maintained by the Executive Assistant or designee of material 

items purchased in bulk for HLB-sponsored activities and events. 
B. The Computer Service Company has a list of the agency’s current computers. 
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__  One time purchase $_________  total price 

___ Continuous Subscription/Service $_______  per ________________ (month/quarter/year etc.) 

If a longer description is needed, attach sheet.  All ordering/pricing information should be attached to 
this sheet. 

 

Purchase Approval  
Program Director Approval: 
 

Date: 

CEO Approval (above $250): 
 

Date: 

Method of Payment  
___ Personal Credit Card (to be reimbursed) 
 
___ HLB Credit Card 
 
Acknowledgement of Receipt 
 
Date Received:_____________________ 
 
Signature:______________________________ 
 

 
___ HLB Account with vendor 
 
___ Check needed for purchase 
 
 
PURCHASE ORDER NO.___________________ 
 
 

Date Submitted: Staff Name: 

Description:  

Vendor Selected: 

If purchase should be funded by a specific grant, which grant? 



Name : MONTH OF:

Date: From: To: Purpose:
Round 

Trip xRate Amount

Tolls, Parking, Meters, etc. 0.00

Total: 0.00
Additional Explanation:

I do solemnly swear (or affirm) that this account is just and true in all respects, that payment therefor has not been received;

and that my statement of travel performed by motor vehicle correctly reflects travel performed by me on official business

and conforms in every respect with Section 112.061, Florida Statutes.

Traveler's Signature: Date:

Supervisor's Signature: Date:

One-way Miles

THE PINELLAS COUNTY HOMELESS LEADERSHIP BOARD
LOCAL TRAVEL EXPENSES
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Pinellas Homeless Leadership Board 
Extended Travel Authorization Form 
Trip Information  

Staff Name:  

Conference/Seminar/Other:  

How is this trip in furtherance of the duties of your position? 
 
 

 

Trip Dates:  

Location:  

 

Anticipated Costs  

Conference/Seminar Fee Amount:_________________ 

Charge to  ___ Company Card ___ Personal Card 

Airfare Amount:_________________ 

Charge to ____ Company Card ___Personal Card 

Hotel Daily Rate:________  No. days:______ 

Charge to ____ Company Card ___ Personal Card 

Meals for ____ days Parking costs ___ Y/N 

Use of Personal Car(mileage 
reimbursement)   _______ (Y/N) 

Taxi/Uber/Etc.  ________ 

Other Anticipated Costs:  (Please List) 
 
 
 

Purchase Order No.____________________________ 

 
Staff Signature:_______________________________________________________ 
  

GRANT FUNDING:_________________________ 
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For Completion by Grant Accountant  

Per Diem Rate: Total Estimated Cost of Trip: 

Funding Available for Trip:    

 
Director Signature:___________________________________________________ 
 
CEO Signature (if needed):_____________________________________________ 
 
**Once staff member has approvals signed and made travel arrangements, attach receipts for all costs of 
trip billed to company credit cards to this form and turn into Grant Accountant.** 



eff. 7-1-2018 HLB Travel Reimbursement Voucher revised 10-8-18

Pinellas County Homeless Leadership Board

Travel Reimbersement Voucher

Name: Susan Myers___________________________ Date:

Reason for trip:

Date of Departure: City/Zip Code of Trip Location:
Date of Return:

For Admin Use Only:
Per Diem Reimbursement

Per Diem Calculation Sheet
75% first and last day

Per Diem for Location Total Days Full Days
Date Leave: Date Return

Per Diem Totals first last:
Per Diem Adjustments GSA Value Breakdown Meals Provided at Conference/Meeting Deduction Amount
Breakfast
Lunch
Dinner
Incidentals
Total
Net Per Diem Reimbursement -           

Mileage

Date From To Miles

-         

-         

-         

-         

Total Mileage -         

Other Expenses Cost

Total Other Expenses -$                       

Total reimbursement -$                       

Staff Signature:

Supervisor Approval:
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