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SQA Chapter Financial Policy Form

Because of the varying needs and procedures among the Chapters, SQA HQ requests that each Chapter develop a standard Financial Policy to direct HQ’s actions in the Chapter’s financial affairs.  Below is a Financial Policy form for each Chapter to complete, which will enable SQA HQ to properly administer each Chapter’s finances according to its direction.  This Financial Policy should be updated on an annual basis, no later than February 28 of each year.

[bookmark: Text15]Date:       		Calendar year:  2026

Name/Position of Chapter officer/director with authority over this version of the form:
  	  		 

[bookmark: Dropdown1]Chapter Acronym:  

Control of Checking Account(s)

1. [bookmark: OLE_LINK5][bookmark: OLE_LINK6][bookmark: Text8][bookmark: Text2]The signatories on the Chapter’s checking account shall be:
Name:    	  		 	Position:   			      
Name:    	  		 	Position:   			      
Name:    	  		 	Position:   			    
Name:    	  		 	Position:   			    
Name:  Alison Cockrell			Position:  SQA Executive Director
Name: 	Jennifer Alluisi			Position:  SQA Deputy Executive Director


2.	Does the Chapter want to have checks held by a Chapter officer at its disposal?
[bookmark: Check3][bookmark: Check4] |_| Yes  |_| No
	If yes:
· Chapter officer shall request replacement checks as necessary.
· [bookmark: Text6]Name and/or position of the Chapter officer responsible for holding checks:  
 		    
· Checks should be kept under lock and key when not in the possession of a signer on the account.
· Name and/or position of the Chapter officer responsible for verifying with SQA HQ that adequate funds are in the account before the check is written and for providing documentation (i.e., a copy of the check and receipt) with proper account coding to SQA HQ after the check has been written for the bank records:  
 		    
Chapter officers/directors with spending authority shall be responsible for notifying SQA HQ  two business days in advance of any time period in which the Chapter will be writing any check so that the SQA Accountant may assure that adequate funds are available in the Chapter checking account.
· The Chapter representative must contact SQA HQ with the check number, vendor name, amount of the check, accounting code for the expense, a copy of the invoice, and a copy of the completed check when possible, within one (1) business day after the check has been written.  Scanned copies or photographs are acceptable.
· Please list the officer(s)/director(s) who currently hold checks:

Control of Investments

Is the Chapter retaining any investments? 
|_| Yes  |_| No
	If yes:
· Describe the type of investment(s) being maintained:
 		  								  
· Financial institution name, address, and account number(s):
 					    
 					    
 					    
· Name and/or position of the Chapter officer responsible for maintaining the investment(s):
 		    
Note:  It is required that the Chapter provide copies of any investment statements from such an account to SQA HQ to be kept with the rest of the Chapter’s financial records.

Control of Credit Cards
On behalf of each Chapter, SQA can provide Chapter credit cards with an aggregate limit not to exceed $5,000.

Does the Chapter want credit cards available to any individuals for the payment of Chapter expenses? |_| Yes  |_| No
	
If yes:
· Please list the names of the individuals who should hold Chapter credit cards and their respective credit limits. (Note: Total Chapter credit limit is $5,000.  This means that the total of all current transactions on all of the cards together should not exceed $5,000.  The total credit limits on all of the cards combined may be higher than $5,000, but no more than $5,000 may be charged on all of the cards combined at any one time.)
Name:    	  		  	Credit Limit:  $   		 
Address:    	  		   	  		   	
Name:    	  		  	Credit Limit:  $   		 
Address:    	  		   	  		   	
Name:    	  		  	Credit Limit:  $   		 
Address:    	  		   	  		   	
Name:    	  		  	Credit Limit:  $   		 
Address:    	  		   	  		   	
· Credit cards should be kept under lock and key when not in the possession of the cardholder.
· The Chapter Treasurer is responsible for providing approved documentation (i.e., an itemized receipt) with proper account coding to SQA HQ after a charge is made for the bank records:  

· The Chapter President shall be responsible for providing approval for credit card expenses made by the Treasurer.

Provisions for Theft or Loss

If a credit card is lost or stolen, the cardholder is responsible for reporting the loss immediately to SQA HQ. 

Accounts Payable Approval

1. The sitting Chapter Treasurer and President may approve invoices to be paid by SQA HQ on behalf of the Chapter. Approval requests will first be sent to the Treasurer, and then to the President if the Treasurer has not replied by two business days prior to the due date of the invoice.
 		    

2. Any payments made to the Treasurer must be approved by the Chapter President (e.g., petty cash, reimbursements, or money order).

Accounts Receivable

Will the Chapter ever receive payments made directly to a Chapter officer or other representative rather than payments made to SQA HQ?  |_| Yes  |_| No

		If yes:
· These funds must be sent to SQA HQ for deposit in the Chapter’s bank account
· The Chapter Treasurer shall be responsible for sending the funds to SQA HQ for deposit
·  The Chapter representative sending the funds to SQA HQ should make a copy of the check(s) and/or payment form(s) before sending the package and should also notify SQA HQ of the package tracking number in the case that the package is lost or stolen in transit to SQA HQ.  The Chapter may discard the copies upon confirmation of receipt of the package by SQA HQ.
· Any funds collected in cash must be converted to a money order or equivalent method prior to sending to SQA HQ to prevent theft of the cash in transit to SQA HQ

Financial Record-Keeping
1.	BUDGET
·  Name and/or position of the Chapter officer(s) responsible for creating the Chapter’s annual budget:
 		    
 		    
· Describe the process by which the Chapter’s annual budget is created:
 		  								  
 		  								  
 		  								  
Note: SQA’s procedure for creating its annual budget can be found in SQA SOP 
FI-01.
· [bookmark: Text13]Date by which the final budget must be approved:      
· If the Chapter wishes for the budget to be included in the monthly finance report, please provide the approved budget to SQA HQ.
· If the Chapter would like SQA HQ to participate in the creation and maintenance of the budget, please contact the SQA Accountant.

2.	ACCOUNT CODES
· SQA has provided to the Chapter a list of Account Codes used in standard accounting practice to track the Chapter’s income and expenses by categories.  If the Chapter would like additional categories to be included, or would like to use alternative category descriptions, please contact the SQA Accountant.

3.	FINANCE REPORTS
· Finance reports will be provided to the Treasurer by the 5th of the month 30 days after the end of the reporting period.
Example: Financial reports covering year-to-date January will be provided no later than March 5th. 
· SQA HQ generally provides a Statement of Financial Position, a Statement of Activities, a Statement of Functional Expenses and a Vendor Balance Detail as the standard financial report.  If the Chapter requires any additional specific information in its financial report, please contact the SQA Accountant.

4.	IRS FILING/AUDIT/REVIEW
· The Chapter Treasurer shall be responsible for assisting SQA HQ in preparing for IRS tax filings.
If the Chapter wishes to conduct an annual audit/review of financial records maintained by SQA, please contact the SQA Accountant.
· If the Chapter would like SQA HQ to hire someone to conduct an independent audit/review of its financial records at the expense of the Chapter, please contact the SQA Accountant. 
· For reference, the list of documents needed for the IRS filing/audit follows: 
· Current Bylaws
· Current Mission Statement
· Copies of any contracts between the Chapter and any other party executed during the previous year
· Year Ending Annual Report (including a summary of meetings and activities, and member benefits from the previous year)
· Year Ending copies of monthly bank statements for any account not maintained by SQA HQ
· Year Ending Receipts and Disbursements Journals (check registers) for any account not maintained by SQA HQ
· Year Ending Invoices for any expenses paid from any account not maintained by SQA HQ
· Year Ending General Ledger for any account not maintained by SQA HQ
· Year Ending General Journal Entries for any account not maintained by SQA HQ
· Year Ending Letter to authorize SQA to file a 990 for the previous year on behalf of the Chapter
· Year Upcoming Annual Plan (including any planned meetings and activities, and a proposed budget)
· Year Upcoming Officers and Directors List

As specified above, some of these documents may be maintained on the Chapter’s behalf depending on the details of the financial policy above and the signed Chapter agreement with SQA HQ.  All documents not maintained by SQA HQ shall be provided to SQA HQ by 28 February of each year.

Required Chapter Documentation

· Have any of the following policies and procedures been changed since the last financial policy was submitted to SQA HQ:
· Bylaws?  |_| Yes  |_| No
· Mission Statement?  |_| Yes  |_| No
· Document Retention Policy?  |_| Yes  |_| No
· Conflict of Interest Policy?  |_| Yes  |_| No
· Whistleblower Policy?  |_| Yes  |_| No




_______________________________________________________________
Officer Signature

_________________________________
Title

_____________________
Date

When the completed form is submitted to SQA Headquarters, in the absence of a signature and date, SQA Headquarters will use the transmittal email of this document as approval for implementation. 
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