PAGE  
10

Name of ORG
Financial Policies and Procedures

Policies

1. Access to Records by Members: Members may inspect the following records: IRS Form 990, Original application for tax-exempt status, and audited financial statements.

2. Access to Records by Current Board Members: All current members of the Board of Directors may inspect any and all records of the Association following notification of the executive director and the vice president of finance. 
3. Accounting Method: ______  utilizes the accrual basis of accounting that recognizes revenues when they have been earned and expenses when they have been incurred.

4. Fiscal Year: ______ ’s Fiscal Year is July 1 – June 30.

5. Accounts Payable Accruals: ______  accrues unpaid expenses on its financial records if such expenses are in excess of $1,000 individually.

6. Accounts Receivable Write-Off Procedures and Authority: All reasonable means of collecting accounts receivable will be exhausted before write-off procedures are initiated. Write-offs are to be properly documented. Customers listed as poor credit risks will be extended future credit only if the back debt, plus accrued interest, is paid and the customer has successfully completed a 90-day cash on delivery probation period. If write-off procedures have been initiated, the following accounting treatment applies:

a. Invoices written off that are dated during the current year will be treated as a reduction of the appropriate revenue account.

b. Invoices written off that are dated prior to the current year will be treated as bad debt.

7. Annual Audit: ______  will retain an accounting firm to conduct an annual audit. A request for proposals will be sent to all ______ -member CPA firms every five years. The ______  Board will choose the accounting firm based on the proposals received.

8. Bank Accounts: The Board of Directors will determine all institutions in which the Association shall maintain funds. No accounts may be established without a resolution of the Board.

9. Bank Reconciliation: Bank statements will be mailed, unopened, to the Vice President for Finance, who will review the statements to ensure that all vendors are legitimate. Once verified, the statement should be returned to the ______  office for reconciliation by a staff member not authorized to sign checks or disperse funds (when staffing resources permit).  However, usually, this is not possible and in these cases, reconciliation may be performed by the Executive Director.  Every attempt should be made to reconcile the statement within 30 days of its initial arrival in the mail, though this may not always possible because of the Vice President’s schedule. Once the bank statement is reconciled, a copy should be sent to the Vice President for Finance.
10. Bonding of Employees: ______  will bond all employees involved in the financial functions of the organization in the amount of $50,000 per employee.
11. Budget: The annual operating budget and capital budget shall be prepared by the executive director in conjunction with the committees and submitted to the Finance Committee for approval by March 15. The Finance Committee will recommend the approved budget to the Board of Directors for adoption prior to the annual business meeting of the membership (typically by April 15). The budget will include all resources necessary to complete the activities indicated in the annual implementation of the Strategic Plan. Committee chairs and vice chairs shall be included in the budgeting process to obtain action plans that may be helpful in ensuring a complete budget. The budget will reflect excess of revenues over expenses unless specifically adopted by the Board of Directors to reflect a deficit in any particular year. The budget will be monitored by the Executive Director for financial performance and by respective members of the Board and Finance Committee to ensure program goals are met. The budget will establish targets for production of line item net revenues to be achieved by programs and activities. Deviations from budget that meet the line item net revenue targets will not require Finance Committee or Board approval.

12. Capital Expenditures:  Association purchases will be made by competitive bid on all expenditures of $5,000 or more, and on any expenditure, as appropriate, unless rescinded by action of the Board or Executive Committee.

13. Reserves.  The monetary goal of the Prior Year Reserve is to achieve, as a minimum, a balance equal to one year’s operating expenses (determined as the highest annual expense amount achieved during the previous three years).  

14. Capitalization Cutoff Points: ______  will expense assets in the period purchased if these assets cost $1,000 or less individually. Assets costing in excess of $1,000 individually will be capitalized and depreciated in accordance with ______ ’s depreciation policies.

15. Check Disbursements: ______  will keep unused check supplies safeguarded in a fireproof safe. All check disbursements will require approved invoices or expense vouchers. The resulting checks will be signed by an authorized check signer.

16. Check Endorsement Policy: All checks should be endorsed immediately upon receipt with a stamp for deposit only into the ______  (or ______  Foundation) checking account. The stamp will include the appropriate bank name and account number.
17. Check Signers: Check signing authority is granted to the Executive Director, President, President-Elect, Vice President for Finance and the Immediate Past President where the expenditure is included in the current fiscal year budget or an existing contract.  The Executive Director will collect all invoices and ensure that proper documentation and authorization is included prior to payment. 
With regard to expense checks for ______  staff, the expenses will be reviewed and approved by one member of the Executive Committee.  This review and approval may occur via fax.  Once approval is granted, then the Executive Director is authorized to sign the expense check.  
Checks over $3,000, whether budgeted, contracted or not, require two signatures.  
In cases where distance and time are factors in obtaining two signatures, the check could be faxed to one or both signer(s) who would send a memo back to the Executive Director noting the need to disburse the check quickly and authorizing disbursement of the check with his/her faxed approval.
18. Collection Procedures: ______  will invoice for services immediately following completion of the service. Thirty days after the date of the original invoice, statements will be mailed to outstanding accounts. Sixty days after the date of the original invoice, an employee will contact the customer via telephone and attempt to collect the amount due. A record will be kept of telephone contacts. 

19. Contract Signing Authority: Authority to sign contracts is granted to the Executive Director, as long as the financial implications of the contract are included in the organization’s budget or have been approved by the Board of Directors. Contracts that have unbudgeted financial implications must be approved by the Board of Directors. Volunteer members, including individual Board members and officers, do not have authority to sign contractual agreements on behalf of ______  unless specifically authorized by the Board of Directors. The ______  President is granted the authority to sign the Executive Director's employment contract.  Any contracts signed under these terms must be furnished to the Executive Director to be maintained at the ______  office.

20. Control over checks and cash: Checks and cash will be deposited at least once weekly, and more frequently if large amounts (over $5,000) are received. Undeposited funds will be kept in a locked drawer or cabinet.

21. CPA Firms: Audited Financial Statements: The Executive Director will distribute the audited financial statements to the Board of Directors and to organizations entitled to receive a copy because of contractual obligations or as required by law.
22. CPA Firms: The Management Letter: The CPA firm will present to the Board of Directors the management letter. The Board will determine the appropriate action required to correct deficiencies addressed.

23. Credit Cards: Credit cards will only be issued to the Executive Director and not to volunteer leaders of the organization. Proper documentation and reporting will be supplied for all credit card transactions. This includes monthly review and approval of the credit card statement by the Vice President of Finance or a member of the Executive Committee, in the absence of the Vice President of Finance, prior to the issuance of the check.  This review and approval process may take place via fax.
24. Deferred Revenue: Revenue collected for services to be rendered in the future shall be reflected on the organization’s financial statements as deferred revenue. This shall include dues.

25. Depreciation: ______  will depreciate all fixed assets using the straight-line method of depreciation, in accordance with the depreciation procedures established by the Internal Revenue Code. Furniture and fixtures will be assumed to have a seven-year life and computer equipment a five-year life.

26. Disbursement of Funds: Payment for all operating expenses and expenditures incurred in carrying out the programs and activities of ______  will be made by ______  staff. The Executive Director will collect all invoices and ensure that proper documentation and authorization is included prior to payment. The Executive Director is authorized to disburse payment for unbudgeted items up to $500 individually; items in excess of $500 and less than $1,000 can be authorized by the Vice President of Finance. Emergency unbudgeted expenditures exceeding $1,000 require the authorization of the Executive Committee. Other unbudgeted expenditures exceeding $1,000 require approval of the Board of Directors.

27. Fees: The Executive Director is authorized to set fees for all programs, activities, products and services other than dues.

28. Financial Statement Preparation and Distribution: Financial statements, including the statement of financial position and statement of activities, will be prepared and distributed on a monthly basis to the Board of Directors. An explanation of variances between financial performance and the current budget should be included.

29. Independent Contractors: ______  will evaluate criteria established by the IRS when assigning individual employee or independent contract status. Individuals qualifying as independent contractors will sign an Independent Contractor Agreement and will be issued IRS Form 1099 as applicable in accordance with federal requirements. Payment will be made to contractors only upon receipt of properly executed W-9 forms.

30. Insurance: ______  will have an independent insurance consultant review the organization’s insurance policies annually to ensure that coverage and limitations adequately meet the needs of the organization, members and employees. Coverage will include directors and officers' liability, meeting coverage, property and equipment, general liability and all others required by law, included in the ______  personnel policies or approved by the Board of Directors.

31. Investments: ______  maintains an investment policy separate from this document.

32. IRS Form 990: ______  will allow public access to IRS Form 990 as required by law. This access will be provided at ______ ’s headquarters during regular business hours. Copies of Form 990 will be mailed upon request.

33. IRS Form 990-T: ______  denies requests to inspect IRS Form 990-T because it is confidential information.

34. Leases: ______  records leases as either capital leases or operating leases in the financial records, based on appropriate qualification criteria.

35. Loans: Loans may not be extended to employees or members under any circumstance. Loans on behalf of ______  must be approved by the Board of Directors.
36. Lobbying Expenses: ______  will advise members of the nondeductibility portion of their dues payments by indicating the nondeductible percentage on the annual renewal invoices or other communication that may be appropriate.

37. Logo: ______  will include the organization’s logo on all forms used by the organization to the extent possible. This does not apply to internal office forms.

38. Long-Term Debt: ______  will include the current portion of long-term debt (the amount due to be paid within 12 months) with accounts payable on the financial records. The non-current portion of long-term debts will be included in the long-term debt section of the financial records.

39. Mailing List Sales: ______  will rent membership labels for one-time use only as long as the product or service is of interest to the membership. The mailing list should be sent in a hard-copy label format instead of an electronic format.   A discount will apply if the purchaser is a member of ______ . Purchasers will supply a copy of the intended mailing to the ______  office for review and may be required to sign an agreement regarding use of the mailing list. ______  does not rent lists of phone numbers, fax numbers or e-mail addresses.  The ______  Board can make exceptions to this policy in selected circumstances.
40. Mandatory Vacations/Leave: ______  requires employees to take annual leave due them, including at least one period of five consecutive business days. Only one week of annual leave may be carried over to the next year.

41. Petty Cash: ______  will maintain $200 or less in petty cash on hand for incidental expenditures. Petty cash will be kept under lock and key. In rare circumstances, the amount of petty cash may be increased to make change at an event, but the cash in excess of $200 should be re-deposited in the bank after the event. Expenditures will be documented with properly executed receipts or acceptable documentation when receipts are not practical. The fund shall be reconciled monthly and replenished as needed. The Executive Director shall have authority for approving petty cash expenditures.  During offsite ______  meetings, the authorized maximum amount for petty cash may be increased to $500.
42. Postage Log: ______  will maintain a postage log and charge the appropriate functions for actual postage used. Employees are prohibited from using the organization’s postage meter for personal mail.

43. Prepaid Expenditures: Prepaid expenses exceeding $1,000 shall be shown as an asset on the association’s statement of financial position, and they will be expensed in the proper period.

44. Records Retention and Destruction:   These items will be retained permanently: Articles of Incorporation, Bylaws (original and as amended), Correspondence (important and legal), Deeds, Bills of Sale, and all other documents conveying interest in Board property, Annual audited financial statements, Membership records and the Tax-exempt status letter for IRS.  These items will be retained for a period of seven (7) years: Business meetings, Board of Directors meetings, and Annual audited financial statements.  These items must be retained during the individual's term of office:  Contracts and Leases, Correspondence (routine), Accounting journals and records, and personnel records (staff).  These items must be retained on an annual basis:  Check vouchers, invoices, and receipts and can be destroyed at the end of the fiscal year.  All of the items listed above should be retained based on legal or accounting standards or requirements or based on IRS guidelines.
45. Refunds: ______  will publish the organization’s refund policy on order forms, invoices, dues statement, etc. No refunds will be allowed for dues. Full refunds for conference registrations, less a processing fee if appropriate, will be granted if the customer or member requests the refund prior to the pre-registration deadline. Refunds issued will reduce the corresponding revenue account accordingly.

46. Travel Expenses: ______  will reimburse travel expenses within 30 days of receipt of properly approved requests.  Receipts are required for all expenses in excess of $25. Expense guidelines follow:

a. Personal Mileage: Employees will be reimbursed for use of their personal vehicle on ______  business at the federally approved rate. Commuting mileage will not be reimbursed.

b. Public Carrier: The most cost-effective means of travel, such as coach airfare, must be used unless prior written approval of the executive director is obtained. 

c. Lodging: Travelers should seek reasonably priced lodging facilities. When attending conferences, lodging must be obtained at official conference-approved facilities unless approved by the executive director. Employees will be reimbursed entirely for basic room charge and applicable taxes. 

d. Meals: Employees will be reimbursed for reasonable costs for meals and incidentals. 

e. Taxi: Actual taxi fares, including tips and tolls, will be reimbursed for business travel. Taxi fares for personal travel will not be reimbursed.

f. Telephone: Personal calls must be limited to 15 minutes per day to be reimbursed.

g. Tips: Reasonable tips for baggage handling and similar services will be reimbursed.

h. Parking and Tolls: Parking fees and toll expenses will be reimbursed.

i. Car Rentals: Car rentals will be reimbursed if approved in advance by the Executive Director.

Procedures

Receivables: Receipts may be cash, check, American Express, MasterCard or Visa. Cash and check must be deposited into the ______  checking account. Credit card receipts are deposited into the account automatically, though these transactions must be entered into the membership database and accounting system.

All receipts should be processed through the front desk. All checks and cash should be recorded on a check log, and checks should be stamped “For Deposit Only” with the ______  (or ______  Foundation) bank information. The Membership Coordinator should enter transactions into membership database, credit cards should be run and receipt and/or merchandise sent. A report from the membership database should be provided to the Executive Director.

The Executive Director should review the report to ensure understanding of what has been ordered or purchased. All money should be recorded in the accounting system daily. A report from the accounting system should match the deposit report from the membership database. A deposit slip should be prepared for all checks and cash in the day’s batch. Deposits should be made at least weekly and more often if large amounts (over $5,000) are on hand. Receipts should be kept in a locked drawer until time for deposit.

Credit card receipts, membership database deposit reports, accounting system cash receipt reports and the deposit slip for each day’s batch should be stored in a monthly cash receipt file in the Executive Director’s office.

Advertising: All magazine and membership directory advertising is managed by  an outside vendor. Royalties will be entered into the accounting system quarterly by the Executive Director and credited under Advertising.

Payables: Invoices should be entered into the accounting system as they are received. Checks should be cut as needed, but at least every two weeks. Checks over $3,000 require two signatures.

Payroll: Payroll is provided to staff on the 15th and last day of the month. If the 15th or last day falls on a weekend or holiday, the checks will be provided on the previous business day.
Payroll Tax: Federal and state payroll tax is due monthly. Federal unemployment is due quarterly. State unemployment report is due quarterly, even when no money is due.

Federal: A report on FICA, Social Security and federal withholding should be run from the accounting system. Monthly federal payroll deposits are drafted from the ______  checking account by the IRS. The Executive Director must report the amount and authorize this transaction by the 14th of the month using the EFTPS system. A record of the transaction, including confirmation number, should be retained. Quarterly report forms are sent by the IRS, and they should be completed by the Executive Director and returned no later than the last day of the month after the quarter ends per instructions on the form. A year-end reconciliation is also required; the form is sent automatically by the IRS.

State: A report from the accounting system will show how much state tax has been withheld from employee’s checks. The check should be cut to the Georgia Department of Revenue with the following written on the front of the check: ______  federal ID number and state ID number, along with the last day of the month for which the tax is to be applied. A copy of the check and the coupon should be retained with the report from the accounting system. The check and voucher must be received by the state by the 15th of the following month. A quarterly report (supplied in the voucher book sent by the state) is also required. 

Unemployment: Federal unemployment tax should be paid quarterly using the EFTPS system (same as Federal payroll taxes). The amount due should be scheduled to be debited from the ______  checking account by the last day of the month after the quarter ends. A state quarterly report is required. This report is mailed to ______  from the state. If money is owed, the check should be made payable to the Georgia Department of Labor.

Retirement Plan: 
______  matches the first 3% of salary employees’ contributions to the SIMPLE IRA. The most an employee can contribute in a calendar year is $7,000 (amount may change annually). This money is contributed before federal withholding taxes are calculated but after Medicare and FICA are calculated. In addition, the Executive Director receives 3% of his or her salary in the same Simple IRA plan annually.   Contributions to the SIMPLE (employee and employer) must be made each month through the Simple IRA plan with its designated broker or company. This is done by the Executive Director.

Account Reconciliation: The ______  and ______  Foundation checking accounts should be reconciled every month. If there are discrepancies between the bank statement and the accounting system, the Executive Director should investigate to find out why. If the statement is in error, the bank should be contacted for a change. If the accounting system is in error, the Executive Director should make corrections. The reconciliation form should be kept with the bank statement, AMEX statement and the VISA/MasterCard monthly statement.

Financial Statements: Financials should be run monthly and submitted to the Board. This includes a statement of financial position along with a statement of activities. Income and expenses should be grouped so that the statements are simplified for Board review, though the detailed financials are available to any Board member who wishes to see every receipt and every purchase. Income and expenses should be shown by month, year to date, year to date last year, budget year to date and budget total. The Executive Director should also provide notes to the financials explaining any variance to budget and any other financial information which might be useful or important for the Board to know.

Accruals: Dues are accrued. Dues from March 1-Feb. 28 accrue to the fiscal year beginning July 1. Dues should be entered into the appropriate “prepaid” account (Individual, corporate, etc.).  At the end of July, the amount entered into each prepaid account from March 1 through July 31 should be summarized and divided by 12. This amount should be entered into the appropriate dues revenue account. At the end of August, the amounts entered into the prepaid accounts during the month of August should be summarized and divided by 11. That amount, plus the amount entered in July, should be entered into the appropriate revenue account for August. This continues each month until the end of March, when the same amounts as February are accrued. This pattern follows for April, May and June. At this point, all dues and lunch pass receipts for the fiscal year should have been allocated to appropriate revenue accounts.

Ensuring Cash on Hand: Cash in the checking account typically runs low around the end of the calendar year. If cash is so low that it may not be possible to cover all payables, the Executive Director should request funds from the money market fund. The Board should be notified when this transaction is taking place.

Petty Cash: $200 of petty cash should be kept on hand at all times. In some instances, it may be necessary to increase that amount, but the excess should be re-deposited once the special circumstance has ended. Money taken out of petty cash should be accounted for in the accounting system, and the signed receipts should be filed in the accounts payable folders in the Executive Director’s office.

Recording Investments: Investment income (loss) should be recorded each month as a general journal entry. Money market income and dividends/capital gains from stocks and bonds should be recorded. Realized gain or loss should be recorded. Unrealized gain or loss should be recorded at the end of the fiscal year.

Reconciling Foundation and ______ : At the end of each quarter, a report should be run on the ______  accounts: Due to Foundation (contribution), Due to Foundation (other), and Due from Foundation. A check should be cut to the Foundation clearing the “Due To” accounts. When this check is deposited into the Foundation account, the appropriate individual accounts within the Foundation should be credited (debited). For instance, the check may be for $1,000, but some could be for individual contributions, some could be sponsorships for a fund-raising event, and some could be silent auction receipts. (The Foundation cannot accept credit card receipts, so all credit cards are run through ______ .) 

Recording Interest, Credit Card Expense: Interest and credit card expense (discount) fees should be recorded at month end as a general journal entry. Interest and Visa/MasterCard fees are found on the checking account monthly statement. American Express fees are found on the monthly American Express statement. 

Tax Forms (W2, 1099, 990, 990T, 600T): These forms are completed by the accountants. W2 and 1099 information must be supplied at year end (1099s must be sent to any non-incorporated entity or person for whom ______  or the Foundation paid more than $600 in the calendar year). The 990, 990T and 600T are completed using information gathered during the annual audit. 

Personal Property Tax: Tax for furniture and equipment owned by ______  is owed annually to DeKalb County. An assessment form is sent, which should be forwarded to the accountants who conducted the last audit of ______ . DeKalb County uses this form to calculate the tax, and a bill will be submitted from the county. 

Audit: An independent audit of the ______  and Foundation financial records is conducted annually. Choice of auditor rests with the ______  Board of Directors.

Dues Billing: Dues for the next program year will be invoiced in mid-April. Second notices will be sent in mid-May. Third notices will be sent in mid-June. Final past-due notices will be sent in mid July. A letter indicating that membership has lapsed will be sent in mid August indicating that those who re-join by the end of August will be included in the membership directory. Those who have not paid dues by Sept. 1 will be dropped from the membership rolls.


Addendum I: Investment Policy Statement
Investment Policy Statement

Introduction

The purpose of the ______  Investment Policy Statement is to establish an outline of an acceptable investment philosophy and discipline, consistent with the financial objectives and needs of the organization.  The policy statement seeks to define the investment management procedures and long-term goals of the ______ .

The principal reason for developing a long-term investment policy and for putting it in writing is to establish a sound and disciplined approach to the finances of the organization.  The written investment policy will help to maintain a long-term discipline when short-term market movements may be distressing and the policy may be called into question.

The ______  Investment Policy Statement should assess the current financial condition, set goals and develop a strategy to meet the goals.  The strategy should be implemented, regularly reviewed and adjusted as circumstances dictate. Having and making use of an investment policy encourages a more disciplined and systematic approach, thus improving the probability of attaining the investment goals of the ______ .

Authority for Implementation

The Finance Committee, to be comprised of the President, Vice President of Finance, and a current or past member of the Board of Directors, will be responsible for overseeing the funds with regard to the investment policy adopted by the Board of Directors and shall select the funds and monitor to ensure continuous compliance with the policy guidelines. The Board of Directors shall determine the appropriate funding levels for the respective funds, based on the recommendations of the Finance Committee and shall review funding levels annually to ensure that investments are appropriate to the needs and goals of the organization.

An SEC registered investment advisory firm or professional money manager will choose specific investment vehicles.  The Finance Committee will be responsible for selection of the investment advisor or money manager.

Implementation of the investment policy and day-to-day administration of the funds will be the duties of the Executive Director.

Only the Board of Directors may approve any amendments or changes to the policy statement.

Objectives

Establish funds to meet the funding and investment needs of the ______ :

1. Operations Fund – To Meet Current Cash Obligations.  This fund is to provide sufficient cash to meet ______ ’s financial obligations in a timely manner.  There should be minimal risk of principal of the investments in this category.  Liquidity is the primary objective of this fund.  Allowable investments include:  

a) Money Market Funds or b) Interest-Bearing checking accounts in federally insured banks and savings and loans not to exceed federally insured amounts.

2. Short Term Fund – To reserve for cash needs projected for a one to five year period.  The short-term fund is for the investment of funds to be held for greater than one year but less than five years.  There should be a fairly limited amount of principal at risk in this category.  These are funds that may be used for operating expenses during adverse economic downturns, develop new products/services and make capital or technology investments.  Allowable investments include in addition to those in the “Operations Fund” category: a) Federally Insured certificates of deposit not to exceed $100,000, including interest at commercial banks or savings and loans institutions.  B) Direct obligations of the U.S. Government, its agencies and instrumentalities or C) Short term Bond Mutual Funds.        

3. Long Term Fund – To establish reserves for ______  for long term needs in excess of five years. The purpose of the funds is to provide a revenue source for program/service development and a reserve of one year’s operating expenses.   The long-term fund’s objective is growth of the association’s assets.  A prudent amount of capital risk and volatility is acceptable to achieve long-term growth.  

A Prudent Person approach should be utilized.  That is to say that discretion in how to invest the ______  Long Term Fund account should be invested only in properly diversified, high quality debt and equity securities that a reasonably prudent person seeking growth of capital might buy for his or her own investment.  

The overriding objective should be long-term appreciation of the assets and consistency of total portfolio returns.  Standard deviations of equity returns should generally not exceed those of the benchmark index, Standard & Poors 500.  Allowable investments include in addition to those in the “Operations Fund” category and “Short Term Fund” category: A) Mid Term Bond Funds B) Fully Diversified Equity Funds (not sector funds) C) Professionally managed diversified separate account equity and/or bond funds D) Individual fixed income investments, as advised by an investment advisor, so long as the individual fixed income investment accounts for no more than 10% of the total market value of the long term fund. E) Individual Equity Securities, as advised by an investment advisor, so long as the individual Equity Security accounts for no more than 5% of the total market value of the long term fund. 

Evaluation    

Annual evaluation of the investment performance of the fund will be conducted by the Board in consultation with the investment manager.  Written reports will be prepared to reflect the performance of the fund during the last quarter, fiscal year and since inception.  Investments will be monitored to ensure that investment policy guidelines are being met.  Investment performance should be calculated on a time-weighted basis. In addition to absolute results, fund performance should always be compared to appropriate benchmarks and examined in terms of risk characteristics of the portfolio.

______  Recommended Allocation Mix as of 9/9/03:
Based on total assets of $275,000 in the three funds as follows:

1) Operations Fund – 10%:  

2) Short Term fund – 10%:  

3) Long Term Fund – 80%:    

______  Current Allocation Mix as of 11/30/05:
Based on total assets of $427,171.55 in the three funds as follows:

1) Operations Fund –
10% 

2) Short Term fund – 

10% = 
3) Long Term Fund - 
80% = 

Notes:

Three- year average budget Fiscal 03, 04, 05 = 
125% of average = 
