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Introduction                                                                                                                                        

This manual has been prepared to document the internal accounting procedures for the Clean and Safe division of the Downtown San Diego Partnership.  Its purpose is to ensure that our assets are protected, that our financials are in line with GAAP (General Accepted Accounting Principles) and that our finances are managed with responsible stewardship.

All management personnel at Clean & Safe are expected to adhere to the policies in this manual.  It is our intent at Clean & Safe that this accounting manual serves as our commitment to proper, accurate and clean financial management and reporting.
The Clean & Safe Program

Clean & Safe is a Property and Business Improvement District (PBID) and the geographical area it covers is 272 blocks, which includes the following neighborhoods: Core Columbia; Cortez; East Village; the Gaslamp Quarter and Marina. Added together the five neighborhoods account for 5,330 parcels; 269,622 linear feet of street frontage; 1,657 enhanced, special benefit lighting poles; over 300 trash receptacles; 990 regular sidewalks and over 100 enhanced sidewalks.
The Clean & Safe Team of Maintenance and Safety Ambassadors are deployed in the five Downtown neighborhoods 24 hours a day, 7 days a week. Our Maintenance crews perform maintenance activities in the public right of way supplementing the City of San Diego's services. Our Safety Ambassadors serve to complement the City of San Diego's Police Department acting as extra eyes on the street, assist visitors with directions and information, and provide social outreach referrals.
The Clean & Safe program is funded by business and property owners thru their tax bills. The City of San Diego manages the receipt of these funds.   Expends that Clean & Safe have incurred during the month are submitted to the City, for reimbursement. 

Division of Duties

 The following is a list of personnel who have responsibilities within the accounting department at Clean & Safe:

Executive Director:

1. Works with the Accounting Manager and the Finance Committee to develop the budget.

2. Reviews and approves all contracts for power washing, as well as all other contracts for goods and services.

3. Reviews and approves all vendor bills, employee reimbursement requests, customer invoices and checks.
4. Reviews the Payroll Register to ensure correct payees, hours worked, and check amount.
5. Authorizes all inter-organization transfers.

6. Reviews and approves all reconciliations.

7. Reviews and approves all journal entries.

8. Reviews and approves all month-end reports, including Financial Statements.
Director with most Seniority:  ( President of The Downtown San Diego Partnership)
1.  Serves as back up to Executive Director’s accounting responsibility.
Accounting Manager:

1. Works with the Executive Director and Finance Committee to develop the budget.
2. Processes all vendor bills, employment reimbursements, and customer invoices.
3. Processes receipts and disbursements.
4. Processes payroll, run payroll reports
5. Submits requests to the Executive Director for inter-organization bank transfers.
6. Maintains and reconciles the general ledger.
7. Reconciles the bank accounts.
8. Prepares and enters all journal entries.
9. Prepares all financial reports.
Office Manager/Receptionist:
1. Receives and opens all incoming mail.
2. Retrieves mail delivered to The Partnership office for Clean & Safe.

3. Makes copies of incoming checks for Accounting Manager.

4. Writes up all check deposits and takes to the bank for deposit.

5. Maintains the monthly cash receipt log.
Human Resource Manager:
1.   Serves as back-up for Office Managers’ accounting responsibilities.
Director of Public Policy and Communications ( Partnership Office):
1. Check signing authority on accounts.

2. Serves as second signatory on checks.
Accounts Receivable
The City of San Diego Invoice:
The Clean & Safe Program is funded by Business and Property owners who have elected to be in the Program and receive its services.    Funding is received from bi-annual tax bills and managed by The City of San Diego.  At the end of each month the Accounting Manager submits a packet to The City.  This packet contains an Invoice, generated by QuickBooks, our Financial system, along with copies of all invoices/checks paid for the month by Clean and Safe.  This packet is delivered to The City for reimbursement to Clean & Safe.  These expenditures are for products, services and supplies required for The Clean & Safe program to continue to service the residents of the Downtown area.
Children’s Park Invoice:
As part of our PBID Agreement, Clean & Safe maintains a water feature in Children’s Park within the Marina neighborhood.  Clean & Safe pays the full amount of the monthly invoice from the contractor and then reimbursed 50% by the City of San Diego.  Each month an invoice is generated by Clean & Safe to the Children’s Park division of the City of San Diego for half the cost.

Cash Receipts
Funds Received by Check:
The Office Manager receives all incoming mail.  All checks are received by the Office Manager and recorded in a password protected file-Cash Receipts Log.  The Office Manager makes two copies of the check and date stamps them both.  The Office Manager prepares the deposit slip, leaving the yellow copy in the deposit book until month end balancing, and takes it to the bank for deposit.  When she returns, the validated white deposit receipt from the bank is given to the Accounting Manager along with the two copies of the check/checks, and then inputs the deposit into the system.  The validated white deposit ticket is also given to the Accounting Manager who staples to the yellow copy which remains in the deposit book until month end.  One copy of the check goes in the Cash Receipts binder, the other is filed.     

Reconciliation of checks received:

On the 1st of each month, the Accounting Manager staples both the yellow deposit slips to their validated white deposit receipts.  Each is stapled to the proper copy of the check/checks.  A  Check Deposit report for the month is called from QuickBooks. The Cash Receipt Log, signed by the Office Manager as complete is given to the Accounting Manager who balances.   After both the Check Deposit report out of QuickBooks and the Cash Receipt Log are balanced, both are stapled on top of the copies of the checks with the yellow/white deposit receipts attached.  The packet is given to the Executive Director for approval.  Once approved the Accounting Manager files the reconciliation.
Inter-Fund Transfers:
The Accounting Manager monitors the balance in the checking account to determine if there are adequate funds to pay the daily expenses.  If necessary, the Accounting Manager gets approval to transfer the necessary amount from the savings to the checking.  The Executive Director transfers the funds and gives the signed bank receipt to the Accounting Manager.   The Accounting Manager inputs the transfer into the system and prints out a system confirmation.  Both the bank receipt and the system confirmation are filed as back up for the bank reconciliation.
Following receipt of The City’s monthly reimbursement, the majority of those funds are immediately transferred to the savings to earn interest, leaving just enough in the checking account for vendor payments and payroll.  Same procedure as shown above is followed.

Accounts Payable
Vendor Bills and Expense Reimbursments:
The Clean & Safe program has a controlled A/P process in place.  There are several steps to be taken before dollars can be approved and vendors are paid:
Purchase Order:  A Purchase Order must be completed by the Manager and submitted to the Accounting Manager for approval.  The Accounting Manager reviews the budget to determine if the funds requested are within the budget.  Account numbers and back up documentation are also reviewed.  It is signed off by the Accounting Manager and sent on to the Executive Director for approval.  It is then filed in the purchase order file pending receipt of the invoice.  When the invoice is received, the Accounting Manager pulls the purchase order and attaches to the invoice, along with a packing slip.  It is then entered in to the system.  If the purchase order is rejected, it is returned to the Manager and an explanation is given.

Regular invoices, which are within the budget, such as Contractors, Phones and Utilities do not need a purchase order due to they are a regular monthly expense.  Invoices are entered into the system once a week, usually Tuesday by the Accounting Manager.
Credit Card Request:   

The company credit card must be in the President or Director with most seniority’s name and locked in the Accounting Manager’s office in a safe.  Business expenditures may be made by other employees or Board Members using the corporate credit card.  In every case of credit card usage, the individual charging the card will be held personally responsible in the event that the charge is deemed personal or unauthorized.

The Credit Card request form is similar to the format of the purchase order form.  The same information is requested, the same approval procedures apply.  Once a charge is made to the credit card, supporting documentation (ex. receipt) is forwarded to the Accounting Manager as backup.  Upon receipt of the credit card statement, the Accounting Manager will reconcile against receipts received for purchases made.  Upon completion, the statement is entered into the system for payment.
Cash Disbursements

Check Run:

On a weekly basis, the Accounting Manager processes a check-run.  The checks are attached to corresponding bills or expense reports.  These are forwarded to the Executive Director for approval.

After reviewing the supporting documentation and verifying the general ledger code for each bill/expense report, the Executive Director signs each check.  The following thresholds require two signatures:

· Any payment greater than $15,000 for payments that fall within the approved fiscal year budget

· Any payment greater than $5,000 for payments that fall outside the scope of the fiscal year budget. 

When the checks have been signed, the Accounting Manager makes (2) copies of the signed checks, attaches the copies to the bills/expense reports and files the documentation in the AP filing cabinet.  The other copy is retained as back up for The City’s invoice at the end of the month.  The checks are then mailed.
Payroll

Personnel:
The Human Resource Manager and the Executive Director are charged with the responsibility of maintaining personnel files on staff members.

Each personnel file should contain the following information, at a minimum.

a. Employment application or resume

b. Background Results

c. Date of employment



d. Position, pay rates and changes therein

e. Wage Garnishment Orders

f. Performance Reviews

g. W-4 Form, withholding authorization

h. I-9 Immigration Form

i. Termination data, when applicable

All personnel records are to be kept locked in a locking file cabinet in the Human Resource.  Access to these files other than by the Human Resource Manager and the Executive Director or the auditor should be requested in writing to the President.

Payroll:
Payroll falls on Fridays on a bi-weekly basis, totaling 26 payrolls a year.

Requests for time off are to be prepared by all staff members and submitted to their Supervisor for approval and then to the Accounting Manager in a timely manner.  

Payroll is processed by the Accounting Manager on the Tuesday before the end of the pay period.  All time off requests are entered and submitted with the payroll.

The day after payroll is submitted ADP delivers the payroll checks to the office.  All other payroll reports are received online thru the ADP website.  The Accounting Manager opens the package, logs check number and name then gives the checks to the Office Manager to sort for distribution.  Employees must sign off the log when receiving their check.  The Accounting Manager prints out and sends electronically; the Payroll Register, Personnel Changes and Tax reports.  The Executive Director reviews each report and signs.  They are then filed in the payroll binder which is kept in a secure location.  Once approved, the Accounting Manager enters the payroll into the system in order to get onto the General Ledger. All other reports are downloaded and saved in a secured file
Paychecks are distributed by the Office Manager on the designated payday.  As an employee benefit, Clean & Safe offers direct deposit through the employee’s own financial institution.  Through direct deposit, payroll is deposited as cash into the employee’s account on payday.  Vacation/Sick days are automatically accrued and deducted by ADP depending on service time.  
Reconciliations

Bank Reconciliations:
The Accounting Manager is responsible for reconciling each account promptly upon receipt of the bank statements.  All accounts will be reconciled no later than 5 days after receipt of the monthly bank statements.  In the event it is not possible to reconcile the bank statements in this period of time, the Executive Director should be notified by a written memo from the Accounting Manager.  Completed bank reconciliations are reviewed and approved by the Executive Director.  When reconciling the bank accounts, the following items should be included in the procedures:

a. A comparison of all deposits, credits, checks and payments shown on the bank statements with those in the system.
b. A comparison of inter-organization bank transfers to be certain that both sides of the transactions have been recorded on the books.
c. An investigation of items rejected by the bank, i.e., returned checks or deposits.

d. An Investigation of checks which have been outstanding for more than three months.

Reconciliations of Other General Ledger Accounts:
Each month the Accounting Manager should review the ending balance shown on balance sheet accounts such as the cash accounts, accounts receivable and accounts payable.  The Accounting Manager should review the bank reconciliations, schedules of accounts receivable and aging of accounts payable to support the balances shown on the balance sheet.  If necessary, adjusting journal entries are created by the Accounting Manager, approved by the Executive Director and entered into QuickBooks by the Accounting Manager. 

Assets - These accounts will include cash, accounts receivable, prepaids, and property, equipment and fixtures.

a. Cash - The balances in cash accounts should agree with the balances shown on the bank reconciliations for each month.

b. Accounts Receivable – The balance in this account should tie to the aging and Trial Balance. 

c. Prepaids - The amounts in these accounts should equal advance payments paid to vendors at the end of the accounting period.

d. Property, Equipment & Fixtures - The amounts in this account should equal the totals generated from the audited depreciation schedules.  When additional purchases are made during the year, the balances in the accounts may be updated accordingly.

Liabilities - These accounts are described as accounts payable, accruals and deferred membership.

a. Accounts Payable - The balance in this account should tie to the aging and Trial Balance. 

Reconciliations cont’d

b. Accruals - The amounts in these accounts should equal the totals generated from the audited accrual calculations.

c. Deferred Membership - The amounts in these accounts should equal the total deferred membership revenue amount generated from the audited calculations.

Income/Expenses – The Profit & Loss report is analyzed in detail to verify the accuracy of all entries.

Capitalized Assets

Equipment and leasehold improvements are stated at cost, if purchased, or fair value at the date of donation.  Depreciation is computed using the straight-line method over the estimated useful lives of the assets or the remaining life of the lease, whichever is shorter. The Clean & Safe program capitalizes assets which cost or have a donated value of $1,000 or more.

Estimated useful lives, by major classification, are as follows:


Vehicles



       4-5 years


Furniture & equipment      5-7 years
        Computer equipment
       5 years


Leasehold Improvement   Shorter of useful of life or term of lease

Financial Reporting

Monthly Reports:
The Accounting Manager prepares a set of monthly financial reports for distribution to the Finance Committee, and the PBID Assessment Committee for approval.  The reports include:

         
PBID Financial Variance Letter


Actual to Budget for the month with variances 


YTD Actual to YTD Budget with variances


Month P&L and YTD P&L


Expenses by Class for the month


Expenses by Class YTD


Balance Sheet 

Year-End Report/Audit:
At fiscal year-end, a consolidated year-end Audit report is prepared summarizing the total income and expense activity for the year.  An Audit Committee is formed during this process to assist and oversee the process.  Once completed, the Audited financials are presented to the Executive Committee and Board of Directors for approval.

Computer System Backup Procedures
For IT purposes, The Clean & Safe Program uses an outside vendor.  The hired IT company is responsible maintaining and resolving any issues regarding the server.  A dedicated IT member comes to the office every other Friday to address any concerns.  Sever changes are backed up on a nightly basis on a Digital Network Attached storage.  The backup is stored offsite and is the property of Clean & Safe.

Fiscal Policy Statements

1. All cash accounts owned by the Clean & Safe will be held in financial institutions which are federally insured.

2. All capital expenditures which exceed $1,000 will be capitalized on the books and records of the Clean & Safe program.

3. Fiscal Management personnel are required to take annual vacation which will not interfere with fiscal procedures.  Variances to this policy shall be made in special circumstances, with written permission from the Executive Director.
4. It is the policy of Clean & Safe to reimburse out of pocket expenses only when supporting documentation has been presented for approved costs incurred.

5. It is the policy of the Clean & Safe to establish pay rates which equal or surpass the federal minimum wage.

6. The Executive Director, President and Director of Public Policy and Communications have signing authority on all Clean & Safe bank accounts.  A third signatory will consist of designated members of the Board of Directors.  

7. Bank statements will be reconciled monthly in order to account for any outstanding or lost checks.

8. Expense reports will be maintained which will disclose the nature of expenses, and the dates incurred.

9. The services of a Certified Public Accountant will be engaged to prepare a formal financial audit of the fiscal year-end.   

URES

The receptionist is responsible for getting the mail each day from a mail box outside of the office.

The receptionist opens and date stamps the mail and distributes to appropriate personnel.  The receptionist will log all vendor checks on to the Cash Receipt Log (see Cash Receipts)

The Accounting Manager (AM) opens up Nova Time (the payroll employee time clock) and completes a Data Collection of all time clock punches for the prior day.  This procedure uploads all punches within the Nova Time system.  (See Payroll for more information).


Invoices

The Accounting Manger (AM) maintains a file of all invoices received and inputs them into QuickBooks every Tuesday.  Once input they are stamped with “Posted” and “Approved By”.  The AM initials and dates below the Posted and writes the GL Account # above the Approved By.  They are filed alphabetically in secure cabinet in AM office.

            Vendor Payments
Every Wednesday, the AM processes checks in QuickBooks for those invoices which are due.  The majority of invoices are paid well within terms, however, at times if The City payment has not been received, we may monitor our cash flow and process payments for certain vendors on the actual due date.  The checks are matched with the appropriate invoice and given to the Executive Director.  The Executive Director reviews and approves the invoice by initialing next to the Approved stamp and also signs the check.

The checks are returned to the (AM), copies of the invoice and signed checks are made for our City packet.  Original, signed checks are mailed to the vendor along with remittance, if required.


Cash Receipts

When checks are received in the mail, the receptionist logs them onto the Cash Receipt Log, makes a copy of the check for (AM), writes up the deposit and takes to the bank. Bank receipt as well as yellow deposit copy is given to (AM) who inputs as a deposit into Quickbooks and files copies/receipts in Bank Deposit folder.

At month end the (AM) will total checks for the month on the Cash Receipts log and calls up a QB deposit report for the month.  This report is then balanced to the Cash Receipt Log.  All copies of checks/receipts are stapled to the Cash Receipt Log, Receptionist and Executive Director sign off and the packet is filed in the Bank Deposit binder.


Payroll

Payroll is input every other Tuesday, however, before this Tuesday many steps take place.

Hourly

For hourly personnel, who punch in/out on a clock, there are Time & Attendance Reports which are called each Monday for the prior week.  This report shows each employees hours for a Mon thru Sunday work week.  The AM reviews this report and highlights employees who do not have a 40 hour week.  Comparing their scheduled days off to the day/days missing hours, the AM can determine which day needs an explanation or a form.  Vacation/Sick/Suspension or Other.  That particular day is highlighted.  If the AM has an approved Vacation or Sick form,  it is noted next to that day and hours are input in ADP accordingly.  When all employees have been reviewed and highlighting missing days, the report is given to The Director of Operations.  He reviews, makes notations if necessary, approves and gives back to AM.
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