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I. PURPOSE
To establish a uniform financial policy for PARMA chapters.

II. APPLICABILITY
This policy applies to all chapters of the PARMA.
III. FISCAL YEAR

The fiscal year (FY) is July 1 – June 30. 

IV. BANKING PROCEDURES 
1. Each chapter will establish and maintain a checking account within PARMA’s master account with Wells Fargo using PARMA’s tax i.d. number, 77-0312951.  
2. The chapter Chair, Vice Chair and Secretary-Treasurer and the PARMA Executive Director should be the authorized signatories on the account.  Electronic access should be obtained for the PARMA Secretary-Treasurer and Executive Director on every chapter bank account.  Passwords and ID’s should be forwarded to PARMA Secretary-Treasurer and Executive Director.
V. BANK ACCOUNT BALANCE
1. The bank balance should not exceed a maximum of five (5) thousand dollars.  
2. If the account balance exceeds the maximum balance limit, the chapter has 90-days to propose its intentions to use the surplus balance.  Examples of acceptable surplus fund distributions would be future event expenses or scholarship distributions.

3. If the chapter has not reported its plans for the surplus bank account balance, PARMA will issue a 30-day written notice to the chapter requesting a plan. 

4. If the chapter fails to submit a plan within the 30-day notice period, PARMA will transfer the surplus funds to the PARMA account.
5. These provisions limiting the chapter bank balance can be waived by the PARMA Board of Directors for good cause, with such waiver subject to renewal annually.

VI. ANNUAL BUDGET DEVELOPMENT
1. Chapters will establish an annual operating budget that coincide with the fiscal year. 
2. Proposed budgets are due to the PARMA Board of Directors on or before July 1. 
3. The PARMA Board of Directors will review and act on the proposed budget.
4. Budgets should include, but are not limited to: event registration income, sponsorship income, event related expenses and scholarship expenses.  A sample worksheet is provided by PARMA.
VII. REPORTING PROCEDURES
1. Each Chapter Secretary-Treasurer has a direct reporting responsibility to the PARMA Executive Director.

2. Monthly bank statements will be provided to the Executive Director through PARMA’s master bank account.  

3. After each chapter meeting a report shall be provided to the PARMA Executive Director including # of attendees, revenue collected, and costs incurred for meeting or event. 

4. Chapter financial reports should be confidential and shared with chapter officers and PARMA Board of Directors.  Any requests for financial information from the membership should be requested in writing addressed to the PARMA Board of Directors.
VIII. EXPENDITURE GUIDELINES
Expenditures noted as requiring PARMA Board approval in this policy must be submitted to PARMA Board of Directors for advanced approval.  Approval can be sought through the annual budget approval process.

1. Authorized expenditures for PARMA chapters:

· Cost of meals for chapter meetings;
· Rental of facility for chapter meetings;
· Cost of each speaker’s lunch;

· Cost of mailing of notices for chapter meetings and other related items necessary for chapter meetings such as copying, tickets, stationery, and envelopes; and,
· Speaker gifts not to exceed $25 per speaker. 

2. Expenditures Requiring PARMA Board Approval:
· Mileage/travel expenses;
· Door Prizes for Chapter Events;

· Conference registration 

· Scholarships for chapter officers; and,
· Capital equipment such as computer, printers, etc.

3. Non-authorized Expenses
The following expenses are not approved and will not be considered for approval by the PARMA Board of Directors:

· Speaker honorariums

· Speaker expenses

