_____ Accounting Guidelines 
Xxxxxxx Medical Group Management Association should have policies and procedures in place to properly monitor and control financial and online banking transactions. The Treasurer is responsible for managing and reporting the financial affairs of the Association, and in partial fulfillment of that responsibility these draft guidelines propose accounting procedures for XMGMA.  This draft reflects the current needs of XMGMA and can be modified as the association grows.
Direct transfers are restricted by the bank, and can only be made between the checking and money market account.  Every effort will be made to keep as much cash reserve as possible in the money market account.  Those authorized to transfer are:  Treasurer, President, CPA staff person.
Annual budgetary goals will be determined by the board.  

Revenue:
Revenue will be received and deposited by the personnel employed XXX Management Co.  
We need to reconcile by number of members paid dues, paid registrations, affiliates, paid exhibits with spreadsheets that account by individual / company.
Expenses:

Many association expenses are paid by board members who are, in turn, reimbursed by the association.  All expenses should be accompanied by a signed expense reimbursement form that documents the purpose of the expenses.  The expenses will be approved by the Treasurer.
Any expenses that are outside or over the budgeted amount should be approved in advance by the President or Treasurer, and notation of this approval should be made on the reimbursement form.

The expenses will be submitted to CPA Firm in paper or electronic form, and they will be processed within 48 hours after they are received.

A CPA staff person will verify the expenses, set up the online account for payment, and forward electronic copies of the documentation to the Treasurer for approval and payment.

The Treasurer will key in the payment amount and release payment to the vendor or board member.  In instances where the Treasurer is reimbursed personally, the President will approve and release payment.

A second CPA staff person will reconcile the bank statement at the end of the month.  After the bank is reconciled a list of payments issued during the month will be e-mailed to the President, President-Elect and Secretary. The President, Treasurer and Secretary are granted access to view the account online, and will review and compare transactions with the bank reconciliation.  The actual invoices / expense reimbursement will be compared with payments during the bank reconciliation for accuracy.
Quarterly financial statements will be generated by the second CPA staff person, and reviewed by the President-Elect.  The board will review the most current financial statement at the regularly scheduled meetings.
At the end of the year the financials will be reviewed by a CPA at KKB while the tax return is prepared.
The current liability policy held by XMGMA covers fraudulent actions by any of the XMGMA board members.  CPA has a similar policy that covers the actions of employees.  
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