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Effective Date(s) of Accounting Policies

The effective date of all accounting policies described in this manual is December 2, 2015, modified as of
March 14, 2018 to conform to Federal and State Policies, June 20, 2018, March 13, 2019, October 27, 2021,
October 24, 2022, August 28, 2024, March 26, 2025, June 25, 2025, and February 11, 2026 to conform to
Federal and State Policies. If a policy is added or modified subsequent to this date, the effective date of the
new/revised policy will be indicated parenthetically immediately following the policy heading.

In the event of a conflict between this policy and federal regulations, TEGLs, or provider agreements,
the highest governing authority shall take precedence. Southern Workforce Board, Inc. (SWB)
reserves the right to update, amend, or waive provisions in this policy as necessary to comply with
federal, state, and local workforce regulations.
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Introduction (Modified 8/28/24)

The following accounting & fiscal manual is intended to provide an overview of the accounting and fiscal
policies and procedures applicable to the Southern Workforce Board, Inc., which shall be referred to as
“Southern Workforce Board, Inc.”, or “SWB” or “the Organization” throughout this manual.

Southern Workforce Board, Inc. is incorporated in the state of Oklahoma. SWB is exempt from federal
income taxes under IRC Section 501(c)(3) as a nonprofit corporation.

Vision Statement:
“The Southern Workforce Board envisions a high-performance workforce in which partnerships
proactively identify workforce needs and facilitate solutions.”

Mission Statement:
“We implement the strategic process that aligns workforce with economic development in partnership
with the community to maximize opportunities and address needs.”

This manual shall document the accounting and fiscal operations of the Organization. Its primary purpose
is to formalize accounting and fiscal policies and selected procedures for the accounting staff and to
document internal controls.

If a particular grant or award has provisions that are more restrictive than those in this manual, the more
restrictive provisions will be followed only for that grant or award.

The Southern Workforce Board approved the contents of this manual as official policy of the Organization
by the Board of Directors. All Southern Workforce Board, Inc. staff are bound by the policies herein, and
any deviation from established policy is prohibited.

POLICY ADDITIONS AND CLARIFICATIONS: The Executive Director is authorized to issue
additional instructions, guidance, forms, etc., to further implement the requirements of this policy to be in
compliance with Federal or State rules and regulations.



General Policies

Organizational Structure (Modified 3/14/18, 8/28/24, 3/26/25)
A. The Role of the Local Elected Officials

The Local Elected Officials (LEOs) are the direct grant recipients from the State of Oklahoma. The LEOs
designate a Fiscal Agent to administer the WIOA Grant funds on their behalf. The LEOs executed an
agreement between the LEOs and Southern Workforce Board, Inc. (SWB) to be the Fiscal Agent for the
LEOs for the 17 counties in the Southern Workforce Area. The LEOs appoint the members to serve as the
SWB Board of Directors.

B. The Role of the Board of Directors

Southern Workforce Board, Inc. (SWB) is governed by its Board of Directors as defined in the By-Laws,
which is responsible for the Organization by:

—

Planning for the future

Establishing broad policies

Approving grant applications

Reviewing and approving the annual audit

Reviewing and approving financial information

Identifying and proactively dealing with emerging issues
Interpreting the Organization’s mission to the public

Hiring and working with the Executive Director

Establishing and maintaining programs and systems designed to assure compliance with terms of
contracts and grants

10. Authorizing establishment of all bank accounts and check signers

Wbk WD

The Executive Director shall be responsible for the day-to-day and management of SWB.

C. Committee Structure

The Board of Directors shall form committees to assist the Board in fulfilling its responsibilities. These
committees represent vehicles for parceling out the Board’s work to smaller groups, thereby removing the
responsibility for evaluating all of the details of particular issues from the full Board’s consideration.
Standing board-level committees of Board consist of an Executive Leadership Committee.

Specific guidelines regarding the composition and election of the Board committee are described in the
Organization’s by-laws.

D. Executive Leadership Committee

In accordance with the SWB By-Laws, there shall be an Executive Leadership Committee that will consist
of at least five (5) members. The members will be the Board Chairperson, Vice-Chairperson and three (3)
or more SWB members appointed. The Executive Leadership Committee will be authorized to make any

day-to-day decisions necessary during the interim period between regular SWB Board of Director
meetings. Any such decision made shall be brought before the full SWB Board of Director’s meeting for
ratification at the next regular Board Meeting.

E. The Roles of the Executive Director and Staff

The Board hires the Executive Director, who reports directly to the Board. The Executive Director is
responsible for hiring and evaluating all employees of the organization. The Executive Director may
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delegate this responsibility to any other employee as needed.

The Deputy Director is responsible for assisting the Executive Director in all areas of administrative and
programmatic.

Fiscal Management Responsibilities

The Executive Director is responsible for establishing and administering procedures necessary to comply
with the Fiscal Policies of the Board and the various funding sources rules and regulations. Coordination
shall exist between the Executive Director and the Officers of the Board. Specific responsibilities include
the maintenance of financial records, payment of bills, payrolls and all standard accounting methods and
procedures. Procedures established are directed towards the accountability of all funds received and
disbursed on behalf of the board and its mission. It shall be the responsibility of the Executive Director or
designee to retain all financial records for a period of three years after the audit and/or resolution of any
audit related findings and/or adhere to SWB’s Record Retention Policy.

Employees’ Responsibilities

All employees of the agency are responsible for the timely and accurate completion of fiscal documents
and forms. These should be completed in an efficient, cost-effective manner ensuring that public funds are
properly expended toward achievement of the mission of the agency.



Accounting/Fiscal Overview (Modified 3/14/18, 8/28/24, 3/26/25)

Organization

The Fiscal/Accounting Officer is responsible for all Financial and Fiscal operations. The accounting/fiscal
department consists of one (1) fiscal staff member and one (1) Accountant or Accounting clerk, as well as
other staff as designated for internal control purposes, who manage and process financial information for
SWB.

Other officers and employees of the SWB who have financial responsibilities are:

Executive Director

Deputy Director

System/Projects Manager

Executive Leadership Committee — Board level
Full Board of Directors

Responsibilities

The primary responsibilities accounting/fiscal department consist of:

General ledger

Accounts payable

Accounts receivable and billing

Annual audit functions

Asset management

Bank reconciliation

Board Financial Reports

Budgeting

Cash and investment management

Cash disbursements

Cash receipts

Compliance with government reporting requirements
External reporting of financial information
Financial statement processing

Fiscal monitoring of sub-awards

Grants and contracts budgeting, applications and administration
Human Resources and Personnel management
Insurance

Leases

Payroll and benefits administration
Purchasing and Procurement

Reconciliation of subsidiary ledgers

Internal Controls

SWB has established Internal Controls in accordance to 20 CFR 200.303 that are effective over all funds
including Federal and State awards. The internal controls comply with Federal and State statutes,
regulations, and terms and conditions of the Federal and State awards. SWB will take prompt action
when instances of noncompliance are identified including noncompliance identified in audit findings.



SWB has established and maintained a financial management system in accordance with Generally
Accepted Accounting Principles (GAAP) requirements, 2 CFR Part 200, other Federal Rules/Regulations
and State Policies. SWB has implemented an internal control policy and processes that are in compliance
with the OMB Uniform Guidance 2 CFR Part 200 that is designed to provide reasonable assurance
regarding the achievement of the following objectives for Federal awards:

1. Transactions are properly recorded and accounted for, in order to:
a) Permit the preparation of reliable financial statements and Federal/State reports.
b) Maintain accountability over assets; and
¢) Demonstrate compliance with Federal/State statutes, regulations and the terms and
conditions of the Federal award;
2. Transactions are executed in compliance with:
a) Federal and State statutes, regulations, and the terms and conditions of the Federal
award that could have a direct and material effect on a Federal program; and
b) Any other Federal statutes and regulations that are identified in the Compliance
Supplement; and
3. Funds, property, and other assets are safeguarded against loss from unauthorized use or
disposition.

10



Code of Conduct/Conflict of Interest (Modified 3/14/18, 8/28/24, 3/26/25, 6/25/25)

It is the policy of the Southern Workforce Board (SWB) that its members or committee members not
engage in any activity that may conflict with the interests of the SWB. Members shall conduct themselves
and their activities in a manner that is free from unlawful or otherwise inappropriate offers or solicitations
of gifts and favors or other improper inducements in exchange for influence or assistance in transactions.

Unethical actions, or the appearance of unethical actions, are unacceptable under any conditions. All
employees and board members will adhere to SWB’s Code of Conduct/Conflict of Interest Policy. The
policies and reputation of SWB depend to a very large extent on the following considerations.

Each employee must apply his/her own sense of personal ethics, which should extend beyond compliance
with applicable laws and regulations in business situations, to govern behavior where no existing regulation
provides a guideline. It is each employee's responsibility to apply common sense in business decisions
where specific rules do not provide all the answers.

The Executive Director is responsible for the ethical business behavior of his/her subordinates and must
weigh carefully all courses of action suggested in ethical, as well as economic terms, and base his/her final
decisions on the guidelines provided by this policy, as well as his/her personal sense of right and wrong.

Conflicts of Interest

In addition, no employee, officer, agent or member of the board of SWB shall participate in the selection,
award, or administration of a contract involving SWB, if a real or apparent conflict of interest would be
involved. Such a conflict would arise when the employee, officer, or agent, or any member of his/her
immediate family, his or her partner, or an organization that employs or is about to employ any of the
parties indicated herein, has a financial or other interest in the firm selected.

The persons covered under this policy shall hereinafter be referred to as “interested persons”. Interested
persons include all members of the Board of Directors and all employees as well as persons with the
following relationships to directors or employees:

Spouses or domestic partners

Brothers and sisters

Parents, children, grandchildren, and great-grandchildren

Spouses of individuals listed in 2 and 3

Corporations, partnerships, limited liability companies, (LLCs), and other form of businesses in
which an employee or director, either individually or in combination with individuals listed in 1,
2, 3, or 4 collectively possess an ownership or beneficial interest
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Conlflicts of interest arise when the interests of an interested party may be seen as competing with those
of SWB. Conflicts of interest may be financial (where an interested party benefits financially directly or
indirectly) or non-financial (e.g. seeking preferential treatment, using confidential information).

The officers, employees, or agents of the agency making the award will neither solicit nor accept

gratuities, favors, or anything of any value from contractors, potential contractors, or parties to sub-
agreements.
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Compliance with Laws, Regulations, and Organization Policies

Southern Workforce Board, Inc. does not tolerate:
e The willful violation or circumvention of any Federal, state, local, or foreign law by an employee
during the course of that person's employment.
e The disregard or circumvention of SWB policy or engagement in unscrupulous dealings.

Employees should not attempt to accomplish by indirect means, through agents, or intermediaries, that
which is directly forbidden. Implementation of the provisions of this policy is one of the standards by
which the performance of all levels of employees will be measured.

Disciplinary Action

Failure to comply with the standards contained in this policy will result in disciplinary action that may
include termination, referral for criminal prosecution, and reimbursement to the Organization or to the
government, for any loss or damage resulting from the violation. As with all matters involving disciplinary
action, principles of fairness will apply. Any employee charged with a violation of this policy will be
afforded an opportunity to explain her/his actions before disciplinary action is taken.

Disciplinary action will be taken:

1. Against any employee who authorizes or participates directly in actions that are a violation of this
policy.

2. Against any employee who has deliberately failed to report a violation or deliberately withheld
relevant and material information concerning a violation of this policy.

3. Against any employee who attempts to retaliate, directly or indirectly, or encourages others to do
so0, against any employee who reports a violation of this policy.
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Fraud Policy (Modified 3/26/25, 6/25/25)

Scope

This policy applies to any fraud or suspected fraud involving employees, officers or directors, as well as
members, vendors, consultants, contractors, funding sources and/or any other parties with a business
relationship with SWB. Any investigative activity required will be conducted without regard to the
suspected wrongdoer’s length of service, position/title, or relationship with the Board.

Policy

Management is responsible for the detection and prevention of fraud, misappropriations, and other
irregularities. Fraud is defined as the intentional, false representation or concealment of a material fact, or
the intentional perversion of truth in order to induce another to part with something of value. Each member
of the management team will be familiar with the types of improprieties that might occur within his or her
area of responsibility, and be alert for any indication of irregularity.

Any fraud that is detected or suspected must be reported immediately to the Executive Director, Fiscal
Officer or, alternatively, to the Chair of the SWB Executive Committee, who coordinates all investigations.

Actions Constituting Fraud

The terms fraud, defalcation, misappropriation, and other fiscal irregularities refer to, but are not limited
to:

Any dishonest or fraudulent act

Forgery or alteration of any document or account belonging to SWB

Forgery or alteration of a check, bank draft, or any other financial document
Misappropriation of funds, securities, supplies, equipment, or other assets of SWB
Impropriety in the handling or reporting of money or financial transactions

Disclosing confidential and proprietary information to outside parties

Are prohibited to accepting or seeking anything of any value from contractors, vendors, or
persons providing goods or services to SWB staff.

Destruction, removal or inappropriate use of records, furniture, fixtures, and equipment

9. Any similar or related irregularity
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Other Irregularities

Irregularities concerning an employee’s moral, ethical, or behavioral conduct should be resolved by the
Executive Director.

If there is a question as to whether an action constitutes fraud, contact the Executive Director or the Chair
of the Executive Committee for guidance.

Investigation Responsibilities

The Executive Committee has the primary responsibility for the investigation of all suspected fraudulent
acts as defined in the policy. The Executive Committee may utilize whatever internal and/or external
resources it considers necessary in conducting an investigation. If an investigation substantiates that
fraudulent activities have occurred, the Executive Committee will issue reports to appropriate designated
personnel and, if appropriate, to the SWB Board and/or the Leadership Committee.
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Decisions to prosecute or refer the examination results to the appropriate law enforcement and/or
regulatory agencies for independent investigation will be made in conjunction with legal counsel and
Executive Committee, as will final dispositions of the case.

If suspected fraud or other wrongdoing involves programs funded in whole or in part with Federal funds,
additional responsibilities, such as special reporting and disclosure to the awarding agency, may apply to
the Organization. It is the policy of SWB to fully comply with all additional reporting, disclosure, and other
requirements pertaining to suspected acts of fraud as described in award documents.

Confidentiality

The Executive Committee and the Executive Director shall treat all information received as confidential.
Any employee who suspects dishonest or fraudulent activity will notify the Executive Director or the
Executive Committee Chair immediately, and should not attempt to personally conduct investigations or
interviews/interrogations related to any suspected fraudulent act (see Reporting Procedures section
below).

Investigation results will not be disclosed or discussed with anyone other than those who have a legitimate
need to know. This is important in order to avoid damaging the reputations of persons suspected but
subsequently found innocent of wrongful conduct and to protect SWB from potential civil liability.

Authority for Investigation of Suspected Fraud
Members of the SWB Executive Committee will have:

1. Free and unrestricted access to all SWB records and premises, whether owned or rented; and

2. The authority to examine, copy, and/or remove all or any portion of the contents of files, desks,
cabinets, and other storage facilities on the premises without prior knowledge or consent of any
individual who may use or have custody or any such items or facilities when it is within the scope
of their investigations.

Reporting Procedures

Great care must be taken in the investigation of suspected improprieties or irregularities so as to avoid
mistaken accusations or alerting suspected individuals that an investigation is under way. An employee
who discovers or suspects fraudulent activity will contact the Executive Director or the Chair of the
Executive Committee immediately. All inquiries concerning the activity under investigation from the
suspected individual(s), his or her attorney or representative(s), or any other inquirer should be directed to
the Executive Committee or legal counsel. No information concerning the status of an investigation will be
given out. The proper response to any inquiry is “I am not at liberty to discuss this matter.” Under no

circumstances should any reference be made to “the allegation”, “the crime”, “the fraud”, “the forgery”, “the
misappropriation”, or any other specific reference.

The reporting individual should be informed of the following:

1. Do not contact the suspected individual in an effort to determine facts or demand restitution.
2. Do not discuss the case, facts, suspicions, or allegations with anyone unless specifically asked to do
so by the SWB legal counsel or the Executive Committee.
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Security (Modified 8/28/24, 3/26/25)

Fiscal Department

Locks will be maintained on the doors of the fiscal staff. These doors shall be closed and locked in the
evenings. The key/combination to this lock will be provided to the SWB Executive Director or designee.
The lock will be changed whenever any of these individuals leaves the employment of SWB.

The SWB blank check stock shall be stored within the Fiscal Officer’s office in a fire-proof locked file
cabinet. The cabinet will be locked with a key. Access to this office shall be by keys in the possession of
the Fiscal Officer and Executive Director or designee.

Access to Electronically Stored Fiscal Data

It is the policy of the SWB to utilize passwords to restrict access to accounting software and data. Only
duly authorized fiscal personnel with data input responsibilities will be assigned passwords that allow
access to the system.

Fiscal personnel are expected to keep their passwords secret and to change their passwords on a regular
basis, no less frequently than quarterly. Administration of passwords shall be performed by a responsible
individual independent of programming functions. Each password enables a user to gain access to only
those software and data files necessary for each employee's required duties.

Storage of Back-Up Files

It is the policy of SWB to maintain periodic back-up copies of the on-site server of electronic data files
off-site in a secure, fire-protected environment. Access to back-up files shall be limited to individuals
authorized by the Executive Director.

The Financial Software is maintained in the Cloud and backup files are always kept and can be accessed
at any time anywhere.

General Office Security

During normal business hours, all visitors are required to check in. Keys are issued at the discretion of the
Executive Director or designee.
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Technology and Electronic Communications (Modified 8/28/24)

Purpose and Scope

The purpose of this policy is to identify guidelines for the use of the SWB’s technologies and
communications systems. This policy establishes a minimum standard that must be upheld and enforced
by users of the Organization’s technologies and communications systems. The term “user”, as used in
these policies, refers to employees (whether full-time, part-time or limited-term), independent contractors,
consultants, subrecipients, and any other user having authorized access to, and using any of, the Organization’s
computers or electronic communications resources. Computer and electronic communications resources
include, but are not limited to, host computers, file servers, stand-alone computers, laptops, printers, fax
machines, phones, on-line services, E-mail systems, bulletin board systems, and all software that is owned,
licensed, or operated by SWB.

Acceptable Use of Organization Property

Use of the Organization’s computers and electronic communications technologies is for programmatic and
business activities of SWB All use of such resources shall be in an honest, ethical, and legal manner that
conforms to applicable license agreements, contracts, and policies regarding their intended use. Although
incidental and occasional personal use of the Organization’s communications systems are permitted, users
automatically waive any rights to privacy.

In addition, the information, ideas, concepts, and knowledge described, documented, or contained in the
Organization’s electronic systems are the intellectual property of SWB & US DOL. The copying or use of
the Organization’s intellectual property for personal use or benefit during or after employment (or period
of contract) with the Board is prohibited unless approved in advance by the Executive Director. All
hardware (laptops, computers, monitors, mice, keyboards, printers, telephones, fax machines, iPad’s etc.)
issued by SWB is the property of the Organization and should be treated as such. Users may not physically
alter or attempt repairs on any hardware at any time. Users must report any problems with hardware to the
Executive Director.

SWB and subrecipients will adhere to 2 CFR 200.315 and 2 CFR 2900.13 regarding Intangible Property.
Title to Intangible property acquired under a Federal award vest upon acquisition in the recipient or
subrecipient and must use that intangible property for the originally authorized purpose. DOL requires the
any intellectual proper developed under a Federal award to be in a format readily accessible and available
for open licensing to the public.

The Federal Government has the right to:
1) Obtain, reproduce, publish, or otherwise us the data produced under a Federal award, and

2) Authorize others to receive, reproduce, publish, or otherwise us the data for Federal purposes.

Password Security

The Executive Director or designee will maintain a system to track all users and password for all of SWB.
Users are responsible for safeguarding their login passwords. Passwords may not be shared, nor should
they be printed or stored on-line. Users should not leave their computers unattended without logging off.

Confidentiality

All information about individuals, families or organizations served by Board is confidential. No
information may be shared with any person or organization outside the SWB without the prior written
approval of the individual, family or organization and the Executive Director.
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Copyrighted Information

Use of SWB electronic communication systems to copy, modify, or transmit documents, software,
information or other materials protected by copyright, trademark, patent or trade secrecy laws, without
obtaining prior written permission from the owner of such rights in such materials, is prohibited.

Installation of Software

The installation of new software on the computers of the SWB without the prior approval of the Executive
Director, or her designee, is prohibited.
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Other Prohibited Uses

Other prohibited uses of the Organization’s communication systems include, but are not limited to:

1. Engaging in any communication that is discriminatory, defamatory, pornographic, obscene, racist,
sexist or that evidences religious bias, or is otherwise of a derogatory nature toward any specific
person, or toward any race, nationality, gender, marital status, sexual orientation, religion, disability,
physical characteristic, or age group.

2. Browsing or downloading and/or forwarding and/or printing pornographic, profane, discriminatory,
threatening or otherwise offensive material from any source including, but not limited to, the
Internet.

Engaging in any communication that is in violation of Federal, state or local laws.

Proselytizing or promoting any religious belief or tenet.

Campaigning for or against any candidate for political office or any ballot proposal or issue.

Sending, forwarding, redistributing or replying to “chain letters.”

Unauthorized use of passwords to gain access to another user’s information or communications on

SWB systems or elsewhere.

Advertising, solicitation or other commercial, non-programmatic use.

9. Knowingly introducing a computer virus into the Organization’s communication system or
otherwise knowingly causing damage to the Organization’s systems.

10. Using the Organization’s systems in a manner that interferes with normal business functions in any
way, including but not limited to, streaming audio from the Internet during business hours, stock
tickers, installing unauthorized software, etc.

11. Excessive personal use of the Organization’s technologies that preempts any business activity or
interferes with Organizational productivity.

12. Sending E-mail messages under an assumed name or obscuring the origin of an E-mail message sent
or received.

NowvkEwWw

*®

Disciplinary Action for Violations

SWB requires all users to adhere to this policy. Violations of this policy will result in disciplinary action,
which could include termination of employment or cancellation of contracts.

Reporting of Suspected Violations

Suspected violations of these policies should be immediately and confidentially reported to the Executive
Director. If you prefer not to discuss it with the Executive Director, you may contact the Board Chairperson.

SWB reserves the right to install programs that monitor employee use of the Internet and electronic
communication systems and to act on any violations of these policies found through use of such programs.
The SWB further reserves the right to examine any and all electronic communications sent or received by
employees via the Organization’s electronic communications systems.
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General Ledger and Chart of Accounts (Modified 3/13/19 & 8/28/24)

Southern Workforce Board, Inc. uses Abila MIP Fund Accounting general ledger software is accessed on
the cloud and a desktop computer as a workstation. The general ledger is defined as a group of accounts
that supports the information shown in the major financial statements. The general ledger is used to
accumulate all financial transactions of SWB, and is supported by subsidiary ledgers that provide details
for certain accounts in the general ledger. The general ledger is the foundation for the accumulation of data
and reports.

Chart of Accounts Overview

The chart of accounts is the framework for the general ledger system, and therefore, the basis for SWB's
accounting system. The chart of accounts consists of account titles and account numbers assigned to the
titles. General ledger accounts are used to accumulate transactions and the impact of these transactions on
each asset, liability, equity, revenue, expense and gain and loss account. SWB’s chart of accounts is
comprised of the following:

1. Program 3 digits
2. Grant 3 digits
3. Department 2 digits
4. General Ledger 4 digits
5. Location 2 digits
6. Area 2 digits

Distribution of Chart of Accounts

All SWB employees involved with account coding responsibilities (assignment or review of coding) or
budgetary responsibilities will be issued a current chart of accounts. As the chart of accounts is revised, an
updated copy of the chart of accounts shall be distributed to these individuals promptly.

Control of Chart of Accounts

SWB's chart of accounts is maintained by the Fiscal Officer will be monitored and controlled by the
Executive Director. Responsibilities include the handling of all account maintenance, such as additions
and deletions. Any additions or deletions of accounts should be approved by the Executive Director, who
ensures that the chart of accounts is consistent with the organizational structure of SWB and meets the
needs of each division and department.

Account Definitions

General Ledger

Account Range Category Definition
1000 - 2999 Assets

Assets are probable future economic benefits obtained or controlled
by the Organization as a result of past transactions or events. Assets
are classified as current assets, fixed assets, contra-assets, and other
assets.

Current assets are assets that are available or can be made readily
available to meet the cost of operations or to pay current liabilities.
Some examples are cash, temporary investments, and receivables
that will be collected within one year of the statement of financial
position date.
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3000 — 4499

4500 - 4999

5000 - 5999

6000 - 9999

Liabilities

Net Assets

Revenues

Expenses

Fixed assets (property and equipment) are tangible assets with a
useful life of more than one year that are acquired for use in the
operation of the Organization and are not held for resale.

Contra-assets are accounts that reduce asset accounts, such as
accumulated depreciation and reserves for uncollectible accounts
receivable

Other assets include long-term assets that are assets acquired without
the intention of disposing them in the near future. Some examples
are security deposits, property and long-term investments.

Liabilities are probable future sacrifices of economic benefits arising
from present obligations of the Organization to transfer assets or
provide services to other entities in the future as a result of past
transactions or events. Liabilities are classified as current or long-term.
Accrued Leave is the recorded liability of each program and acts as
a reserve for accrued annual leave incurred by employees of each
program.

Payroll — Payable Accounts are accounts that reflect the deductions
from each employee payroll and is a liability to

be paid on behalf of the employee and/or program incurred as a result
of employment for the program.

Current liabilities are probable sacrifices of economic benefits that
will likely occur within one year of the date of the financial statements
or which have a due date of one year or less. Common examples of
current liabilities include accounts payable, accrued liabilities, short-
term notes payable, and deferred revenue.

Long-Term Liabilities are probable sacrifices of economic benefits
that will likely occur more than one year from the date of the financial
statements. An example is the non-current portion of a mortgage
loan.

Net Assets is the difference between total assets and total liabilities.

Revenues are inflows or other enhancements of assets, or settlements
of liabilities, from delivering or producing goods, rendering services,
or other activities that constitute an Organization’s ongoing major or
central operations. Revenues include grants received from
government agencies, private foundations and corporations, and
contributions received from donors.

Expenses are outflows or other activities using assets, or incurrences
of liabilities from delivering or producing goods, rendering services,
or carrying out other activities that constitute SWB’s ongoing major
or central operations.
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In-kind

In-kind is the recording of donations of space, volunteer time, services, and monies.

Fiscal Year of Organization

SWB shall operate on a fiscal year that begins on
July 1st and ends on June 30th. Any changes to the fiscal year of the Organization must be ratified by
majority vote of SWB’s Board of Directors.

Journal Entries

All general ledger entries that do not originate from a subsidiary ledger shall be supported by journal
vouchers or other documentation, including an explanation of each such entry. Examples of such journal
entries are:

1. Recording of non-cash transactions

2. Corrections of posting errors

3. Nonrecurring accruals of income and expenses
4. Month-end Cost Pool Allocations

Certain journal entries, called recurring journal entries, occur in every accounting period. These entries
may include, but are not limited to:

1. Depreciation of fixed assets

2. Amortization of prepaid expenses

3. Accruals of recurring expenses (i.e. Accrued Revenue)
4. Amortization of deferred revenue

Recurring journal entries shall be supported by a schedule associated with the underlying asset or liability
account or, in the case of short-term recurring journal entries or immaterial items, a journal voucher.

All journal entries not originating from subsidiary ledgers shall be authorized in writing by the Executive
Director or designee by initialing or signing the entries.
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Policies Associated with Revenues and Cash Receipts (Modified 3/14/18, 8/28/24, 6/25/25)

Revenue
Revenue Recognition Policies

SWB receives revenue from several types of transactions. Revenue from each of these types of transactions
is recognized in the financial statements in the following manner:

1. Grant Revenue — Monthly recognition of grant revenue is recorded when earned or received based
on incurrence of allowable costs (for cost-reimbursement awards) or based on other terms of the
award (for fixed price and other types of awards). Year-end accrual of grant revenue is recorded
for revenue earned but not received by June 30.

2. In-Kind Contributions — Recognized as revenue when received. (See below the section titled
“Cost Sharing and Matching”).

3. Program Income — Includes interest, receipts from goods or services, excess revenue over costs, and
other program income as defined in WSD #22-2024, Change 1 and 2 CFR 200.307. Interest income
will be recorded using the “addition method” and will be allocated across all funds and programs
based on the balance of cash in the bank as well as the monthly cash transactions for each program.

4. Nongovernmental Cash Contributions — Recognized as revenue when received, unless
accompanied by restrictions or conditions (see the next section on contribution income).

Immaterial categories of revenue may be recorded on the cash basis of accounting (i.e., recorded as revenue
when received) as deemed appropriate by the Executive Director.

Donations Received

Policies of certain funding sources require that various types of donations be acquired and documented.
Such "in-kind" donations contribute to the overall effectiveness of our mission and in specific cases, are
mandatory to meet Federal guidelines. Donations include space, volunteer time, services, and monies. It is
the responsibility of the Fiscal Officer to ensure that donation requirements are met, properly recorded and
controlled. No type of donations will be utilized by employees for their personal use.

Donations of Space

All facilities for which rent and/or utilities are used but may not be paid qualify as donated space. The
number of square feet donated will be included in the space contracts with the fair market rental price per
square foot to be determined by the owner of the property or by criteria available to the Organization.
Donated space amounts will be maintained on the books of the Organization by the Fiscal Officer. In
instances where rent is paid for space but at a rate lower than fair market rental price, the difference between
the two rates may be counted toward in-kind requirements. Furnished utility costs may be documents with
receipts from utility companies or landlords as in-kind services. This is documented by using the Receipt
Voucher/In-Kind Contribution form.

Donations of Volunteer Time and Services

This form of "in-kind" must be documented monthly. Dollar amounts per hour for the donated time or
service will be determined by the Executive Director according to the fair value of the service per hour. In
the case of some special services, the amounts to be donated shall be included in a contract with
documentation. Upon certification of volunteer time, the Fiscal Officer will include the donated time in the
books of the Organization.
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Donations of Cash

All donations of cash require the issuance of a receipt. Cash donations will be routed to the Fiscal Officer
for recording and deposit.

Stand-in Costs

Stand-in costs are costs that may be substituted for unallowable costs charged to WIOA grants. The
requirements to be considered as potential “stand-in costs are as follows:

1. Must be allowable WIOA costs that were actually incurred but not charged to the WIOA program
because of funding limitations, local division, or any other reasons.

2. Must have been reported as uncharged WIOA program costs and accounted for in the

grantee/contractor’s financial system.

Must be adequately documented in the same manner as all other WIOA program costs.

4. Must be from the same WIOA Title cost category and funding period as those costs which were
un-allowed/disallowed.

(98]
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Billing and Invoice Policies (Modified 2/11/26)

Overview

The following is a list of items billed and/or accrued and received by SWB and the frequency with which
each is billed:

Monthly Billings

1. Grants and contracts (See separate policy Grant Management Policy and Procedures for billing
policies associated with Federal grant agreements)
2. Other “as needed” billings for event sponsorships, IFA invoices, etc.

Responsibilities for Billing and Collection/Request for Funds

The Fiscal Department will ensure that an adequate cash flow exists to meet our obligations. Each funding
source has established requirements for requesting funds. Requests must be submitted on time. Amounts
requested for the next period will be based on the projects cash requirements after recognizing the current
cash balance, current liabilities, and the future period expected expenditures.

Accounts Receivable Entry Policies

Posting of customer invoices to the accounts receivable subsidiary ledger shall be performed by individuals
independent of the cash receipts function of the SWB. Posting of credit memos and other adjustments to
customer accounts receivable shall also be performed by an individual independent of the cash receipt’s
function and approved by the Executive Director.

Classification of Revenue and Equity

All revenue received by SWB is classified as "unrestricted", with the exception of the following:

1. Grants and other awards received from government agencies or other grantors, which are classified
as temporarily restricted; and

2. Special endowments received from donors requesting that these funds be restricted for specific
purposes. From time to time, SWB may raise other forms of contribution income which carry
stipulations that board utilize the funds for a specific purpose or within a specified time period
identified by the donor of the funds. When this form of contribution income is received, SWB shall
classify this income as Temporarily Restricted income. As with all Temporarily Restricted equity,
when the restriction associated with a contribution has been met (due to the passing of time or the
use of the resource for the purpose designated by the donor), SWB will reclassify the related equity
from "Temporarily Restricted" to "Unrestricted" in its Statement of Financial Position and reflect
this reclassification as an activity in its Statement of Activities.
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Cash Receipts (Modified 3/13/19)

Overview

Cash (including checks payable to the Organization) is the most liquid asset the organization has.
Therefore, it is the objective of SWB to establish and follow the strongest possible internal controls in this
area.

Processing of Checks and Cash Received in the Mail

The following procedures will be followed:

e Cash receipts are received at the SWB Administrative Office to ensure that cash received is
appropriately directed, recorded, and deposited in a timely basis.

e Mail is opened and all mail including cash/checks received is recorded into a Daily Mail Log which
is prepared in an open area, by the SWB Monitor or designee. The checks are stamped with a “For
Deposit Only” stamp by the SWB Monitor or designee who is not involved in the accounts
receivable or accounts payable process.

e The cash/checks are then hand delivered to the Fiscal Officer who prepares a deposit slip from the
cash/checks received.

e A copy of the check and any documentation received with it is retained with a copy of the deposit
slip for entry into the accounting system.

e Deposits are prepared and taken to the bank by an individual other than the employee who received
and logged the mail and receipts.

e The original deposit slip is retained by the bank and the deposit copy with any back up
documentation is used to code for entry into the accounting system.

e A comparison is done periodically to ensure that the cash/check receipts are deposited and recorded.

Endorsement of Checks

All checks received that are payable to the Organization shall immediately be restrictively endorsed by the
individual who opens the mail. The restrictive endorsement shall be a rubber stamp that includes the “For
Deposit Only™.

Timeliness of Bank Deposits

It is the policy of SWB that bank deposits will be made on a periodic basis as needed.

Reconciliation of Deposits

On a periodic basis, the designee who does not prepare the initial cash receipts listing or bank deposit, shall
reconcile the listings of receipts to bank deposits reflected on the monthly bank statement. Any
discrepancies shall be immediately investigated.
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Accounts Receivable Management

Monitoring and Reconciliations

On a monthly basis, a detailed accounts receivable report (showing aged, outstanding invoices by
customer) is generated and reconciled to the general ledger by the fiscal department. All differences are
immediately investigated, resolved, and reconciled.

Collections

Collections are performed on a monthly basis, according to a review of the outstanding items shown on the
accounts receivable aging report. This report shows the current month’s activity for each customer and prior
months’ balances outstanding for 30, 60, 90, and 120 days.

Credits and Other Adjustments to Accounts Receivable

From time to time, credits against accounts receivable from transactions other than payments and bad debts
will occur. Examples of other credits include write offs, denials and adjustments for billing errors. All
credits shall be processed by an employee who is independent of the cash receipts function. In addition, all
credits shall be authorized by the Fiscal Officer.

Accounts Receivable Write-Off Authorization Procedures

It is the policy of SWB to ensure that all available means of collecting accounts receivable have been
exhausted before write-off procedures are initiated. Write-offs are initiated by the Department associated
with the amount to be written off. If an account receivable is deemed uncollectible, the Executive Director
must approve before the write-off is processed. If write-off procedures have been initiated, the following
accounting treatment applies:

1. Current year invoices that are written off will either be charged against an appropriate revenue or
revenue adjustment account or against the original account credited.

2. Invoices written off that are dated prior to the current year will be treated as bad debt and will
reduce the allowance for doubtful accounts, discussed in the next section.

Reserve for Uncollectible Accounts

It is the policy of SWB to maintain a reserve for uncollectible accounts receivable. At the end of each fiscal
year, the allowance for doubtful accounts is adjusted based on the following factors:

1. An analysis of outstanding aged accounts receivable
. Historical collection and bad debt experience
3. Evaluations of specific accounts based on discussions with the department that originated the
sale/service resulting in the receivable Year-end adjustments to the reserve for uncollectible
accounts shall be performed only with authorization and by the Fiscal Officer.

This reserve account is used in the following year to write off those items that are deemed uncollectible
from the prior year after further collection efforts have been abandoned, as described earlier.
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Procurement Policies and Procedures (Modified 3/14/18, 8/28/24, 3/26/25, 6/25/25, 2/11/26)
Overview

It is the policy of SWB to follow a practice of ethical, responsible, and reasonable procedures related to
the Procurement process. All employees, board members, and sub-recipients will adhere to SWB
Procurement and Contracting Policy. SWB will also ensure that the company will avoid acquisition of
unnecessary or duplicative items.

SWB will only award contracts to responsible contractors possessing the ability to perform successfully
under the terms and conditions of a proposed procurement. Consideration will be given to such matters as
contractor integrity, compliance with public policy, record of past performance, and financial and technical
resources. SWB will comply with 2 CFR 200.214 regarding Suspension and Debarment.

SWB requires procurement and quotes on all direct client costs, regardless of amount, that are not included
in the Individual Training Accounts (ITA) or purchased from an educational/training institution.

In accordance with all applicable Federal and State policies and regulations, SWB will include all of the
provisions required in all contracts or agreements with vendors and sub-recipients.

SWB will review and perform price analysis comparisons for all building and equipment leases held by
SWB every seven (7) years to determine whether circumstances have changed and if alternative options

are available.

See the Fiscal Requirement, Procurement and Contracting policy for Procurement requirements
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Purchasing Policies and Procedures (Modified 3/14/18, 3/13/19, 8/28/24, 3/26/25, 6/25/25, 2/11/26)

Responsibility for Purchasing

The Executive Director designates the Fiscal Officer or other designee for SWB to act as the Purchasing
Agent. Unless otherwise specified, electronic signatures will be accepted on all internal documents and
forms.

See the Fiscal Requirement, Procurement and Contracting policy for Procurement requirements.

These procedures as set forth as follows:

1. Some purchases may be made by a Purchase Order (PO) Form. Recurring expenses such as
rent, utilities, telephone, some travel, etc. will not require a PO form.

2. Purchases of $100 and less can be made on a Miscellaneous Expense Reimbursement Form
(Appendix B) if paid by an employee and must be authorized by supervisor.

Non-Discrimination Policy

All vendors/contractors who are the recipients of Organization funds, or who propose to perform any work
or furnish any goods under agreements with the Board shall agree to these important principles:

1. Vendors/Contractors will not discriminate against any employee or applicant for employment
because of race, religion, color, sexual orientation or national origin, except where religion, sex, or
national origin is a bona fide occupational qualification reasonably necessary to the normal
operation of the vendors/contractors.

2. Vendors/contractors agree to post in conspicuous places, available to employees and applicants for
employment, notices setting forth the provisions of this non-discrimination clause. Notices,
advertisement, and solicitations placed in accordance with Federal law, rule, or regulation shall be
deemed sufficient for meeting the intent of this section.

Purchase and Invoices

A Purchase Order Form (Appendix A) will be prepared for some expenditures. The Fiscal Officer will
process all authorization requests before they become a valid instrument. This procedure ensures that
sufficient funds are available within the program requesting the item(s).

A purchase order form must be completed in full including; the item, its price, the vendor, a signature of
staff requesting, and the program to which the item is to be charged, with attached quotes (when applicable)
and invoice, as well as the appropriate approval signature.

The Fiscal Officer will pay the obligation when the invoice has been received or a scanned copy by email
for remote locations. Invoices may be mailed or emailed directly to the Fiscal Department by the vendor
or hand carried by the purchaser directly to the Fiscal Department.

Miscellaneous Reimbursement

To be reimbursed for an approved purchase, the employee must fully complete a Miscellaneous
Reimbursement Form (Appendix B), attach a dated receipt of purchase, obtain their supervisor’s signature,
and submit the reimbursement form to the Fiscal Department. A reimbursement check will be issued to the
employees within a reasonable time after receipt of the form or at the end of the month, whichever is
appropriate.
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Payment of Contracts

All contracts/agreements are processed by the Fiscal Officer and signed by Executive Director or Deputy
Director. Vendors and sub-recipients will be verified in SAM.gov or online court records to make sure they
are valid and not on the Disbarment List. The payment process will be held on contractual payments until
an executed contract is on file. The original signed contract will be maintained on file by the Fiscal
Department. Before payment, the individual monitoring the contract will, in writing, verify that the work
or service has been completed according to the terms of the contract. After submission to the Fiscal
Department, payment to the contractor will be affected in accordance with the terms of the contract.
Ongoing contracts such as utility payments or contracts space will automatically be paid by the Fiscal
Department upon such receipt of a valid contract and continue until contract termination or amendment.

Use of Purchase Orders

Procedures
1. Purchase Requisitions:

See the Fiscal Requirement, Procurement and Contracting policy for Procurement requirements.

2. Purchase Orders: Receipt of Goods or Services

On receipt of the shipment or delivery of service, the receiving employee will sign the receiving
copy portion (if applicable) on the PO and attach it with all appropriate documentation to the
purchase order form. Approved purchase orders will be sent to the Fiscal Department. All
disbursements will be made according to the disbursement procedures. The Fiscal Department will
maintain the purchase order forms purchase documents on file.

Other Purchasing Requirements

1. Purchases under $100
There may be times when an employee may need to purchase items that are under $100. A
Miscellaneous Reimbursement form can be completed and approval by their supervisor for
reimbursement with the receipt or invoice attached. The supervisor must always adhere to their
budgets before giving approval for any purchases.

2. Contracts
A contract, letter, or memo authorizing the contract shall be on file. No receiving report for contract
1s necessary. As evidence of receipt of services, the invoice must be presented to the official
responsible for the contract and signed by him/her. The invoice is then given to the Fiscal
Department who refers to the contract, letter, or memo number when making payment.

3. Services of Continuing Nature
In the case of services of a continuing nature, a copy of agreement or contract should be on file. All
requests for payment will be verified by an examination of the contract.
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5. Contracts and Contractor Administration
After a contract has been approved, the Fiscal Officer will receive a copy of the terms, conditions
and specifications, and the contract. The Fiscal Officer will evaluate contractor or vendor
performance based on the contract terms, conditions, and specifications.

Pavment Authorization

Payment Authorization is given when invoices have been received from the vendors with appropriate
documentation. Accounts Payable Transaction Batch Report will be given to the Executive Director or
designee for final approval. All checks require one signature except checks of $10,000 or more will require
two signatures. All checks are pre-numbered and must be accounted for. Checks are copied and placed
with invoice or backup documents and placed in vendor file.

Yendor Files and Required Documentation

The Fiscal Department shall maintain a file for vendors from whom SWB purchases goods or services.
SWRB shall obtain a completed Form W-9 or equivalent substitute documentation from all vendors to whom
payments are made that require a 1099 to be issued. A record shall be maintained of all vendors to whom
a Form 1099 is required to be issued at year-end. Payments to such vendors shall be accumulated over the
course of a calendar year. See the section on “Payroll and Related Policies” for guidance on determining
whether a vendor should be treated as an employee.

SWB will verify each vendor, subcontractor, or subrecipient per 2 CFR 200.332 in SAM.gov prior to issuing a
contract to ensure they are not listed on the federal Suspension or Debarment list. Documentation of the
SAM.gov search results will be printed and maintained in the vendor file. SWB will also conduct this
verification annually for each active vendor or subrecipient to confirm they remain in good standing before

making any payments for that program year.

Ethical Conduct in Purchasing

Ethical conduct in managing the Organization's purchasing activities is an absolute essential. Staff must
always be mindful that they represent the Board and share a professional trust with other staff and the
general membership. Staff shall discourage the offer of, and decline, individual gifts or gratuities of value
in any way that might influence the purchase of supplies, equipment, and/or services. Staff shall notify the
Executive Director if they are offered such gifts.
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Conflicts of Interest Prohibited

SWB will ensure that in selecting a contractor, it will not allow conflicts of interest and will avoid “less-
than arms-length” relationships. No officer, board member, employee, or agent of SWB shall participate
in the selection or administration of a vendor if a real or apparent conflict of interest would be involved.
Such a conflict would arise if an officer, board member, employee or agent, or any member of his/her
immediate family, his/her spouse/partner, or an organization that employs or is about to employ any of the
parties indicated herein, has a financial or other interest in the vendor selected. Officers, board members,
employees, and agents of SWB shall neither solicit nor accept gratuities, favors, or anything of monetary
value from vendors or parties to sub-agreements.

Receipt and Acceptance of Goods
A designated individual shall inspect all goods received. Upon receipt of any item from a vendor, the
following actions shall immediately be taken:
1. Review bill of lading for correct delivery point
Verify the quantity of boxes/containers with the bill of lading
Examine boxes/containers for exterior damage
Note on the bill of lading any discrepancies (missing or damaged boxes/containers, etc.)
Sign the bill of lading
Forward the original or scanned a copy of the bill of lading to the Fiscal Officer

Sk

It is the policy of SWB to perform the preceding inspection procedures in a timely manner in order to
facilitate prompt return of goods and/or communication with vendors.
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Political Intervention

Prohibited Expenditures

Consistent with its tax-exempt status under the Internal Revenue Code, it is the policy of SWB that the
Organization shall not incur any expenditure for political intervention. For purposes of this policy, political
intervention shall be defined as any activity associated with the direct or indirect support or opposition of
a candidate for elective public office at the Federal, state or local level. Political intervention does not
include lobbying activities, defined as the direct or indirect support or opposition for legislation, which is
not prohibited under the Internal Revenue Code for Southern Workforce, Inc. Examples of prohibited
political expenditures include, but are not limited to, the following:

1. Contributions to political action committee
Contributions to the campaigns of individual candidates for public office Contributions to political
parties

3. Expenditures to produce printed materials (including materials included in periodicals) that support
or oppose candidates for public office

4. Expenditures for the placement of political advertisements in periodicals

Endorsements of Candidates

It is the policy of SWB not to endorse any candidates for public office in any manner, either verbally or in
writing. This policy extends to the actions of management and other representatives of the Board when
these individuals are acting on behalf of, or are otherwise representing, the Organization.

Prohibited Use of Organization Assets and Resources

It is the policy of SWB that no assets or human resources of the Organization shall be utilized for political
activities, as defined above. This prohibition extends to the use of Organization assets or human resources
in support of political activities that are engaged in personally by board members, members of
management, employees, or any other representatives of SWB While there is no prohibition against these
individuals engaging in political activities personally (on their own time and without representing that they
are acting on behalf of the Organization), these individuals must at all times be aware that Organization
resources cannot at any time be utilized in support of political activities.
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Accounts Payable Management (Modified 3/14/18, 3/13/19, & 8/28/24)

Overview

SWB strives to maintain efficient business practices and good cost control. A well-managed accounts
payable function can assist in accomplishing this goal from the purchasing decision through payment and
check reconciliation. It is the policy of SWB that an employee independent of ordering and receiving
performs the recording of assets or expenses and the related liability. As stated previously, unless otherwise
specified, electronic signatures will be accepted on SWB forms.

The amounts recorded are based on the vendor invoice for the related goods or services. The vendor invoice
should be supported by an approved purchase order where necessary, and should be reviewed and approved
by the Executive Director or designee prior to being processed for payment. Invoices and related general
ledger account distribution codes are reviewed prior to posting to the subsidiary system. The primary
objective for accounts payable and cash disbursements is to ensure that:

Disbursements necessary and reasonable

Disbursements are properly authorized

Invoices are processed in a timely manner

Vendor credit terms and operating cash are managed for maximum benefits

b=

Recording of Accounts Pavable

All valid accounts payable transactions, properly supported with the required documentation, shall be
recorded as accounts payable in a timely manner. Accounts payable are processed at least weekly.
Information is entered into the system from approved invoices or disbursement vouchers with appropriate
documentation attached. Vendor statements can be processed for payment only if vendor utilizes the
statement as an invoice with the necessary information.

Preparation of an Expenditure Request

For non-recurring expenditures, complete documentation should be submitted for payment to include a
purchase order form/invoice and supporting documentation. This should include, at least the following:

Purchase Order form (completed and approved prior to ordering services or goods)

Vendor invoice or employee expense report

Packing slip (where appropriate)

Receiving report (or other indication of receipt of merchandise and authorization of acceptance)
Vendor quote comparison form (if applicable)

Any other supporting documentation deemed appropriate

SIS

Processing of Purchase Orders

The following procedures shall be applied to each purchase order and expenditure request documentation
by the Fiscal Officer:
1. Check the mathematical accuracy of the vendor invoice or supporting documents.
2. Compare the nature, quantity, and prices of all items ordered per the vendor invoice to the purchase
order, packing slip and receiving report.
3. Document the general ledger coding or distribution, using the Organization’s current chart of
accounts.
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4. Obtain the review and approval of the supervisor or Executive Director (or designee) associated
with the goods or services purchased. Approvals shall be documented with initials or signatures of
the approving individual.

Payment Discounts

To the extent practical, it is the policy of SWB to take advantage of all prompt payment discounts offered
by vendors, if applicable. When availability of such discounts is noted, and all required documentation in
support of payment is available, payments will be scheduled so as to take full advantage of the discounts.

Emplovee Expense Reports

Reimbursements for travel expenses and other approved costs will be made only upon the receipt of a
properly approved and completed expense reimbursement form (see further policies under “Travel and
Business Expense”). All receipts must be attached and a brief description of the business purpose of the
trip or meeting, and a notification of meeting or a meeting agenda must be noted on the form or attached
(if applicable).

Reconciliation of A/P Subsidiary Ledger to General Ledger

At the end of each monthly accounting period, the total amount due to vendors per the accounts payable
unpaid A/P vouchers file shall be reconciled to the total per the accounts payable general ledger account.
All differences are investigated and adjustments made as necessary. The reconciliation and the results of
the investigation of differences are reviewed and approved by the Fiscal Officer. Also, on a monthly basis,
the Fiscal Officer shall perform the following procedures:

1. Check all statements received for unprocessed invoices.
2. Check the Purchase Order file for open PO’s that are more than 60 days old and follow up.
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Travel and Business Expense (Modified 3/14/18, 3/13/19, 10/27/2021, and 10/26/2022)

General

SWB will reimburse travelers for those business-related costs that are necessary and reasonably incurred.
Travel policies of the Organization will be strictly adhered to. All required documentation must be
submitted prior to payment.

Travel

Travel Claims and supporting documentation will be submitted to the Fiscal Department signed by the
employee and approved by their supervisor no later than the 5" business day of the following month. Late
claims will not be processed until the following accounts payable cycle. Incomplete travel claims will be
returned to the employee and processed at a later date.

Employees and Board members will be reimbursed for travel at the current mileage rate as set by the
Internal Revenue Service as the Standard Mileage Rate. Mileage will be documented and submitted
monthly with the Travel Claim Form (Appendix C) along with receipts for other costs incurred as allowed,
including parking fees, toll fees, lodging, etc.

Mileage will not be paid from an employee's home to his/her work site as commuting miles. It is the
responsibility of each employee to arrive at the work site by his/her own means. In the case of required
work or meeting, SWB will pay mileage from the employee's regular work site to the meeting place; or, if
the employee's residence is closer to the meeting site than to the work site, SWB will pay mileage for the
lesser of the two distances. At no time will SWB compensate an employee for mileage used while on
personal business; i.e., lunch, personal errands, etc. unless it is during the course of overnight stay status.

At the conclusion of the business trip, the employee, member of the Board of Directors, or member of the
Local Elected Officials who has incurred business-related expenses should complete a current Travel Claim
form in accordance with the following policies:

1. Documentation must justify that travel costs incurred by the business traveler is necessary for the
organization, program objectives, and the federal award, and costs are reasonable and consistent
with SWB’s travel policy. Travel costs for individuals accompanying the business traveler are not
allowable or reimbursable.

2. Identify each separately incurred business expense (i.e., do not group all expenses associated with

one trip together).

All business expenses must be supported with invoices or receipts, except mileage or per diems.

4. The travel claim must be completely filled out and the required documentation and receipts,
attached as well as agenda or proof of meetings required (if applicable).

5. SWB will reimburse employees for meals and incidentals at per diem rates established by the
General Services Administration (GSA) for the location to which they travel.

6. Per Diem will begin the day of travel as long as it does not begin more than one calendar day before
the start of the event and shall not continue more than one day after the event.

7. Per Diem reimbursement for the first and last day will be based on the 75% of the daily per diem
as defined by the GSA rates on the website. Each day in between will be reimbursed at the full
daily per diem rate unless a meal is deducted per the guidelines.

8. If the conference or meeting which the traveler attends provide a meal, then the meal amount
according to the GSA guidelines will be deducted as the value of that meal on the Travel Claim
form.

(O8]
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10.

11.
12.
13.
14.

Meals

Continental breakfasts are now required to be deducted if they are included in the cost of the
registration. Complimentary breakfasts, such as those provided by the hotels free of charge, are not
deducted from per diem.

Mileage will be reimbursed at the standard federal rate in effect at the time of travel, as published
each year by the IRS. Proof of mileage should be attached to substantiate distance. Methods used
can be the Oklahoma Department of Transportation Mileage Table, Odometer Readings,
MapQuest, Rand McNally, Google maps, etc.

All travel claim forms must be signed and dated by the employee.

All travel claim forms must be approved, signed, and dated by the employee’s supervisor.

One Travel Claim form should be prepared for the month’s travel per business traveler.

Checks for all travel will be prepared in accordance with the check disbursement procedures.

Use of Grant Funds to pay for the cost of meals, food, coffee or other refreshments for employees is
prohibited except as described as follows:

1.

2.
3.

Travel status — When an employee is in overnight travel status, staff meals will be reimbursed based
on the GSA Per Diem allowance as defined on the GSA website.

When travel during the course of a day exceed 12 hours.

When the cost of a meal is incidental to the cost of meetings and conferences where the primary
purpose is the dissemination of technical information.

When the cost of the meal is incurred during the process of conducting meetings and conferences
with external customers and other professional colleagues outside of the entity’s organization.
The cost of a “working lunch” with external customers and other colleagues is only considered
“reasonable and necessary” when there is adequate documentation on the necessity of having the
meeting during a meal time instead of during normal business hours. Documentation should specify
what ETA-related subjects were discussed, and include a list of participants and dated receipt.

Providing meals for youth in all day workshops will be allowed with adequate documented support of
necessity and reasonableness of the meal.

Lodging

Lodging reservations may be made on a company credit card. Reimbursement for overnight lodging
while in overnight travel status may be made, based upon a receipt issued by a “hotel”, that includes
hotel, motel or other public lodging place, as follows:

1.

Travelers should stay in standard rooms. Payment for suites and other upgraded rooms at hotels
will not be allowed, unless required by a medical condition which must be documented by
Human Resources and approved by the Executive Director or designee.

Business travelers will ask hotels for any available discounts — nonprofit, government or
corporate rates. If no discount is available, then the hotel costs should be reasonable and a
comparison should be done with surrounding hotels. If the hotel chosen is not the cheapest, then a
justification is required along with the supervisor approval. If the hotel cost is deemed
unreasonable in price, the Executive Director should approve prior to the hotel stay.

. When the business traveler is attending a conference or meeting, they may stay in the hotel

hosting the conference or meeting. If that hotel is unavailable, the business traveler may stay in a
hotel that is comparable to the hotel hosting that conference or meeting.
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Cash Disbursements (check writing) Policies (Modified 3/13/19, 8/28/24, 3/26/25)

Check/Voucher Preparation

It is the policy of SWB to pay vendors by check or ACH Voucher as needed and expense reimbursement
checks on a monthly basis, unless it has been determined to be necessary to pay more frequently. Persons
independent of those who initiate or approve expenditures, as well as those who are authorized check
signers, shall prepare checks. All vendor and expense reimbursement checks shall be produced in
accordance with the following guidelines:

1. All cash disbursements will be made from an approved payment voucher or purchase order, which
includes all the appropriate documentation. Documentation must include invoice.

2. All approved payments will be forwarded to the Fiscal Department. The Fiscal Department will
review and enter the payment into the accounts payable system.

3. The Fiscal Officer or Executive Director will be responsible for assigning payment priority to all
payment vouchers and approving vouchers for payment. Before assigning payment priority,
accounts must be verified for sufficient cash balances.

4. The Accounts Payable Batch will be reviewed and approved by Systems/Projects Manager. The
signed A/P batch reports will be maintained by the Fiscal Officer.

5. The checks for payment of vouchers will be signed by the Executive Director, Deputy Director,
Chairman of the Board of Directors or the Systems/Projects Manager.

6. The Fiscal Officer will be responsible for keeping all blank checks under lock and key.

7. Expenditures must be supported in conformity with the purchasing, accounts payable, and travel
and business expense policies described in this manual.

8. Timing of disbursements should generally be made to take advantage of all early-payment
discounts offered by vendors.

9. Total cash requirements associated with each check run is monitored in conjunction with available
cash balance in bank prior to the release of any checks.

10. Checks shall be utilized in numerical order (unused checks are stored in a locked area in the Fiscal
Officer office)

11. Checks shall never be made payable to “bearer” or “cash”.

12. Checks shall never be signed prior to being prepared.

13. Upon the preparation of a check, vendor invoices and other supporting documentation shall
immediately be stamped paid.

Mailing of Checks/Vouchers

After printing, checks/vouchers are copied for vendor file and put with remittance documents and mailed
immediately. Individuals who authorize expenditures shall not mail checks/vouchers.

Voided Checks and Stop Pavments

Checks may be voided due to processing errors by making proper notations in the check register and
defacing the check by clearly marking it as “VOID”. All voided checks shall be retained to aid in
preparation of bank reconciliations. Stop payment orders may be made for checks lost in the mail or other
valid reasons. Stop payments are processed by computer or telephone instruction and written authorization
to the bank by accounting personnel with this authority. A journal entry is made to record the stop payment
and any related bank fees, if applicable.
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Payroll and Related Policies (Modified 3/13/19, 8/28/24, 3/26/25)

Payroll actions will be affected in accordance with Personnel Policies and other Organization policies. All
payroll policies and procedures will be administered, recorded, and documented in accordance with
acceptable accounting principles and Federal wage and hour guidelines. See Personnel Policies and
Procedures for more details. Unless otherwise specified, electronic signatures will be accepted on all SWB
forms.

Classification of Workers as Independent Contractors or Employees
It is the policy of SWB to consider all relevant facts and circumstances regarding the relationship between

SWB and the individual in making determinations about the classification of workers as independent
contractors or employees. This determination is based on the degree of control and independence associated
with the relationship between SWB and the individual. Facts that provide evidence of the degree of control
and independence fall into three categories:

1. Behavioral control
2. Financial control
3. The type of relationship of the parties

Facts associated with each of these categories that will be considered by SWB in making
employee/contractor determinations shall include:

1. Behavioral Control:

Instructions given by SWB to the worker that indicate control over the worker (suggesting an
employee relationship), such as:
a. When and where to work
b. What tools or equipment to use
What workers to hire or to assist with the work
Where to purchase supplies and services
What work must be performed by a specified individual
What order or sequence to follow

o oo

Training provided by SWB to the worker (i.e. employees typically are trained by their employer,
whereas contractors typically provide their own training)

2. Financial Control:

a. The extent to which the worker has unreimbursed business expenses (i.e. employees are
more likely to be fully reimbursed for their expenses than is a contractor)

b. The extent of the worker’s investment in the facilities/assets used in performing services for
SWB (greater investment associated with contractors)

c. The extent to which the worker makes services available to the relevant market

d. How SWB pays the worker (i.e. guaranteed regular wage for employees vs. flat fee paid to
some contractors)

e. The extent to which the worker can realize a profit or loss.

3. Type of Relationship:
a. Written contracts describing the relationship that SWB and the individual intend to create
b. Whether SWB provides the worker with employee-type benefits, such as insurance, paid
leave, etc.
c. The permanency of the relationship
d. The extent to which services performed by the worker is a key aspect of the regular business
of SWB
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If an individual qualifies for independent contractor status, the individual will be sent a Form 1099 if total
compensation paid to that individual for any calendar year, on the cash basis, is $600 or more. The amount
reported on a Form 1099 is equal to the compensation paid to that person during a calendar year (on the
cash basis). Excluded from “compensation” are reimbursements of business expenses that have been
accounted for by the contractor by supplying receipts and business explanations. If an individual qualifies
as an employee, a personnel file will be created for that individual and all documentation required by the
SWB personnel policies shall be obtained. The policies described in the remainder of this section shall
apply to all workers classified as employees.

Pavroll Administration
SWB operates on a bi-weekly payroll. For all SWB employees, a personnel file is established and

maintained with current documentation, as described throughout this section and more fully described in
SWB's Personnel Policy. The following forms, documents, and information shall be obtained and included
in the personnel files of all new employees and be maintained by the Fiscal Officer or Executive Director:

1. SWB employment application (and resume, if applicable)

Form W-4 Employee Federal Withholding Certificate

Oklahoma Form W-4 Employee’s Withholding Allowance Certificate
Form 1-9 Employment Eligibility Verification

Job title and description and starting salary

Employee Agreement (if applicable)

Confidentiality Statement

New Employment Orientation

9. Payroll Status Change

10. Applicant references (work & personal, if applicable)

11. Interview questions and notes

12. Copy of driver’s license

13. Copy of Social Security card issued by the Social Security Administration
14. Starting date and PT/FT

NN WD

For employees without a current, valid driver’s license, acceptable alternative documents shall include:

1. U.S. Passport

Certificate of U.S. Citizenship (INS Form N-560 or N-561)

Voter’s registration card

U.S. Military card

ID card issued by a Federal, state or local government, provided it contains a photo
School record or report card (for persons under age 18 only)

SNk Wb

For employees without a Social Security card, acceptable alternative documents shall include:
1. U.S. Passport
Certificate of U.S. Citizenship (INS Form N-560 or N-561)
Original or certified copy of a birth certificate issued by a state, county or municipal authority
Certificate of Birth Abroad issued by the Department of State (Form FS-545 or Form DS-1350)
U.S. Citizen ID Card (INS Form I-197)
Native American tribal document
ID Card for use of Resident Citizen in the United States (INS Form 1-179)
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Each employee payroll file shall also indicate whether the employee is exempt or non-exempt from the
provisions of the Fair Labor Standards Act on the executed Job Description.
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New Employees
1. The Executive Director or Fiscal Officer will be responsible for seeing that all new employees

complete the following items:
a. SWB employment application
. Homeland Security Form I-9
IRS Form W-4
Oklahoma Form W-4
Employee benefits application forms
Oklahoma New Hire Reporting Form
An employee hiring is not effective until all the forms listed above are completed.
The Executive Director will approve a personnel action form for the new employee and
submit it to the Fiscal Officer
Direct Deposit Form with an attached voided check.
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Changes in Pavroll Data
The Fiscal Officer should be notified of all changes that affect payroll by completing a Personnel Action

Form (Appendix D). Changes would include a change in salary, hourly rate, or a change in position.
1. A personnel action form will be completed by the supervisor, approved by the Executive Director
on all personnel changes, and will be forwarded to the Fiscal Officer
2. After receiving notice of a termination, the Executive Director will generate a Separation from
Employment form. This form will be forwarded and finalized by the Fiscal Officer.
3. All employees are responsible for submitting an updated IRS W-4 form or Oklahoma W-4 form if
there are any changes in the tax withholding.

Leave
A record of leave earned/used is to be maintained by the Fiscal Officer. Accrued leave information is
available by the Fiscal Department to determine the amount of leave accrued. Inquiries concerning possible
errors will be directed to the Fiscal Officer.
1. Employees will submit to their immediate supervisor all vacation, sick leave, and leave without pay
authorizations prior to the pay period.
2. Approved Leave Request Forms (Appendix F) must be submitted with timesheets/personnel
activity reports and payroll worksheets.

Processing of Time Sheets. Personnel Activity Reports. and Payroll Worksheets

1. Each employee will be responsible for completing a Personnel/Activity Report/Time Record of
hours worked and the program/fund to be charged.

2. Completed forms will be signed by the employee and Executive Director or designee and forwarded
to the fiscal department. Copies of approved forms may be scanned and emailed from local WIBS
from remote locations that SWB is the Fiscal Agent for.

3. Time Sheets/Personnel Activity Reports (Appendix E) will be due in accordance to the posted
schedule.

4. Incomplete forms will be returned to the employee and will be processed at a later date.

Pay periods will begin on Sunday and continue for 14 days, ending on Saturday.
6. Payroll vouchers/paychecks are issued bi-weekly and direct deposited on every other Friday
according to the schedule.

e

Review of Payroll
1. All approved time sheets/personnel activity reports will be forwarded to the Fiscal Officer. All

payroll batch reports upon completion of the payroll process will be submitted for signature by the
40



Executive Director or designee. It will be the responsibility of the Fiscal Officer or designee to
maintain the signed payroll batch reports.

Method of Distribution of Payroll
Payroll payments shall be in the form of direct deposit to a bank account or pay card. All employees will

complete a Direct form Deposit along with a cancelled or voided check or deposit authorization for a pay
card to the Fiscal Officer upon employment. The first paycheck may be a paper check and then will be
direct deposited for subsequent payrolls. A payroll voucher will be printed and mailed/emailed to the
employee upon transmitting the electronic file to the bank for direct deposit.

Lost or Misplaced Pavroll Checks
If a payroll check was issued, Lost or Misplaced payroll checks should be reported to the payroll

department as soon as possible. Upon verification that a lost/misplaced check has not cleared the bank, the
employee will be asked to write a letter to document what has occurred.

Garnishments

Employees are expected to meet their obligations. The Fiscal Officer must abide by the directions of the
court in deducting from earned income. Such amount is sent to the place designated by the court. A copy
of the garnishment order will be forwarded to the employee.

Payroll Taxes
The Fiscal Officer in conjunction with the Executive Director is responsible for ensuring all required tax

forms and other required reports are properly completed and submitted, and that all required taxes are
withheld and paid. Reports required are:

Title Due Date Sent To

941 Report-Federal Tax Deposit 30 days after end of quarter IRS Center Ogden, UT
(FICA & FIT)

Federal Tax Deposit 3rd day after the payroll date Online EFPTS
Deposits (FICA & FIT)

State Tax Withholding 15th day of the following month Okla Tax Commission
State Unemployment Ins. 30 days after end of quarter OESC Insurance Fund
Workers” Comp Insurance 14 days after end of month CompSource
Employee W-2 Forms January 31st Each Employee

1099 Misc. Form January 31% Each Vendor

W-3 Form Cover toW-2’s January 31% SSA Baltimore, MD
1096 from Cover to 1099’s January 31% IRS

The Fiscal Officer or designee will be responsible for preparing all checks and online payments and
entering the appropriate entries for payroll taxes and benefits.
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Policies Pertaining to Specific Asset and Liability Accounts

Cash and Cash Management (Modified 3/13/19, 8/28/24, 3/26/25, 6/25/25)

General Checking Account (operating account):

The primary operating account provides for routine business check disbursements. All cash and direct
deposits received at the SWB office are made to this account.

SWB will limit its cash on hand; however, due to the timing of draw requests, there may be occasions when
SWB holds funds exceeding the FDIC insurance limit of $250,000. To mitigate the risk associated with
uninsured balances, SWB has established an Insured Cash Sweep (ICS) account with First United Bank.
SWB can be access the ICS account to transfer funds between the operating account and the ICS sweep
account for the excess funds into deposit accounts at other FDIC-member banks in increments of up to
$250,000 per bank, ensuring that all funds remain fully insured by the FDIC.

Positive Pay

SWB has implemented an external safeguard to mitigate check fraud. SWB participates in the Positive Pay
system of the bank that is used for the operating bank account. SWB submits a check listing report to the bank
every time checks are processed for disbursement and an ACH file is processed. The bank will match the details
of each check or ACH transaction as presented for payment against the list of check or ACH entries previously
authorized by the Fiscal Officer and issued by the company.

Bank Reconciliations

Bank account statements are received electronically each month from the bank and can be accessed by the
Executive Director, Board Chair, System/Projects Manager, or Fiscal Officer. The bank statements will be
reviewed by the Executive Director.

After this review is complete, the entire bank statement is forwarded to the System/Projects Manager where
reconciliation between the bank balance and general ledger balance is performed.

The System/Projects Manager will reconcile the bank statement within 10 business days of its arrival. It
will be the responsibility of the System/Projects Manager to identify any differences between book and
bank balances. Unusual or unexpected items (deposits, payments, outstanding checks over 90 days) will
also be identified for investigation by the Fiscal Officer.

The results of the reconciliation will be shared with the Executive Director and Fiscal Officer for review.
If the reconciliation requires no further accounting action, the Executive Director will approve the
reconciliation and then the statement will be filed.

If there are any discrepancies or anomalies, these will be reported to the Executive Director in a timely
fashion. The Executive Director will review any such issues with the Fiscal Officer for clarification and
proper resolution. If it is determined that an error was made and a correction is required, then the Fiscal
Officer will be responsible for making necessary adjustments. It is the policy of SWB to complete the bank
reconciliation process, including the resolution of any errors or omissions, within 15 business days of
receipt of the last bank statement for the month.

All bank reconciliations, including any adjusting journal entries resulting from preparing bank
reconciliations, are reviewed by the Fiscal Officer on a monthly basis.

Bank reconciliations and copies of resulting journal entries are filed in the current year's accounting files.

The Fiscal Officer will be notified of all outstanding checks over 90 days. Outstanding checks more than

180 days old will be reviewed and reported to the Oklahoma State Treasurer as abandoned property (if

applicable). The Fiscal Officer will notify the Executive Director of any checks that are to be written off.
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Cash Flow Management

The Fiscal Officer monitors cash flow needs on a weekly basis to eliminate idle funds and to ensure that
payment obligations can be met. Cash transfers between accounts are performed on an as-needed basis by
the bank, if applicable.

The balance of cash on hand should be kept to a minimum to reduce the excess cash reserves. SWB will
adhere to 2 CFR 200.305(b)(1) which requires advance payments to be limited to the minimum amounts
needed and be timed with actual, immediate cash requirements for carrying out the purpose of the WIOA
program.

Inventory

A fiscal inventory of equipment and fixed assets will be prepared bi-annually. The report will list the
equipment and fixed assets and show a total value of the inventory. The material dollar value of equipment
to be capitalized for inventory purposes is $5,000 dollars or more.
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Fixed Asset Management

Capitalization Policy

Physical assets acquired with unit costs in excess of $5,000 dollars are capitalized as fixed assets on the
financial statements. Items with unit costs below this threshold shall be expensed in the year purchased.

Capitalized fixed assets are accounted for at their historical cost and all such assets, except land and certain
works of art and historical treasures, are subject to depreciation over their estimated useful lives, as
described later.

Establishment and Maintenance of a Fixed Asset Listing

All capitalized fixed assets shall be recorded in a Fixed Asset log. This log shall include the following
information with respect to each asset:

Date of acquisition

Cost and source of funds

Description (including color, model, and serial number)

Location of asset

Depreciation method

Estimated useful life

Funding Grant (if applicable)

Nk L=

A physical inventory of all assets capitalized under the preceding policies will be taken on an annual basis
by SWB. The physical inventory shall be reconciled to the Fixed Asset log and adjustments made as
necessary. The Executive Director will approve all adjustments resulting from this reconciliation.

Receipt of Newly-Purchased Equipment and Furniture

At the time of arrival, all newly purchased equipment and furniture shall be inspected for obvious physical
damage. If an asset appears damaged or is not in working order, it shall be returned to the vendor
immediately.

In addition, descriptions and quantities of assets per the packing slip or bill of lading shall be compared to
the assets delivered. Discrepancies should be resolved with the vendor immediately.

Depreciation of Fixed Assets

All capitalized assets are maintained in the special fixed assets account group and are to be included as an
operating expense of the grant. Fixed assets are depreciated over their estimated useful lives using the
straight-line method.

In the year of acquisition, depreciation is recorded at year end based on the number of months the asset is
in service, counting the month of acquisition as a full month (Example: an asset purchased on the 15t day
of the fifth month shall have 8 full months of depreciation (eight-twelfths of one year) recorded for that
year.

Estimated useful lives of capitalized assets shall be determined by the Fiscal Officer in conjunction with
the department or employee that shall utilize the asset. The following is a list of the estimated useful lives
of each category of fixed asset for depreciation purposes:

Furniture and fixtures Up to 10 yrs
General office equipment S yrs
Computer hardware and peripherals 3-5yrs
Computer software 2-3 yrs
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Leased assets life of lease
Leasehold Improvements remaining lease term

Alternatively, at the direction of the Executive Director, capitalized assets may be depreciated over useful
lives expressed in terms of units of production or hours of service in place of the preceding useful lives
expressed in terms of time.

Repairs of Fixed Assets

Expenditures to repair capitalized assets shall be expensed as incurred if the repairs do not materially add
to the value of the property or materially prolong the estimated useful life of the property. Expenditures to
repair capitalized assets shall be capitalized if the repairs increase the value of property, prolong its
estimated useful life, or adapt it to a new or different use. Such capitalized repair costs shall be depreciated
over the remaining estimated useful life of the property. If the repairs significantly extend the estimated

useful life of the property, the original cost of the property shall also be depreciated over its new, extended
useful life.

Dispositions of Fixed Assets

In the event a non-expendable asset is sold, scrapped, donated or stolen, adjustments need to be made to
the fixed asset listing and property log. If money is received for the asset, then the difference between the
money received and the "book value" (purchase price less depreciation) of the asset will be recorded as a
loss if the money received is less than the book value and as a gain if the money received is more than the
book value. In all cases, dispositions will comply with State and Federal regulations.

Write-Offs of Fixed Assets

The Executive Director approves the disposal of all capitalized fixed assets that may be worn-out or
obsolete. Property that is discovered to be missing or stolen will be reported immediately to the Executive
Director. If not located, this property will be written off the books with the proper notation specifying the
reason.
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Accrued Liabilities (Modified 3/13/19 & 8/28/24)

Identification of Liabilities

The Fiscal Officer shall establish a list of commonly incurred expenses that may have to be accrued at the
end of an accounting period or fiscal year. Some of the expenses that shall be accrued by SWB at the end
of an accounting period are:

Salaries and wages

Payroll taxes

Vacation pay (see policy below)
Grant expenses incurred but not paid

Accrued Leave

Personnel policies permit employees to carry forward up to 240 hours of unused annual leave from calendar
year to year. When an employee resigns or is dismissed from employment, he/she shall be paid in a lump
sum for annual leave not taken.

When an employee accumulates the maximum amount of annual leave and any annual leave time earned
in excess of 240 hours and not taken by the end of the calendar year earned, will be lost and written off.

Accordingly, it shall be the policy of SWB to record a liability for accrued leave to which employees are
entitled at the end of the fiscal year, which is June 30 for audit purposes.
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Notes Payable

Record-Keeping

It is the policy of SWB to maintain a schedule of all notes payable, mortgage obligations, lines of credit,
and other financing arrangements, if applicable. This schedule shall be based on the underlying loan
documents and shall include all of the following information:

1. Name and address of lender
2. Date of agreement or renewal/extension

3. Total amount of debt or available credit

4. Amounts and dates borrowed

5. Description of collateral, if any

6. Interest rate

7. Repayment terms

8. Maturity date

9. Address to which payments should be sent
10. Contact person at lender
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Policies Associated with Financial and Tax Reporting (Modified 3/13/19, 3/26/25)

Financial Statements

Standard Financial Statements of the Organization

Preparing financial reports and communicating key financial information is a necessary and critical
accounting function. Financial reports are management tools used in making decisions, in monitoring the
achievement of financial objectives, and as a standard method for providing information to interested
parties external to the Organization. Financial reports may reflect year-to-year historical comparisons or
current year budget to actual comparisons.

Sound financial procedures require that management be furnished with periodic detailed reports containing
current information to reflect accurately the financial condition and program performance of the operation
funded. Management shall review the reports to see that operations have been properly reflected and to
determine whether there is a proper balance between the costs incurred to date and the amount of work
accomplished, as well as whether the balance of funds and other resources available is commensurate with
the amount of work yet to be accomplished. The Fiscal Officer is responsible for the furnishing and
distribution of financial statements on a monthly basis.

The basic financial reports of SWB that are maintained on an Organization-wide basis shall include:
1. Actual expenditures vs Budget by funding source
2. May include a Balance Sheet or Statement of Financial Position - reflects assets, liabilities, and net
assets of the Organization and classifies assets and liabilities as current or non-current/long-term.
3. May include a Statement of Activities - presents revenues, expenses, and other changes in net
increase/decrease.

Frequency of Preparation

The objective of the Fiscal Officer is to prepare accurate financial statements/reports in accordance with
generally accepted accounting principles and distribute them in a timely and cost-effective manner. In
meeting this responsibility, the following policies shall apply:

Preparation of financial reports required by funding sources is the responsibility of the Fiscal Officer. Other
staff may provide assistance as required. All financial reports required by the funding source or internal
components will be completed in a timely manner by the responsible Fiscal Officer.

A standard Expenditure report described in the preceding section shall be reported online or electronically
on a monthly basis, by the 10th working day of each month to the funding agency. The standard set of
financial reports described in the preceding section shall depict the following minimum information:

1. Approved budget by line item and object code

2. Applicable budget adjustments

3. Expenditures - past month and cumulative

4. Funds available per line item after expenditures and obligations

The monthly Expenditure reports shall be prepared on the accrual method of accounting, including all
receivables, accounts payable received by the 10t working day of the month.
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Review and Distribution

All financial reports and supporting schedules shall be reviewed and approved by the Fiscal Officer prior
to being distributed. After approval by the Fiscal Officer, a complete set of monthly financial reports shall
be distributed to the following individuals:

1. Executive Director
2. Deputy Director
3. Other staff, if applicable

The Executive Director and Executive Committee will meet and review the agency financial reports. The
Executive Director and Executive Committee will also review any budget amendments. The Organization’s
Fiscal Officer will prepare a budget variance report for the monthly financial statements for the Executive
Director

End of Fiscal Year Financial Statement Close Process

The Fiscal Officer will be responsible for implementing a formal year-end financial statement close process
to address non-routine transactions of SWB, such as: (a) accruals for costs incurred on or prior to Fiscal
Year-end (June 30™) but not paid until subsequent periods, (b) prepaid assets, (c) accounts receivable, (d)
and recording of depreciation of equipment.

Annual Financial Statements

A presentation of the Organization's audited annual financial statements shall be provided to the full Board
of Directors. If requested, the Audit firm may be asked to make a formal presentation.
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Government Returns (Modified 3/13/19)

Overview

To legitimately conduct business, SWB must be aware of its tax and information return filing obligations
and comply with all such requirements of Federal, state and local jurisdictions. Filing requirements of SWB
includes, but are not limited to, and filing annual information returns with IRS.

SWB's fiscal and tax year-end is June 30. All annual tax and information return of SWB (Form 990) are
filed on the accrual basis of reporting. Federal and all applicable state payroll tax returns are prepared by
the Organization's Fiscal Officer.

It is the policy of SWB to comply with all state payroll tax requirements by withholding and remitting
payroll taxes to the state of residency of each SWB employee.

Filing of Returns

It is the policy of SWB to become familiar with the obligations in each jurisdiction and to comply with all
known filing requirements. The Fiscal Officer shall be responsible for identifying all filing requirements
and assuring that SWB is in compliance with all such requirements.

It is also the policy of SWB to file complete and accurate returns with all authorities. SWB shall make all
efforts to avoid filing misleading, inaccurate or incomplete returns. Filings made by SWB include, but are
not limited to, the following returns:

1. Form 990 - Annual information return of tax-exempt organizations, filed with IRS. Form 990 for
SWB is due on the fifteenth day of the fifth month following year-end (November 15). An
automatic 3-month extension of time to file Form 990 may be obtained filing Form 8868. Upon
expiration of the first 3-month extension, a second 3-month extension may be requested using Form
8868.

2. Form 5500 - Annual return for SWB’s employee Retirement 403(b) benefit plans. Form 5500 is
due July 31, but a request for extension of time to file may be filed.

3. W-2's and 1099's - Annual report of employee and non-employee compensation, based on
calendar-year compensation, on the cash basis. These information returns are due to employees and
independent contractors by January 31 and to Federal government by January 31.

4. Form 941 - Quarterly payroll tax return filed with IRS to report wages paid to employees and
Federal payroll taxes. Form 941 is due by the end of the month following the end of each calendar
quarter.

Public Access to Information Returns

Under regulations that became effective in 1999, SWB is subject to Federal requirements to make the
following forms "widely available" to all members of the general public:

1. The three most recent annual information returns (Form 990), and
2. SWB's original application for recognition of its tax-exempt status (Form 1023 or Form 1024), filed
with IRS, and all accompanying schedules and attachments.

It is the policy of SWB to adhere to the following guidelines in order to comply with the preceding public
disclosure requirements:
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. Anyone appearing in person at the offices of SWB during normal working hours making a written
request to inspect the forms will be granted access to a file copy of the forms. The Fiscal Officer
shall be responsible for maintaining this copy of each form and for making it available to all
requesters.

. For all written requests for copies of forms received by SWB, the Organization shall require pre-
payment of all copying and shipping charges. For requests for copies that are received without pre-
payment, SWB will notify the requester of this policy via phone call or by letter within 7 days of
receipt of the original request.

The copying cost charged by SWB for providing copies of requested forms shall be $.25 for each
page. All copies shall be shipped to requester via standard mail; thus, standard charges will apply.

. After payment is received by SWB, all requested copies shall be shipped to requesters within 30
days. Making of all copies and shipping within the 30-day time period shall be the responsibility of
the Fiscal Officer.

SWRB shall accept certified checks and money orders for requests for copies made in person. SWB
shall accept certified checks or money orders as payment for copies of forms requested in writing.
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Financial Management Policies Budgeting (Modified 3/13/19, 3/26/25)

Overview

Budgeting is an integral part of managing any organization in that it is concerned with the translation of
organizational goals and objectives into financial and human resource terms. A budget should be designed
and prepared to direct the most efficient and prudent use of the Organization's financial and human
resources. A budget is a management commitment of a plan for present and future organizational activities
that will ensure survival. It provides an opportunity to examine the composition and viability of the
Organization's programs and activities simultaneously in light of the available resources.

Preparation and Adoption
An Organization’s budget will be prepared each year. The budget period will be from July 1 to June 30th.

The Organization’s budget will be reviewed by the Board of Director’s Executive Committee and reviewed
and approved by the SWB Board of Directors and LEO Board of Directors each year. The preparation of
the Organization’s budget is the responsibility of the Executive Director and the Fiscal Officer.

The Organization’s budget will be reviewed by the Board’s Executive Committee and any budget changes
will be approved by the Board. While specific budgets are a program responsibility, with format and
guidelines established by the funding source, in-depth coordination with the Fiscal Department is required.

Budgeting is a short-term plan that breaks down the next 12 months of the fiscal year of a long-range
operational plan into complete detail by revenue and expense categories. It assigns responsibility for
achieving desired results to various programs or projects within the Organization. The length of an
operating budget is one year. During the year, it is important to plan for major budget revisions as
significant operating and funding changes take place. Such action calls for a complete revision of all the
affected estimates for the remainder of the program year.

The overall submission of grant applications to include complete documentation compliance and the
submission on a timely basis is the responsibility of the Program Manager if applicable in coordination
with the Executive Director. The budget for grant applications must be approved by the Fiscal Officer and
Executive Director.

All programs must submit a budget for approval by the Fiscal Officer and Executive Director prior to the
first month of operation of the program or contract or when received from the Oklahoma Employment
Security Commission. Final decisions concerning organization grant applications and program budgets
rests with the Executive Director and the Board.

Monitoring Performance
It is the policy of SWB to monitor its financial performance by comparing and analyzing actual results

with budgeted amounts. This function shall be accomplished in conjunction with the monthly financial
reporting process described earlier.

Budget Modifications
All budget amendments must be reviewed and approved by the Executive Director prior to submitting the

budget amendments to the funding source for approval if applicable. -The Executive Committee will
consider company budget amendments when reviewing financial reports.
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Annual Audit (Modified 3/13/19, 3/26/25)

Role of the Independent Auditor

It is the policy of SWB to arrange for an annual audit of the Organization's financial statements to be
conducted by an independent accounting firm. The independent accounting firm selected by SWB may
communicate directly with the Organization's Executive Committee Chair upon the completion of their
audit. In addition, the Fiscal Officer is authorized to initiate communication directly with the independent
accounting firm. Audited financial statements, including the auditor's opinion thereon, will be submitted and
presented to the Board by the fiscal officer and may require a formal presentation from the independent
accounting firm at the board meeting following their completion, after the financial statements have been
reviewed and approved by the Fiscal Department and Executive Director.

How Often to Review the Selection of the Auditor

Southern Workforce Board, Inc. shall review the selection of its independent auditor in the following
circumstances:

Anytime there is dissatisfaction with the service of the current firm

When a fresh perspective and new ideas are desired

Every 3 years to ensure competitive pricing and a high quality of service

In accordance with Rules of the Administration of the Oklahoma Employment Security Commission
OMB Uniform Guidance
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Selecting an Auditor

The selection of an accounting firm to conduct the annual audit is a task that should be taken very seriously.
The following factors shall be considered by SWB in selecting an accounting firm:

1. The firm’s reputation in the nonprofit community

The depth of the firm’s understanding of and experience with not-for-profit organizations and

Federal reporting requirements under OMB Uniform Guidance 2 CFR 200

The firm’s demonstrated ability to provide the services requested in a timely manner

4. The ability of firm personnel to communicate with Organization personnel in a professional and
congenial manner

[99)

If SWB decides to prepare and issue a written Request for Proposal (RFP) to be sent to prospective audit
firms, the following information shall be included:

Period of services required

Type of contract to be awarded (fixed fee, cost basis, etc.)

Complete description of the services requested (audit, management letter, tax returns, etc.)
Identification of meetings requiring their attendance, such as staff or Board meetings
Organization chart of SWB

Chart of account information

Financial information about the Organization

Copy of prior year reports (financial statements, management letters, etc.)

Identification of need to perform audit in accordance with OMB Uniform Guidance 2 CFR 200
10 Other information considered appropriate

11. Description of proposal and format requirements

12. Due date of proposals
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13. Overview of selection process (i.e. whether finalists will be interviewed, when a decision shall be
made, etc.)
14. Identification of criteria for selection

Minimum Proposal Requirements from prospective CPA firms shall be:

1. Firm background

Biographical information (resumes) of key firm member who will serve SWB
Client references

Information about the firm's capabilities

Firm's approach to performing an audit

Copy of the firm’s most recent quality/peer review report, including any accompanying letter of
findings

Other resources available with the firm

Expected timing and completion of the audit

Expected delivery of reports

10 Cost estimate including estimated number of hours per staff member

11. Rate per hour for each auditor

12. Other information as appropriate
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In order to narrow down the proposals to the top selections, the Fiscal Officer and Executive Director may
meet with the prospective engagement teams from each proposing firm to discuss their proposal. Copies
of all proposals shall be forwarded to each member of the Executive Committee. After the interviews of
each firm are conducted, the Executive Committee will do the final review and will make the final
recommendation to the Board for approval.

Preparation for the Annual Audit

SWB shall be actively involved in planning for and assisting with the Organization’s independent
accounting firm in order to ensure a smooth and timely audit of its financial statements. In that regard, the
Fiscal Department shall provide assistance to the independent auditors in the following areas:

Planning - The Fiscal Officer is responsible for delegating the assignments and responsibilities to SWB
staff in preparation for the audit. Assignments shall be based on the list of requested schedules and
information provided by the independent accounting firm.

Involvement - Organization staff will do as much work as possible in order to assist the auditors and,
therefore, reduce the cost of the audit.

Throughout the audit process, it shall be the policy of SWB to make every effort to provide schedules,
documents, and information requested by the auditors in a timely manner.

Concluding the Audit

Upon receipt of a draft of the audited financial statements of SWB from its independent auditor, the Fiscal
Officer shall perform a detailed review of the draft consisting of the following procedures:

1. Carefully read the entire report for typographical errors.
Trace and agree each number in the financial statements and accompanying footnotes to the
accounting records and/or internal financial statements of SWB

3. Review each footnote for accuracy and completeness.

54



Any questions or errors noted as part of this review shall be communicated to the independent auditor in a
timely manner and resolved to the satisfaction of the Fiscal Officer. It shall also be the responsibility of the
Executive Director to review and respond in writing to all management letter or other internal control and
compliance report findings and recommendations made by the independent auditor.
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Insurance

Overview

It is fiscally prudent to have an active risk management program that includes a comprehensive insurance
package. This will ensure the viability and continued operations of Southern
Workforce Board, Inc. (SWB).

It is the policy of SWB to maintain adequate insurance against general liability, as well as coverage for
buildings, contents, computers, equipment, machinery, and other items of value.

Coverage Guidelines
As a guideline, SWB will arrange for the following types of insurance as a minimum:

Types of Coverage

1. Comprehensive Liability

Automobiles for Employees, Volunteers, or Escorts
Employee dishonesty/bonding

Fire and Water Damage

Directors and Officers

Theft

Workers' Compensation
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Insurance Definitions

Workers' Compensation and Employer's Liability Contractors are required to comply with applicable
Federal and State workers' compensation and occupational disease statutes. If occupation diseases are not
compensated under those statutes, they shall be covered under the employer's liability insurance policy
except when contract operations are so co-mingled that it would not be practical to require this coverage.

Fidelity Bond
For all personnel handling cash, preparing or signing checks, SWB shall obtain insurance that provides

coverage in a blanket fidelity bond. The specific needs of the Organization will determine the dollar limit
of this coverage.

Comprehensive Liability
This type of coverage may include directors, officers, and employee general liability insurance, buildings,
contents, computers, boilers, and machinery.
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Record Retention (Modified 6/20/18)

Policy

It is the policy of SWB to retain records as required by law and to destroy them when appropriate. The
destruction of records must be approved by the Fiscal Officer and logged into the Organization’s Destroyed
Records Log. The formal records retention policy of SWB is as follows: (3 years — after any audit finding
is resolved)

A. Accident reports/claims (settled Cases) 3 Years
B. Audit reports (after audit resolved) Permanent
C. Bank reconciliations 3 Years
D. Bank Statements 3 Years
E. Chart of Accounts Permanent
F. Cancelled Checks 3 Years
G. Contracts, mortgages, notes and leases:

1. Expired 3 Years

2. Still in effect Permanent
H. Correspondence:

1. General 2 Years

2. Legal and important matters only Permanent
I.  Deeds, mortgages and bills of sales Permanent
J. Depreciation schedules Permanent
K. Duplicate deposit slips 3 Years
L. Employment applications 3 Years
M. Federal Awards & State Awards—supporting documents 3 Years

Retain for whichever is the longer of:

1. Three (3) years from the date of submission of

final expenditure report; or

2. Three (3) years after any audit finding is resolved.
N. Garnishments 3 Years
O. Insurance policies (expired) 3 Years
P. Insurance records (policies, claims, etc.) Permanent
Q. Inventories of products, materials, and supplies 3 Years
R. Invoices (to customers, from vendors) 3 Years
S.  Minute books of directors, bylaws, and charters Permanent
T. Notes receivable ledgers, and schedules 3 Years
U. Payroll records and summaries 3 Years
V. Personnel records (terminated) 3 Years
W. Property records (incl. depreciation schedules) Permanent
X. Purchase orders:

1. Purchasing department copy 3 Years

2. Other copies 1 Year
Y. Retirement and pension records Permanent
Z. Requisitions 1 Year
AA. Tax returns and worksheets, examination reports and

other documents relating to determination of

income tax liability Permanent
BB. Time sheets/activity reports 3 Years
CC. Training manuals Permanent
DD. Withholding tax statements 3 Years
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Appendix A

Southern Workforce Board, Inc.
Inquiries DIRECTED to: Fiscal Dept * 580-380-7872 * P.O_Box 744, Durant, OK 74702-1577

Date: 1/10/2026 ‘ Ordering Program: ‘
Vendor Information: Deliver/Ship To:
Name: Name:

Attn: Attn:

Mailing Address:

Address:

City/State/Zip:

City/State/Zip:

Phone:

Phone: 580-745-5397

Requested By

Date Approved: Department Head or Designee Date

Pavment Method:

Additional or Special Instructions:

1 Check
[ Credit Card card)
QTY DESCRIPTION ( details of materials, item =, job, location, etc..) UNIT PRICE TOTAL
hY -
b -
Subtotal
Discount
Tax
Total h -
Approved by: Fiscal Dept Date FOR ACCOUNTING USE ONLY
Date Inv. No. Amount Balance
Siznature of Recarang Party Datz Facd

Partial shipments: Note qty rec'd, sign, date and forward a copv to
Fiscal Dept When shipm ent is compl ete, send original Packing

Slip to Fiscal Dept.
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Appendix B

SOUTHERN WORKFORCE BOARD, INC.

Miscellaneous Expense Reimbursement Form
[Macdmum of 5$100,00)
[Cwer 5100 must complete Purchase Order form)

Employee Name:

Employee Address:

{check to he mailed - address to include city, state, zip code)

REFEREMCE
Vendor Mame:

{Artach Receipt)

Invoice Date:

Amount of Purchase:

EXPEMNSES JUSTIFICATION: (Explain program,/naturefpurpose)

Requesting Emp loyee:

Date
Signature of Approval:

{Aut horized signature of Supervisor or Program Director) Date

(For Accounting Use Only)

W B-EXP RQ [ Rev. 5-13)
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Appendix C
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Appendix D

SOUTHERN WORKFORCE BOARD, INC.
PERSONNEL ACTION FORM

Employee Name:

[Employment |
Mew Hire Re-Hire Effective Date
Location County Program WA
Supervisor
Fosition Fay Rate § Per
Varied Hourly Position Scheduled Hourly Position  Average Hours
Classification Exempt Mon-exempt Fer
Regular fulltime © Par-time [~ Temporary
Fre-Employment Drug Test ¥es Ma

PAY/NAME/ADDRESS/IPHONE

CHANGE(S) Effective Date
Rate of Pay From: & Per Hour Pay Period
Menth I Annual
To. & Per Hour T Pay Period
Manth I Annual
Position/Title Change Fraom:
To:

(A pplication must be submitted when applicable)

Change in tax exemptions - Aftach New W-4

Wame Change - Attach Copy of New Social Security Cand Mew Name

AddressiPhone Change

Location Change From

Ta
|TERI'.'1IMATIDM OF EMPLOYMENT | Last Date Worked
Cluit with Motice Ciuit without Motice or Y erbal Yol or Invol. Terminated
Tempf3ummer Y outh RIF (Laid Off) [
Eligible for Rehire I Yes Mo Term Date
Signature of Employee Date
Signature of Fiscal Representative Date
Signature of Board Chairman Date

- IT ISTHE EMPLOYEE'S RESPOMSIBIUTY TO MOTIFY THEIR SUPERWVISOR OF ANY CHANGES
5iz0 s IT I5 THE SUPERVISOR'S RESPOMNSIBILITY TO MOTIFY FISCAL DEPART MENT OF ANY CHAMGES
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Appendix E
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Appendix F

SOUTHERN WORKFORCE BOARD, INC.
LEAVE REQUEST FORM
Must be approved prior to the date leave commences except in extreme emergencies.

Name (Print or type) Program

ANNUAL LEAVE - Leave in excess of amount available will be without pay. Personal Day

SICK LEAVE - Check item below that applies. W ritten verification by physician may be required for absence
over 3 consec utive days required for any that apply below.

Any absence related to employee's own sickness, injury or routine care

On-the-job injury or sickness (first 7 days off)

Care of immediate family member
Limited to spouse, child (natural, foster, adopted, step) and parent

ADMINISTRATIVE LEAVE - Mot charged against any other leave. Must be approved by the Executive Director.
If for death of a family member length will be detemined by relationship, distance fo travel and legal
responsibility, list relationship and loc ation:

MILITARY LEAVE - Granted for Active Duty, written notice must accompany application for leave.

JURY DUTY - Wiitten notice must accompany applic ation for leave. Employee will be paid for time off, but
pay received for jury duty must be submitted to the Exec utive Director.

LEAVE WITHOUT PAY - Approval must be obtained in advance except in unusual circumstances.

FLOATING HOLIDAY - Approval must be obtained in advance except in unusual circumstances.

DATE AND TIME REQUE STED From: To:

Date Hour Date Hour

Hours
Total Hours Requested

APPROVED Em ployee's Signature Date

DISAPPROVED Supervisor Signature (or Board Chair) Date

SWB-LRQ (REV 0319)
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Appendix G

Southern Workforce Board, Inc.
Goods/Services Procurement

Client Name: Ni& or: County: Program:

Iltems to be purchased: See Attached or:

=]
ﬁg Minimum of 3 (three) guotes:
c;"‘]D
VendorName: Phone #: Total Cost:
Address: Contact Name:
VendorName: Phone #: Total Cost:
Address: Contact Name&:
endor Name: Phone #: Total Cost:
Address: Contact Nam&:

Sole Source Name:

After attempting to do Com petitiave Quotes, only one =ource was available for the needed tem
(ex utilties, cartags, rural area with limited service providers)

]
Competitive Quote Amount Selected:

Selection Rationale/Justification:

Program Representative Mame: Date:

" Eyasl Opporunly Emply =6 Pr ogram”
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Appendix G (cont’d)

Southem Workforce Board, Inc.
Small Purchase Vendor Quote Sheet Attachment

Vendor Vendor: Vendor:
Method --=[ Phone | Person|Catalog| Phone | Person [Cataleqg| Phone | Persen [Catalog
Place an "X" for Method used--»
Qty Description of Price Price Price
Supplies/Services  |perynit| TotalAmt |PerUnit| TotalAmt |Perunit| Total Amt

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

Total 0.00 0.00 0.00
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