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PROCUREMENT PROCEDURES:

Agents for the organization shall make their purchases based on sound business planning with the goals of economy and efficiency in mind and shall consider storage capacity and product shelf life when purchasing commodities. 


 Agents for the organization shall informally seek, from qualified sources of supply, at least one (1) price quote for services of $5000 or less and all other purchases of $1,000 or less; and at least three (3) price quotations for services of between $5,000 and $100,000. The freight terms on all quotations requested for commodities shall be "F.O.B. Destination.” Any deviation from those freight terms must be fully explained. Quotes may be obtained by phone, fax, or other electronic means. (See Table I) 

The lowest bid from this price quote method determines the vendor for said commodity or service.  Should the lowest bid not be selected, documentation and comments from the agent for the organization shall be filed with the purchase order detailing the rationale for vendor selection.
 
 

Table I, Basic Purchase Procedures 
	PRIVATE
Type of Purchase
	One Quote
	3 or More Quotes

	Services/Products
	$5000 or Less
	$5000 to $100,000

	All Other Purchases
	$1000 or Less
	Not Applicable


SIGNATORY AUTHORITY:

No person shall authorize purchases in the name of the organization without express approval of the Board of Trustees or treasurer of the organization. Purchasing authorization is limited to the dollar amount or category of expense detailed in the motion of approval or approved budget.


The treasurer of the organization may perform periodic procurement audits of the various agents for compliance with the provisions of these Policies and Procedures, and, whenever an agent demonstrates deficiencies in procurement expertise or practice, shall recommend that the executive committee revoke or amend any delegations granted under this policy. 

EXPENSE REIMBURSEMENT:

Should an agent of the organization be authorized to execute a purchase on behalf of the organization by the board of trustees or treasurer on a reimbursement basis, said agent should submit a copy of the receipt with a written reimbursement request.  Reimbursement requests for telephone charges should include a copy of the telephone bill with the numbers called circled and a total calculated.  Reimbursement requests may include multiple expense items as long as a receipt for each expense item is attached.

PROPERTY, INVENTORY AND SUPPLIES:

The treasurer of the organization shall maintain an inventory registry of equipment acquired by the organization where the purchase price exceeds $1000.00.  The Inventory registry shall include an item description, date of acquisition, vendor, cost, and individual to whom the property is assigned.

Each Capital Equipment Item Purchased with funds of the organization shall be clearly marked as property of the organization.

Travel Expense Reimbursements:

No expense or reimbursement shall be allowed that would conflict or jeopardize the organizations status Under Sections 501(c)3 of the US Uniform Tax Code.

Agents for the organization authorized for travel may be reimbursed for actual expenses under the Following guidelines:

1. Reimbursements shall not exceed the Federal Maximum Allowable Expenses for mileage, meals or lodging  The organization will use Federal schedules for determining applicable rates, including designation of "high rate areas" for calculation of applicable costs:

2. A person traveling with the approval of the Board of Trustees shall maintain records and receipts for lodging and other expenses to support claims for the travel reimbursement request.

3. Lodging and airfare should be the most economically feasible for the destination and area.

4. A travel expense claim shall be submitted for payment of reimbursement detailing the mileage, subsistence amounts, lodging expenses and other expenses incurred.  Receipts for all items over two dollars should be included with the reimbursement request. 

5. The reimbursement request should be submitted in writing to the treasurer of the organization or his/her delegated staff person.  The treasurer may request additional justification or documentation as needed to document the claim for reimbursement.

6. Prepayment: The treasurer or appropriate staff may be authorized by the executive committee or Advisory Council to pre-pay airfare, lodging or registration fees as long as said disbursements comply with this policy.

CONFLICT OF INTEREST 

Duty to Disclose

In connection with any actual or possible conflict of interest, an interested person must disclose the existence of the financial interest and be given the opportunity to disclose all material facts to the Board of Trustees and members of committees with Board delegated powers considering the proposed transaction or arrangement.

Determining Whether a Conflict of Interest Exists

After disclosure of the financial interest and all material facts, and after any discussion with the interested person, he/she shall leave the Board of Trustees or committee meeting while the determination of a conflict of interest is discussed and voted upon. The remaining board or committee members shall decide if a conflict of interest exists.

Procedures for Addressing the Conflict of Interest

An interested person may make a presentation at the Board of Trustees or committee meeting, but after the presentation, he/she shall leave the meeting during the discussion of, and the vote on, the transaction or arrangement involving the possible conflict of interest.

The chairperson of the Board of Trustees or committee shall, if appropriate, appoint a disinterested person or committee to investigate alternatives to the proposed transaction or arrangement.

After exercising due diligence, the Board of Trustees or committee shall determine whether the Organization can obtain, with reasonable efforts, a more advantageous transaction or arrangement from a person or entity that would not give rise to a conflict of interest.

If a more advantageous transaction or arrangement is not reasonably possible under circumstances not producing a conflict of interest, the Board or committee shall determine by a majority vote of the disinterested Board members whether the transaction or arrangement is in the Organization’s best interest, for its own benefit, and whether it is fair and reasonable. In conformity with the above determination it shall make its decision as to whether to enter into the transaction or arrangement.

Violations of the Conflicts of Interest Policy

If the Board of Trustees or committee has reasonable cause to believe a member has failed to disclose actual or possible conflicts of interest, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged failure to disclose.

If, after hearing the member’s response and after making further investigation as warranted by the circumstances, the Board of Trustees or committee determines the member has failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action.
PERSONNEL POLICIES:

Statement of Non-Discrimination in Employment:
Neighbors United for South Elkhorn Creek, Inc. is an equal opportunity employer that shall comply with all Federal statutes relating to nondiscrimination.  These include, but are not limited to:  (1) Title VI of the Civil Rights Act of 1964 (P.L. 88-352), which prohibits discrimination on the basis of race, color, or national origin;  (2) Title IX of the Education Amendments of 1972, as amended (20 U.S.C.  1681- 1683 and 1685-1686), which prohibits discrimination on the basis of sex;  (3) Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C.  794), which prohibits discrimination on the basis of disabilities;  (4) the Age Discrimination Act of 1975, as amended (42 U.S.C.  6101-6107), which prohibits discrimination on the basis of age;  (5) the Drug Abuse Prevention, Treatment and Rehabilitation Act of 1972 (P.L. 92-255), as amended, relating to nondiscrimination on the basis of drug abuse;  (6) the Comprehensive Alcohol Abuse and Alcoholism Prevention, Treatment and Rehabilitation Act of 1970 (P.L. 91-616) as amended, relating to nondiscrimination on the basis of alcohol abuse or alcoholism;  (7)  523 and 527 of the Public Health Service Act of 1912 (42 U.S.C. 290 dd-3 and 290 ee-3), as amended, relating to confidentiality of alcohol and drug abuse patient records. 

Work contracts:
Staff and service personnel shall enter into a written contract with the organization specifying the scope of work and reimbursement procedures to be followed. That contract will be supervised by the treasurer of the organization in compliance with the bylaws of the Neighbors United for South Elkhorn Creek Inc. sections related to the Personnel Review Committee's role and function.

STATEMENTS OF AGREEMENT

Each director, principal officer and member of a committee with Board of Trustees delegated powers for purchase shall provide a statement with date stamp (such as an e-mail from an account they have sole jurisdiction over)  which affirms such person:

a. Has received a copy of the organization's Financial Policies,

b. Has read and understands the provisions included,

c. Has agreed to comply with the policies, and

d. Understands the Organization is charitable and in order to maintain its federal tax exemption it must engage primarily in activities which accomplish one or more of its tax-exempt purposes.

Duly Recorded and filed:

Signed___________________________________________Date____________

           Treasurer, Neighbors United for South Elkhorn Creek Inc.

Signed___________________________________________Date____________

           Secretary, Neighbors United for South Elkhorn Creek Inc.
