ASC X9 Confidential Document		Approved by EC March 2016

	ASC X9 Confidential 

[image: ]
ACCREDITED STANDARDS COMMITTEE X9
FINANCIAL INDUSTRY STANDARDS, INCORPORATED (ASC X9, Inc.)

ASC X9: Financial Policies and Procedures
Approved by the X9 Board on September 19, 2016

STANDING DOCUMENT # SD39

1. Scope
This document defines the financial policies and procedures that shall be used by Accredited Standards Committee X9 Inc. (“X9” or “Corporation”).  The document defines the day-to-day financial operations of X9, including the roles and responsibilities of the X9 staff, X9 Treasurer, X9 Board Chair, Chair of the X9 Finance Committee, the Finance Committee, and the X9 Board.  This document defines procedures that shall be used to pay X9’s financial obligations and manage its financial accounts.  These obligations include but are not limited to invoices, bills, taxes, and recurring contractual obligations (e.g., rent, insurance).   Additionally, the procedures define the role of X9’s accounting firm and the systems used to track payments and maintain the general ledger.  

2. Updates to this Document
The Finance Committee is responsible for the periodic review and maintenance this document.    X9 staff and accountants may also submit recommendations s for process changes to the Finance Committee for consideration.  Modifications to the document that are approved by the Finance Committee shall be submitted to the X9 Policy and Procedures Committee for review and then to the X9 Executive Committee for approval.  Board level approval of this document is not required.

3. X9 Fiscal Year
X9’s fiscal year is September 1 through August 31.  The fiscal year number is the year that begins on January 1 of the current fiscal year.  For example, the fiscal year that runs from September 1, 2015 through August 31, 2016 is fiscal year 2016 (FY’16).  X9’s tax year conforms to its fiscal year. 

4. Roles and Responsibilities
Some of the responsibilities shown below are taken directly from and/or summarize the X9 Bylaws.

4.1. Board Chair
The Chairperson of the Board shall preside at all Regular and Special Meetings of the Board. The Chairperson shall perform such duties as may be imposed upon him or her either by the Bylaws of the Corporation, or by resolution of the Board at a Regular or Special Meeting, including but not limited to general oversight responsibility for the management of the business of Corporation. The Board Chair shall present at Regular Meetings a report summarizing the general condition of X9 as may be required by the Board. The Chairperson shall chair all meetings of the Board in an impartial manner. He/she shall encourage Directors and Non-Member Participants to reach a consensus on issues before the Consensus Body. The Chairperson shall provide direction to the Corporate Secretary, The Chairperson shall oversee the liaison relationships between the Corporation and other organizations. The Chairperson shall represent the Corporation on other committees and organizations as approved by the Board.[endnoteRef:1]   [1:  Amended and Restated Bylaws of Accredited Standards X9 – Financial Industry Standards, Inc.  Section 6.2.1] 


The Board Chair shall also be required to approve certain payments as defined below.


4.2. [bookmark: _GoBack]Corporate Secretary
The Board shall hire the Corporate Secretary who shall have the day-to-day responsibilities for overseeing the affairs of the Corporation, including the authority to execute all contracts and hire any employees authorized by the Board. The Corporate Secretary shall perform, or cause to be performed, the duties assigned by the Chairperson  or by the Board, including but not limited to the following duties: (i) keep the minutes of the proceedings of the Board, committees of the Board, any other committees of the Corporation, and any meeting of the Members; (ii) ensure that all notices are duly given in accordance with the provisions of these Bylaws or as required by law; (iii) be custodian of the corporate records and of the seal of the Corporation; (iv) be in charge of the offices and property of the Corporation; (v) fix and adjust the salaries or compensation of all employees of X9 within approved budget allocations and with the approval of the Executive Committee; (vi) have authority for investments made on behalf of the Corporation with its funds; (vii) make a general report at a Regular Meeting if requested; (vii) prepare an annual revenue estimate and proposed budget for review by the Board; and (viii) handle any of the duties of the treasurer that may be delegated by the Board.[endnoteRef:2]  
 [2:  Amended and Restated Bylaws of Accredited Standards X9 – Financial Industry Standards, Inc.  Section 6.4.1] 

The Corporate Secretary shall also be required to approve certain payments as defined below.  Per the X9 Bylaws, the Board shall appoint an ASC X9 employee to serve as the Executive Director of the Corporation, who also shall serve as the Corporate Secretary.


4.3. Program Manager
The Program Manager works with the Executive Director, Finance Committee Chair and Treasurer on finance related issues including the development of annual and meeting budgets.  The Program Manager receives, processes and deposits membership dues mailed to the X9 office and maintains a membership spreadsheet.  The Program Manager further monitors the checking account and card account for improper activity and produces a monthly expense report for items charged to the card account.  The Program Manager is responsible for receiving, scanning and entering into the bill.com system all invoices and bills received at the X9 office.  The Program Manager handles any of the duties of the Executive Director that may be delegated by the Executive Director.   

4.4. Treasurer
The Board may elect a Treasurer who shall serve as the Chief Financial Officer of the Corporation. The Treasurer shall perform, or cause to be performed by the Corporate Secretary  the following duties of the Treasurer: (i) be the Chief Financial Officer of the Corporation and have the care and custody of all its funds, securities, evidences or indebtedness, and other personal property and deposit the same in accordance with the instructions of the Board; (ii) collect revenues, make deposits, and disburse funds; (iii) be the principal accounting officer of the Corporation, and as such prescribe and maintain the methods and systems of accounting to be followed, keep complete books and records of account, prepare and file all local, state, and federal tax returns and related documents, prescribe and maintain an adequate system of internal audit, and prepare and furnish to the Chair and the Board statements of account showing the financial position of the Corporation and the results of its operations; (iv) upon request of the Board, make such reports to it as may be required at any time; (v) develop the annual proposed budget for the Corporation; and (vi) perform all other duties incident to the office of Treasurer and such other duties as from time to time may be assigned to the Treasurer by the Chairperson of  the Board.[endnoteRef:3]  

If the Board has not appointed a treasurer, the duties of the Treasurer as set forth herein will be performed by the Finance Committee Chair.  The Treasurer shall also be required to approve certain payments as defined below.
 [3:  Amended and Restated Bylaws of Accredited Standards X9 – Financial Industry Standards, Inc.  Section 6.5.1] 

4.5. Finance Committee
The Finance Committee is a standing management committee of the X9 Board of Directors.  The Finance Committee provides financial oversight for the financial operations of X9.  The Committee meets once a month or as needed to review monthly financial reports generated by X9 accountants and X9 staff.  These reports include bank and credit card reconciliation reports and cash flow analysis reports.  The Committee works with the Executive Director and Treasurer to produce a budget for the next fiscal year which is presented to the X9 Board for approval at the spring board meeting.

Finance Committee members must be a representative of a category “A” member company.  The Executive Director, Program Manager, Treasurer and Board Chair are automatically members of the committee.  The chair of the finance committee determines the size of the Committee with a goal of having   on the Committee at least three (3) members who are not automatic members.   

4.6. Finance Committee Chair
The Finance Committee Chair manages and directs the work of the Finance Committee.  The Chair works with the Executive Director and the Treasurer to produce the annual X9 budget and mid-year updates.  The Chair also performs any functions that maybe assigned by the Treasurer.  The Chair is elected by the X9 Board and becomes a member of the Executive Committee.  As a general rule, candidates for chair should have at least one year of experience as a member of the Finance Committee.  The Chair shall also be required to approve certain payments as defined below.

5. X9 Financial Accounts

5.1. X9 Checking Account
X9 shall maintain a bank checking account (hereafter “the checking account”) used exclusively for handling the payment of expenses related to the operations of the Corporation.  Signature authority for the checking account shall be limited to the Board Chair, Treasurer and Executive Director.  All funds received by X9, through any payment channel, shall be deposited or moved into the checking account.  Funds received by credit card are processed by PayPal and deposited into an X9 PayPal account.  Procedures for these funds are described below.  Funds delivered to the X9 Office, or received by X9 Staff shall be deposited into the checking account within one business day unless an exception  is approved by the Executive Director.  Vacations and/or holidays may delay the next day deposited of funds. All of X9’s financial obligations shall be paid from the checking account.  The Finance Committee Chair and X9 accountants shall have read only access to the checking account.  The Executive Director shall have full access to the check account, including online access and may designate access to others as required.  

All transfer of funds from the checking account must comply with the rules provided herein.  All payments related to financial obligations of X9 shall be entered into an expense payment system, where at least one level of approval is required before a payment can be processed.  Some payments require two or three levels of approval.  Additional details are provided below.

The checking account is reconciled by X9 accountants on a monthly basis.  The Executive Director and Chair of the Finance Committee shall receive and review a copy of the monthly reconciliation report.  Any issues shall be reported to the Treasurer, who shall participate in the resolution of any reconciliation issues.  

5.2. Credit Card Processing Account (PayPal)
The Member’s side of the X9 web site allows Members to pay their membership dues using a credit card.  The provider of the Corporation’s Member’s web site (Kavi) currently only supports PayPal as a credit card processor.  Therefore, X9 is required to setup and maintain a PayPal account to accept credit card payments.  There is a monthly fee for this service.  The PayPal account is only used to receive payments and not to make payments.  The PayPal account is linked to the X9 checking account which allows money received for dues to be moved directly from PayPal into the checking account using ACH payments.  Causing the money to be transferred into the checking account is a manual process performed the Executive Director or person designated by the Executive Director.  All monies in the PayPal account shall be transferred to X9’s checking account at least once a month.

5.3. X9 Credit Card Account (for X9 Expenses)
X9 shall maintain a corporate credit card account (hereafter “the card account”).  Credit cards may be issued to X9’s staff members.  Only charges related to the business of X9 shall be charged to the card account.  If non-X9 expenses are charged inadvertently to the card account, the responsible X9 staff person shall reimburse X9 for any non-business charges made to the card account.  On a monthly basis, each staff member that places one or more charges on the card account shall submit an expense report justifying each charge.  The justification shall include receipts as required by generally accepted accounting policies and X9’s accounting & auditing firm.  All expenses, greater than $25, shall be accompanied by a receipt or other proof of payment.    

The card account is reconciled by X9 accountants on a monthly basis.  The Executive Director, Treasurer, Board Chair and Chair of the Finance Committee shall receive a copy of the monthly reconciliation report.  The Executive Director shall address any issues identified and handled by the reconciliation report and provide a report to the Treasurer.  

5.4. Merrill Lynch – Reserve Fund Account
X9 maintains an investment account with a brokerage firm selected and approved by the Finance Committee and the Executive Committee (currently Merrill Lynch), that is the X9 reserve fund account.  The investment account is designated as an operational reserve account for X9.  Its purpose is to provide a source of funds to operate X9 in case of a financial emergency.  The X9 Board has established a goal to set aside funds sufficient to operate X9 for six months.  Until this goal is achieved, a budgeted amount of money is transferred into the investment account during each fiscal year, but in no event shall such transfer occur after the end of the relevant fiscal year.  Should there not be sufficient funds to fully fund the yearly contribution, the Executive Committee may take action by majority vote to reduce or eliminate the yearly contribution.  The X9 Board shall authorize the use of funds from the investment account.  A Reserve Fund Investment Policy has been adopted by the Executive Committee, which governs the types of investments that can be used for the money in this account.  

5.5. Certificate of Deposit Account Registry Service (CDARS)
The Federal Deposit Insurance Corporation (FDIC) insures bank accounts against loss due to bank failure.  However, there is a limit of $250,000 on the amount of money insured for a given depositor at one institution.  Because most of X9’s income is received over a relatively short period of time, the checking account balance will exceed the FDIC insurance limit for a portion of the fiscal year.  The X9 auditor suggested that X9 move money into a CDARS to keep the checking account below the FDIC limit.  A CDARS is basically one or more CDs held by one or more financial institutions where X9 does not have an account.  No more than $250,000 is placed in any one institution and all institutions have a rating at least as good as the Corporation’s main bank.  Money to purchase a CDARS is moved directly from the checking account into and out of CDARS at the direction of the Executive Director.  CDARS have different maturity periods and X9 can select the amount and maturity period.  Typically, X9 has placed between $50,000 and $100,000 in each CDARS and specified a four to thirteen week maturity.  As each CDARS matures, it is rolled over into another CDARS until the checking account falls below $150,000 which triggers the movement of CDARS back to the checking account.  

The Executive Director is authorized to determine when and how much money shall be moved from the checking account into a CDARS.  The Executive Director is further authorized to rollover current CDARS into new CDARS or to move the money back into the checking account when the money is required to meet financial obligations.  The Executive Director is authorized to direct BB&T or the then-current bank to perform these functions.  X9 accountants include all CDARS in the monthly reconciliation of the bank account.

6. X9 Accounting & Auditing Firm
On October 3, 2014, an engagement letter was executed between X9 and the accounting firm of DeLeon and Stang (“D&S”) to provide accounting and auditing services to X9 starting on November 1, 2014.  

D&S provides outsourced accounting services that include recording monthly cash receipts, accounts payable and cash disbursements, and payroll.  Accounts payable transactions are tracked using an online bill payment system provided by bill.com.  D&S has an agreement with bill.com so X9 receives a discount for this service.  D&S reconciles bank and credit card accounts and maintains and updates the general ledger using an online accounting system by QuickBooks.

On an annual basis, D&S provides the following services: preparation and filing of the federal and state income tax returns; filing state annual reports and payment of filing fees; preparation and filing of  state personal property tax returns and 1099 filings; and preparation and filing of  state sales and use tax returns, if necessary.

D&S provides monthly and annual financial statements that include balance sheet with prior year comparison, income statement with comparison to prior year and budget, cash flow statement with comparison to prior year and variance analysis to explain significant trends.  D&S also provides business advice and planning including help with X9’s annual budget.

7. Payroll System
7.1. Payroll Service - PayChex
The X9 payroll service is outsourced to PayChex.  X9 employees are paid bimonthly by PayChex.  PayChex is authorized to directly debit X9’s checking account for the amount of the salary payments plus fees authorized by X9 and/or the employee.  Money debited by PayChex from the checking account is not subject to the X9 financial obligation approval process described herein.  However, the Treasurer and the Board Chair shall approve all changes to PayChex that relate to employee salaries, bonuses paid to employees, and the hiring and termination of an employee.  X9 accountants shall reconcile this account on a monthly basis.  The Executive Director and accountants shall have access to reports generated by PayChex used to reconcile the account.

7.2. 401K Retirement Services
PayChex provides and manages X9’s employee 401K retirement fund.  The Executive Director is authorized to be the X9 administer of the 401K plan.  This includes the authority to file required documents with government agencies.  The X9 administer of the 401K plan must file a completed form 5500 with the United States Department of Labor (DOL) no later than July 31 each year.  X9 maintains a account with the DOL for this purpose.  401K investment options, or changes thereto, available to employees involving direct contributions of X9 funds shall be approved the X9 Executive Committee.  These options include company matching funds for employee contributions to the 401K plan.  Currently, X9 matches employee contributions as follows: 100% match for the first 3% of an employee’s contribution and 50% for contributions between 3% and 5%.  There is no employer match for employee contributions above 5% of salary.  

8. Expense Payment Management System
As of November 1, 2014, all X9 financial obligations shall be processed using an online bill payment system provided by bill.com.  The web site for bill.com is http://www.bill.com.  Bill.com is an online cash flow and bill payment system that integrates with accounting and banking systems.  The X9 account was created by the Corporation’s accounting firm (D&S).  The X9 account is linked to the checking account and to the online general ledger account that is also maintained by D&S.   The accountant has administrative access to the X9 account, as does the Executive Director.  Bill.com has the ability to make ACH and paper check payments from the X9 checking account to any payee.  Bill.com provides one or more levels of approval for payments and maintains a complete audit trail for all payments.  Additionally, bill.com stores supporting documents for any payment and allows payments to be assigned to the proper general ledger accounts.  The supporting documents include invoices, bills, receipts, expense statements, etc.   All expense statements and supporting documentation shall be submitted to bill.com for reimbursement. 

All X9 payments shall be entered into and approved using the bill.com system.  Bill.com has a number of payment options that can be used after a payment has been approved.  The options include having bill.com generate and mail a paper check, having bill.com perform an ACH transfer and allowing the payment to be made external to bill.com.  For payments to the X9 card account, the Executive Director may select the external payment option and have funds transferred directly from the X9 checking account to the X9 card account in the amount that was approved in bill.com.  This form of payment is the quickest and cheapest form of payment.  X9 is charged for each check and ACH payment made by bill.com. 

Bill.com fees are included in the monthly invoice submitted by the accountants.

The Board Chair, Treasurer, and Executive Director have signature authorization on the X9 checking account.  Should the Treasurer and Board Chair agree that a payment should be made outside of the bill.com system, they may authorize any of the signatories to make such a payment.  Even when such a payment is made, the documentation for the payment shall be entered into the bill.com system so the payment can be automatically and properly accounted for in the general ledger. 

9. Approval Process for X9 Expense Payments
Financial obligations shall be entered into the bill.com system for approval and payment.  The staff of X9 and the X9 accountant can enter an item for payment into the bill.com system.  The Executive Director, the Finance Committee Chair, the Treasurer and the Board Chair are permitted to approve items for payment according to the rules provided below.  Note: The same person who enters an item for payment may not also approve it. This restriction is enforced by bill.com.

9.1. Rules for Approving Expense Payments
9.1.1. Employee Expense Reimbursement
All employee expense reimbursements including but not limited to expenses related to travel, meals, meetings and entertainment shall be approved by the Treasurer and the Board Chair.  All employee expense reimbursements except those of the Executive Director, shall additionally be approved by the Executive Director.  Non-employee expense reimbursements shall be approved by the Executive Director, the Treasurer, and the Board Chair.  The Executive Committee shall approve all non-employee expenses prior to the expense being incurred.

9.1.2. Recurring Monthly, Quarterly, or Annual Core Expenses
Recurring monthly core expenses are budgeted expenses that are typically fixed or within an expected range.  These expenses include but are not limited to: 1) rent for office space; 2) web site hosting; 3) office phone and Internet; 4) mobile phones; 5) insurance; and 6) computer support.  The monthly expenses in this category must be paid on specified dates each month to ensure that X9 avoids incurring a late fee.  As such, the payment process must be as streamlined as possible while still maintaining proper oversight.  Therefore, these expenses only require the approval of the Executive Director.  Note: Employee expense reimbursements are not included in this category.

9.1.3. Recurring or One Time Non-Core Budgeted Expenses, Less Than $5,000
These expenses shall be less than $5000 and are included in the current annual budget.  Non-budgeted expenses that are less than $500 also fall in this category.  Such expenses include miscellaneous expenses, office supplies and equipment, memberships that X9 pays, subscriptions and repairs.  These expenses require the approval of the Executive Director and the Finance Committee Chair.   

9.1.4. Expenses Greater than $5000
All expenses greater than $5000 or non-budgeted expenses greater than $500 must be approved by the Executive Director, the Treasurer, and the Board Chair.  The $5000 limit is set so as not to include recurring monthly, quarterly, or annual core expenses.  Should one or more these expenses increase over time to more than $5000, consideration should be given to raising this limit.  Updating the limit shall follow the process described above for updating this document.   

10. General Ledger
The general ledger contains a record of all transactions related to X9’s assets, liabilities, income and expenses.  The information is used to produce X9’s federal and state tax returns, monthly financial reports, monthly bank reconciliation reports, and to provide oversight to the financial operations of X9.  The X9 accountants maintain the general ledger using QuickBooks software.  The general ledger is maintained on the Internet and is accessible by our accountants from their office and by X9 staff and certain members of X9.  The Executive Director, Finance Committee Chair, Treasurer, and Board Chair shall each have access to the general ledger.  Because of the cost, X9 members may share a single account.  The fees associated with the use of the QuickBooks software are included in the accountant’s monthly invoice. 

11. Billing of Membership Dues
The X9 web site is programmed to automatically send out renewal notices starting on June 1 of each fiscal year.  The web site will continue sending out notices to members that have not paid their dues on the first of each month thereafter.  To prevent members that have paid their dues from receiving a dues notice, the web site must be updated as member payments are received. 

12. Membership Dues Report
X9 staff shall maintain a spreadsheet with information on the dues paid by each X9 member.  The spreadsheet tracks for each X9 member company the date and method of dues payment and any fees associated with the payment.  The spreadsheet includes a number of tables that show payments by month, method of payment, new members, delinquent members and other information.  This report is provided to the accountants on a monthly basis so they can reconcile the checking account and the PayPal account.  X9 uses PayPal to process credit card payments but PayPal only shows the name of the person associated with the card and not a company name.  The accountants use the Dues Report, which has both the company name and the name on the card, to match dues payments with X9 member companies.  


Annex A – Details of Current Accounts and Outsourced Services

12.1. X9 Checking Account
X9’s checking account is with BB&T.  

12.2. X9 Credit Card Account
X9 has a Corporate VISA credit card account with BB&T.  The credit card account is linked to the checking account.  

12.3. Certificate of Deposit Account Registry Service (CDARS)
X9 uses BB&T to issue and maintain X9’s CDARS account.  Money for each CDARS is directly debited from the checking account and money from maturing CDARS is either rolled over into another CDARS or credited directly to the checking account. 

12.4. Reserve Fund Account/Investment Account
X9 has an investment account with Merrill Lynch.  This account serves as the X9 reserve fund account.  The investment of monies in this account is governed by the X9 Reserve Fund Investment Policy. 

12.5. Accounting & Auditing Firm
As of November 1, 2014, X9’s accounting and auditing functions were outsourced to the firm of DeLeon and Stang (D&S).  D&S has an office at 100 Lakeforest Blvd, Suite 650, Gaithersburg, MD.  The partner contact is Allen DeLeon and senior accountant is Jennifer Wilcox.  Jennifer’s phone number is 301-948-9825. 

12.6. Payroll Services
X9 uses the online firm PayChex to provide payroll services to X9.

12.7. 401K Retirement Services
X9 uses the online firm PayChex to manage X9’s employee 401K retirement account. Merrill Lynch manages the account for PayChex. 

12.8. Expense Payment and Tracking System
X9 uses an online system from bill.com to track the payment of all X9 financial obligations.  The web site is http://www.bill.com. 

12.9. General Ledger
X9’s general ledger is maintained using an online version of QuickBooks software.  X9’s accountants and approved X9 staff and members have access to the online general ledger.  X9 pays a monthly fee to our accounting firm for use of the online QuickBooks software.

12.10. X9 Member’s Web Site
The Member’s side of the X9 web site is hosted by a company called Kavi.  The web site is responsible billing and tracking X9 membership dues.

12.11. Accepting Credit Card based Dues Payments
X9 has an account with PayPal that is tied to our X9 Member’s web site that allows members to pay their membership dues using a credit card.  The PayPal account is also tied to the X9 checking account so money can be transferred directly to the checking account.
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