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To: 
CSWEA Executive Committee

From: 
Daniel L. Lynch, P.E., DEE
RE:  
Section Policy and Procedures Manuals
Date:  
January 16, 2006
Each state section has submitted a policy and procedures manual (SPPM) for review and approval of the Executive Committee as required by the Associations Constitution, Bylaws and Statements of Policy.  (All of the sections used the model SPPM in the development of their individual manuals.)  I have reviewed these manuals and find them to be in compliance with the Association’s governing documents and therefore, I recommend their approval subject to the following revisions or modifications.

Each section must include a section which clearly details the amount and procedures associated with the section’s financial reimbursement of its participants in the Federation’s Operation Challenge.  Illinois and Minnesota have sections outlining their support for this program, but do not indicate the amount of financial support they will provide or the number of individuals they will support.  Wisconsin is silent on the entire subject.  At a minimum, I would expect the sections to indicate they will support their member’s participation up to a certain amount.  (This actual amount does not need to be specified.  It could simply reference the funds included in the section’s budget.)  There should also be a reimbursement procedure outlined similar to Paragraph 18.3 in the draft SPPM.

Each section will need to reinforce some internal financial controls beyond what was previously indicated to assure that payments are reviewed and authorized using a procedure similar to what the Association has just initiated. Primarily this will involve an independent person doing the account reconciliation.  I am recommending that a second copy of the sections account statements, along with monthly register updates be submitted to the Association Executive Director so he can keep the accounts current in a format consistent with the Association’s financial records and in so doing provide the independent "certification of reconciliation".  The sections run about 20 transactions per year, and in some cases go months between writing checks or making deposits, so this shouldn’t be a burden, but may actually be a way of making it easier and more accurate to accounting for all of the association’s funds.  This wills not in any way "control" the sections decisions as to how they spend Association funds under their control.  It will also allow the crime insurance coverage to extend to all of the Associations funds and provide for common internal controls.  The Executive Director and I will develop draft language to present to the sections.

The Illinois SPPM needs minor paragraph renumbering in paragraphs 13.06, 14.05, 14.08 and 14.11.  Paragraph 12.G in the Minnesota SPPM should be deleted. 
