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FINANCIAL MANAGEMENT AND OVERSIGHT

Governance, Fiscal Oversight, Asset Protection & Risk Management

Reviewed by: Finance Chair / Treasurer Reviewed on: 4/28/26
Risk and Compliance Committee 5/12/26
Approving Body: | Department Executive Committee Ratified on: 6/15/26

Authority and Governing References:

e American Legion Auxiliary National Constitution, Bylaws & Standing Rules
o ALA Department Operations Guide (adopted by DEC)

e ALA Girls State Program Operations Guide (adopted by DEC)

e DEC 101 - ALA Department Governing Board Role & Responsibilities

e IRS Nonprofit Compliance Requirements

o Nonprofit Bonding, Audit, and Internal Control Best Practices

ARTICLE | - PURPOSE AND SCOPE

Section 1. The Financial Management and Oversight procedures establish a comprehensive governance,
fiscal oversight, and operational framework for the American Legion Auxiliary Department of Colorado.
It is designed to protect Department assets, ensure compliance with ALA National governing documents,
meet bonding and audit requirements, and clearly define authority and accountability.

Section 2. These procedures are mandatory and apply to all Department officers, Department Executive
Committee (DEC) members, committee chairs, staff, contractors, and all subsidiary organizations,
including districts and units.

ARTICLE Il - GOVERNING AUTHORITY

Section 1. The Department operates under a governance model that separates governance from
management and the best practices for nonprofit.

e Governance: Policy adoption, fiduciary oversight, strategic direction (DEC, Officers)
e Management: Day-to-day execution and administration (Treasurer, Secretary, staff)

This separation ensures internal controls, accountability, and bonding compliance.
ARTICLE 1l - AUTHORITY AND CHAIN OF COMMAND
Authority flows as follows:

ALA National Organization

Department Executive Committee (DEC)
Department Officers

Staff and Contractors / Committees

vk wnN e

All intermediate bodies are subordinate to the DEC and accountable to it.
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ARTICLE IV - DEPARTMENT EXECUTIVE COMMITTEE (DEC)

Section 1. Per DEC 101, the Department Executive Committee is entrusted with adopting sound
corporate policy, ensuring fiduciary standards and fiscal health, and bearing responsibility for the
strategic direction of the organization.

The DEC is responsible for:

e Adopting the annual budget

e Adopting policies and standing rules

e Reviewing financial statements and accepting audits

e Oversight of subsidiary organizations, including Girls State
e Ensuring legal, ethical, and fiduciary compliance

The DEC holds ultimate responsibility for all Department assets.
ARTICLE V - FINANCE COMMITTEE

Section 1. The Finance Committee reports to the DEC and functions in financial review and oversight,
oversees treasurer, ensures compliance, and budget development.

Responsibilities include but are not limited to:

e Oversee preparation of the annual budget and financial forecasting

e Reviews and approves expenditure

e Review of monthly financial statements and monitor trends

e Monitors and authorizes investments (e.g., CDs)

e Monitoring fiscal policy compliance

e See Finance Committee in the procedure manual for further details including committee
composition

Spending Authority:

e Finance Committee may approve unbudgeted expenditures up to $1,000
e Amounts exceeding $1,000 require DEC approval prior to expenditures

ARTICLE VI - AUDIT COMMITTEE

Section 1. The Audit Committee reports directly to the DEC and copies the Finance Committee as well as
provides risk management and oversight.

Responsibilities include:

e Oversight of audits and financial reviews

e Internal control evaluation

e Bonding compliance monitoring

e Whistleblower and conflict-of-interest oversight
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e See Audit Committee in the procedure manual for further details
ARTICLE VII - DEPARTMENT TREASURER / BOOKKEEPER

Section 1. The Treasurer/Bookkeeper shall execute approved financial transactions and maintain
accurate financial records of the Department. The Treasurer position shall be filled with an application
process and shall serve a three (3) year term. The Treasurer shall serve in the capacity of Bookkeeper
and shall receive compensation in the form of a monthly retainer as an independent contractor reported
on a Form 1099 basis.

Responsibilities include but are not limited to:

e Processes all incoming mail

e Processing deposits, payments, reimbursements, and payroll
e Maintaining accounting systems

e Preparing financial statements

e Supporting audits and IRS filings

e Is signing authority for contracts, insurance, and other required documentation, within
budgetary limits

e See position description and details in the policy & procedure manual
Reports functionally to the Finance Chair and fiduciary oversight to the DEC.
ARTICLE VIII - DEPARTMENT SECRETARY
Section 1. The Secretary is custodian of official records.
Responsibilities include but are not limited to:

e Meeting minutes and documentation

e Records retention

e Documentation supporting asset protection

e See position description and details in the procedure manual

ARTICLE IX - DEPARTMENT PRESIDENT
The President is the chief elected officer responsible for governance leadership.
Responsibilities include:

e Strategic leadership and oversight
e See position description and details in the Policies & Procedure Manual

The President shall not participate in the day-to-day fiscal operations of the organization.
ARTICLE X - BANKING, ACCESS, AND BONDING COMPLIANCE

Section 1. Access to Department banking systems, debit cards are limited to Treasurer for all accounts;
Department President for the General and Girls State accounts; Chair of the Girls State Committee will
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have access to the Girls State account. All Girls State transactions must be communicated with the
Treasurer prior to purchase and reported to the Treasurer within 24 hours of distribution or must have
prior approval from the Treasurer to ensure funds are available.

Section 2. Access to all passwords required for the organization’s business shall be restricted to the
Department Secretary and Department Treasurer. Passwords should be updated at minimum annually
to coincide with department convention.

Section 3. Any process that grants non-bonded individuals access to Department funds is strictly
prohibited and must be reported immediately to the Department Executive Committee (DEC).

ARTICLE XI - BUDGET DEVELOPMENT AND APPROVAL

Section 1. The annual operating budget is prepared by the Finance Committee and the Department
Treasurer with input from the incoming Department President.

Section 2. The DEC approves the budget at the first post-Convention DEC meeting.
ARTICLE XII - PAYMENTS, REIMBURSEMENTS, EXPENDITURES, TRANSFERS
Section 1. Payments, Reimbursements, Expenditures

e Aligned with approved budgets

e Be supported by documentation, i.e. Travel & Expense Report (Appendix F) with supporting
receipts, proof of mileage, etc.

e Be submitted within 30 days of expense

e Non-Budgeted items must be submitted and approved through the Finance Committee prior to
the expenditure

e Reimbursement or payment submission are sent directly to the Treasurer for processing

e Reimbursements or payments must be reviewed, a Check Authorization (Appendix D) form
prepared by the Treasurer to identify account, balance, budget compliance and/or pre-approved
authorization, and account disbursed from. The Treasurer will verify all supporting
documentation.

e The Check Authorization packet will be forwarded for approval to the Finance Committee chair
or vice chair and Department President or President-Elect. Signers may not approve on their
own reimbursements.

e Documentation packet is returned to the Treasurer for disbursement of payment

Electronic signatures may be used.
Section 2. Transfers of funds between bank accounts

The treasurer has primary responsibility to verify sufficient funds are available in each account to cover
expenditures. When a transfer is necessary the following procedure is followed:

e Treasurer completes Transfer Request Form (Appendix E)
e Form includes to and from accounts, amount of transfer, reason for transfer
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e Finance Chair approves the transfer form
e Form is returned to Treasurer to file and be available for audit

Section 3. Funds Request

Requests for funds outside the approved budget must be submitted using the Funds Request Form
(Appendix G) and presented to the Finance Committee for review and consideration. Guidelines must be
followed as outlined in governing documents.

ARTICLE XIII - INVESTMENTS AND KEY FINANCIAL TRANSACTIONS

e Finance Committee is authorized to invest department funds

e Funds can only be invested into insured accounts and may not exceed $250,000 at any one
institution, FDIC / NCUA limits

e DECisinformed

e Treasurer executes

e Finance Committee is authorized to change financial institutions

e Finance Committee may recommend third party processors, i.e. Square, Zeffy, Venmo, etc., and
must be approved by the DEC

ARTICLE XIV - MEMBERSHIP AND ALA MIS PROCESSING
Section 1. Membership processing must comply with bonding limitations.

e  Membership Coordinator will process membership transmittals into ALA MIS. When complete
the Treasurer will be notified to submit payment.

Section 2. Use of Department debit cards by non-bonded individuals is prohibited.
Alternative procedures must be adopted and approved by the DEC.
ARTICLE XV - IRS FORM 990 AND REGULATORY FILINGS

e Treasurer prepares IRS Form 990.

e Treasurer prepares State of Colorado filings.

e Finance Committee reviews the 990’s prior to submission.
e DEC provides final acceptance prior to submission.

ARTICLE XVI - MAIL HANDLING AND RECORDS DISTRIBUTION
Section 1. Mail is collected by the treasurer and distributed within 48 hours.
o Treasurer will keep a log of all deposits, and the Finance Chair will review and approve monthly.

Section 2. Membership-related items go to the Membership Coordinator for processing of
memberships; all others to the Secretary.
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ARTICLE XVII - POLICY REVIEW AND ENFORCEMENT
Section 1. This manual shall be reviewed annually by the finance committee.
Section 2. The Department Executive Committee is responsible for enforcement and amendments.
ARTICLE XVIII - APPENDICES
Appendix A: RACI Matrix
Appendix B: Payment Request Forms — Financial Forms
Appendix C: Banking Access Matrix
Appendix D: Check Authorization Procedures and Form
Appendix E: Transfer Form
Appendix F: Travel & Expense Report

Appendix G: Funds Request

ALA Dept of CO Financial Oversight & Management



APPENDIX A: RACI MATRIX

How Roles Are Defined: RACI Matrix

The Department uses a RACI Matrix to clearly define responsibility and authority for all governance and
fiscal activities.

RACI stands for:

e Responsible —the role that performs the work

e Accountable — the single body with final authority

e Consulted —roles providing input or expertise

e Informed — roles kept apprised of actions or decisions

The RACI Matrix reinforces separation of governance and management, prevents role creep, and
supports bonding, audit, and IRS compliance.

Cross-Reference to Appendices

The following appendices are incorporated by reference and are enforceable components of this P&P
Manual:

e Appendix A — RACI Matrix (Roles & Responsibilities)
e Appendix B — Payment Request & Reimbursement Procedures and Form
e Appendix C— Banking & System Access Matrix

All officers, committee chairs, staff, and contractors are required to comply with the procedures
outlined in these appendices.

ALA Dept of CO Financial Oversight & Management 9



APPENDIX A — RACI MATRIX (ROLES & RESPONSIBILITIES)

Governance & Oversight

Activity DEC Dept Top | Finance Audit Treas/ | Secretary
Officers Committee | Committee | Book
Adopt Policies & SOPs A I C C I R
Adopt annual budget A I C I R I
Strategic planning A R C I C I
Oversight of subsidiaries A I C C R I
Finances (Girls State)
Financial Management & Asset Protection
Activity DEC | Dept Top | Finance Audit Treas/ | Secretary
Officers Committee | Committee | Book
Receive & safeguard funds I I A C R I
Process payments & | | A | R |
reimbursements
Approve expenditures A I C I R I
>$1,000
Approve unbudgeted I I A I R I
<$1,000
Banking access authorization I A C R I
Password & credential I C C R R
control
ALA Dept of CO Financial Oversight & Management 10




APPENDIX B — PAYMENT REQUEST & REIMBURSEMENT PROCEDURES

Purpose: This appendix establishes standardized procedures for requesting, approving, and processing
payments and reimbursements to ensure fiscal accountability, internal controls, bonding compliance,
and alignment with DEC-approved budgets.

B.1 General Policy

e All payments and reimbursements must align with a DEC-approved budget or receive prior
authorization.

e All requests must be supported by original documentation (receipts, invoices, contracts).

e Requests must be submitted within thirty (30) days of the expense unless otherwise approved
by the DEC.

e Electronic signatures are permitted.

B.2 Payment Request (Travel & Expense Report) Form — Required Information

Field Description
Requestor Name & Role Officer, Chair, or Authorized Representative
Payee Name Individual or vendor to be paid (including all contact

information)

Amount Requested Exact dollar amount

Budget Line Item Approved budget category

Purpose of Expense Business purpose tied to ALA mission
Date(s) of Expense When cost was incurred

Supporting Documentation Receipts, invoices, contracts, mileage proof
Requestor Signature & Date Certification of accuracy

B.3 Approval Authority

e Within approved budget: Treasurer processes payment.
e Unbudgeted < $1,000: Finance Committee approval required.
e Unbudgeted > $1,000: DEC approval required.

B.4 Processing Procedure

Requestor submits completed form with documentation.

Treasurer reviews for completeness and budget alignment.

Required approval obtained (Finance Committee or DEC vote applicable).
Treasurer processes payment request form for approval by finance.

vk wnN e

Once approval receive from finance, records transaction and processes payment.

Documentation retained by the document retention policy.

ALA Dept of CO Financial Oversight & Management 11



APPENDIX C — BANKING & SYSTEM ACCESS MATRIX

Purpose: This appendix defines authorized access to Department financial systems to ensure

segregation of duties, bonding compliance, and asset protection.

C.1 General Policy

e Access to banking systems and financial credentials is limited to bonded officers or approved

personnel.

e Non-bonded individuals may not access Department funds.

e All access is role-based and subject to DEC approval.

e Access is reviewed annually and upon officer transition.

C.2 Banking & Access Matrix

Role Check | Bank | Online Debit/Credit | Investments | Passwords | Bonded
Signing | Signer | Banking | Card
DEC (Collective) No No No No No No No
Dept President Yes Yes Yes Yes Recommend | No Yes
President Elect No No No No No No No
Vice President No No No No No No No
Finance Chair Yes Yes Yes No Recommend | No Yes
Vice Finance Chair No No No No Recommend | No Yes
Treasurer/Bookkeeper | Yes Yes Yes Yes Execute Yes Yes
Secretary No No No No No No No
Membership No No No No No No No
Coordinator
Girls State Chair No GS No Yes GS Recommend | No No
C.3 Access Review & Revocation
e Access is reviewed annually by the Finance Committee and Treasurer.
e Access is revoked immediately upon role change, separation, or for violation of any financial
policies.
e Any exception requires documented DEC approval.
ALA Dept of CO Financial Oversight & Management 12




APPENDIX D - CHECK AUTHORIZATION PROCEDURES

The American Legion Auxiliary Department of Colorado shall utilize a three-person authorization
process for all payments issued by check or electronic means to ensure appropriate oversight and
internal controls.

1. Authorization Requirement

All payments must be supported by a completed Payment Authorization form and approved prior to
disbursement.

Automatic or recurring payments must be either an approved budgeted item or pre-approved by the
Finance Committee and documented accordingly.

2. Required Payee Information
Each authorization must include the following:

e Payee Name (Business, Reimbursement name, etc.)
e Date of Submission

e Mailing Address

e  Phone Number (optional)

e Email Address (optional)

e Description or purpose of the payment

e Any special notes or instructions

If an invoice is provided, the authorization must also include:

e |nvoice Number
e Total Payment Amount

3. Financial Coding and Budget Verification
The authorization must include:

e General Ledger (G/L) Account Name

e G/L Account Number

e Budgeted Amount (if applicable)

e Remaining Account Balance after the proposed payment

4. Funding Source
The preparer must indicate the bank account from which the payment will be issued.
5. Compliance and Approval Source

The authorization must identify the source of approval, including:
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e Approved budget

e Bylaws or standing rules

e Finance Committee approval
e Other authorized approvals

If the payment represents a variance from the approved budget, a written explanation must be included
in the “Other Explanation” section.
Examples may include:

e Not budgeted — carried over from prior year (e.g., VA&R funds, Juniors)
e Approved by Finance Committee on [date]

6. Preparation and Review
The individual preparing the authorization shall (treasurer/bookkeeper):

e Complete all required fields
¢ Sign and date the form as “Prepared/Reviewed By”
e Verify the accuracy and completeness of all information

7. Approval of Signatures
The following approvals are required:
1. Finance Committee Representative
o Chair - If unavailable, the next designated committee member
2. Department Officer

o President - If unavailable, the next officer in line
o Ifthe payment is for the President, approval must be obtained from the next authorized
officer

All approvals may be obtained via secure digital signature.
8. Payment Processing
Once all required approvals are obtained:

e Payments may be processed electronically through the bank or by manual check
e The Treasurer/Bookkeeper is responsible for issuing the payment based on the approved
authorization

9. Conflict of Interest Safeguard
If the payment is to the Treasurer/Bookkeeper:

e Another authorized individual listed on the bank account must process the payment
e The Treasurer/Bookkeeper shall not process payments made payable to themselves

ALA Dept of CO Financial Oversight & Management 14
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LEGION

Year 25/26
AUXILIARY
Department of Colorado
CHECK AUTHORIZATION

Name or Business:| | Date:
Mailing Address:
Phone: Email:
MNote/lnstructions:
Invoice #: Payment Amount $: |
G/L Name: Account #: Budget: Balance:
G/L Name: Account #: Budget: Balance:
G/L Name: Account #: Budget: Balance:
G/L Name: Account #: Budget: Balance:

Bank Account (pick one)

ENT General Checking - 10
[ ] ENTReserved Checking - 11
[[] ENTGirls State Checking - 12

Compliance (pick one)
[ ] Incompliance with General Budget

H In compliance with Girls State Budget
In compliance with the Constitution & Bylaws under section

|:| Other Explanation: N _

Ei ial Authorizati

Reviewed by: Date:

Finance Approval:

Officer Approval:

IE Supporting documentation attached

ALA Dept of CO Financial Oversight & Management
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APPENDIX E — TRANSFER REQUEST FORM

== MERICAMN

LEGION
AUXILIARY

Department of Colorade

TRANSFER REQUEST FORM
During daily operations transfers must be made to cover authorized

exXpenses.

Transfer Money from (pick one):

ENT General Checking - 10

ENT Reserved Checking - 11

ENT Girls State Checking-12

ENT General Money Market Account

ENT Reserved Money Market Account

ENT Reserved Girls State Money Market Account

CEEIEEcd

Transfer Money to (pick one):

ENT General Checking - 10

ENT Reserved Checking - 11

ENT Girls State Checking-12

ENT General Money Market Account

ENT Reserved Money Market Account

ENT Reserved Girls State Money Market Account

OO0

Amount

Reason for Transfer:

Other Information:

Reviewed by: Date:

Transferred by:

ALA Dept of CO Financial Oversight & Management
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APPENDIX F — TRAVEL & EXPENSE REPORT

=AMERICAN

LEGION

AUXILIARY

Department of Colorado

TRAVEL & EXPENSE REPORT

Name: Title:

Complete Address:

Phone Number: Email:

Meeting/Event:

Location: Date:
Round Trip Mileage =~ (@ .14 per mile $
Authorized Airfare - attach receipts $ -~
Authorized Lodging - attach receipts - 12 Hotel %

Other Approved Expenses — List separately and attach receipts

1. $_

2. $

3. $

TOTAL Reimbursement Request $
SIGNATURE DATE

[Hgital signature accepled

Please keep an itemized record of your actual expenses for income tax purposes.

Not to exceed budgeted amount, unless pre-approved by the finance committee.

To be eligible for reimbursement all receipts and screenshot of mileage from map program must be submitted with

thiz form. Return the completed form and receipts to Department Treasurer within 30 days after the event.

Except for the Department Convention, reimbursement must be received by June 28.

Thank you.

ALA Dept of CO

Financial Oversight & Management
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APPENDIX G — FUNDS REQUEST

==AMERICAN

LEGION
AUXILIARY

Department of Colorado

Funds Request

Requestor:; Committee:

Phone Number: Email:

Purpose for requested funds:

Make check to:

Address:
City: St Zip Code:
Contact: Email:

Special Instructions:

Requested funds from account: S

SIGNATURE DATE

Digital signature accepted

All funding requests must receive approval prior to expenditure. Requests must fall within the approved
budget, be approved by the Finance Committee, or be approved by the DEC. In accordance with our
bylaws, the Finance Committee may approve requests for up to 51,000.00.

Budgeted: Carryover Funds:

ALA Dept of CO Financial Oversight & Management
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