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Policy and Procedures – Fiscal

Banking

Bank Accounts Authorized Signatories

The SPJA bank accounts shall have as authorized signatories the CEO and the CFO for normal business practice.  SPJA bank accounts will have in addition one authorized signatory designated by the Board of Directors.  This signatory may sign checks and authorize the transfer of funds (via bank check, cashier’s check, federal funds wire, or cash withdrawal) in the event that a situation arises where the CEO and the CFO cannot sign a check, or in an emergency.  An emergency is defined as an unforeseen combination of circumstances or the resulting state that calls for immediate action
.  A situation may be classified as an emergency for this purpose by the CEO, CFO, VP Program Administration (Convention Chairperson), or the President of the Board of Directors.
Under no circumstances may the CEO, CFO, or Board designee authorize payment to themselves or to a member of their immediate family.  This encompasses all forms of payment: check, cashier’s check, cash, bank check, or federal funds wire.
Federal Funds Wiring Policy 
The purpose of this is to define SPJA policy in regards to policy and procedure for making a federal funds wire.  This includes letters of instruction, authorized signatories, call-back procedures, and wiring limits.
Policy

Authorized Persons

Only the CEO or the CFO may make wire transfers.  The Board-authorized banking designee may not authorize wires under any circumstances, including emergencies.
Ineligible Accounts
No wire may be sent to any account held in the name of the CEO, CFO, Board-authorized banking designee, or any immediate relative.  The Letter of Instruction to the bank should note the name of the CEO and the CFO and Board-authorized banking designee as being prohibited recipients of any wires.
Letter of Instruction
All SPJA bank accounts must have Letters of Instruction on file with the bank regarding wiring instructions.  These Letters of Instruction must be reviewed for revision every fiscal year.  The Letter of Instruction should encompass wiring limits, date limits, and ineligible accounts.
Use of Federal Funds Wires
Federal Funds wires should not be used in cases where other method of payment is possible.  They should be used as a last resort in case of emergency or in the specific case of making a payment in foreign currency.  Approval of a Federal Funds wire must come from the CEO or CFO, and must show the reason why the wire is needed.  This reason must be documented.  
Wiring Eligibility

Only one SPJA bank account may be authorized to send out federal funds wires at any time.  All other accounts must have letter of instruction on file with the institution notifying them that these accounts are not eligible to execute federal funds wiring.
Wiring Limitations
Wiring limits are $10,000 per day, and $20,000 in any rolling two-week period.  
Procedure

1. Check to make sure that no other method of payment (credit card, cashier’s check, Paypal, cash, check) is possible.

2. Obtain approval from the CEO or CFO for a wire.

3. Obtain wiring instructions for the bank account of the recipient.  Please note that the bank wiring number and the bank ABA routing number are different.
4. Submit a Check Request form, noting the request for payment to be wired to the vendor/recipient.  Include the pre-approval documentation as well as documentation showing why a wire is needed.

5. Give the information to the CEO or CFO to arrange for the wire.
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