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List of Accounting Procedures

To complete your Office Procedures manual, you will need to add information for the following Accounting topics:
· Activity Budget Guidelines

· Gifts in Kind

· Lock Boxes

· Processing Vendor’s Invoices

· Production Control and Cost Accounting

· Recording Land Purchases and Sales

· Web Transactions

· Write-off Procedures

For examples of how these procedures can appear in your manual, see the following page.

Sample Accounting Procedures:
Lock Box: Prior Day’s Monies

Monies that are received through the council’s lock box are received daily through the mail. It is for the previous day’s business. Contents include a batch slip and a copy of the check which is attached to the original documents. All checks are coded to the appropriate cost center. Totals of each cost center are entered into a cash receipt form for keying into General Ledger. The original documents are distributed to the appropriate departments.

Lock Box: Document Storage offsite

Documents at need to be stored offsite should be kept in a local bank’s lock box. The bank provides security so that these documents are protected. These security items include a signature card that is compared to the person’s signature at sign in time and two keys locking system. One key stays with the bank and one is held by the council. Another method is a hand recognition system where the hand is placed so it can be read by the bank’s system. Then the council can use it’s key to get into the lock box.
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List of Human Resources Procedures

To complete your Office Procedures manual, you will need to add information for the following Human Resources topics:

· Conflict of Interest

· Employee Orientation

· Hold Harmless Agreement

· Inclement Weather

· Lunchtime Schedule

· Position Description

· Professional Expense Advances

· Staff Meetings Schedule

· Support Staff Meeting

· Timely Testing

For examples of how these procedures can appear in your manual, see the following page.

Sample Human Resources Procedures:
Lunchtime Schedule

All office support staff needs to submit their normal lunchtime schedule. No department that has two or more people in it can go to lunch at the same time, unless their department is being staffed by someone else. If your lunchtime needs to be changed, please coordinate with the supervisor. The normal 12 -1 is the busiest time because of volunteers coming in.
Employee Orientation

To help a new employee become better acquainted with the Boy Scouts of America and your council and how we do business in your council, an orientation guide will be followed. This guide will consist of first day, first week and first month staff contacts with a list of items to be covered by each contact. The employee’s immediate supervisor will highlight the most essential staff to visit during the first day and week. When the orientation has been completed, this guide is to be placed in the employee’s personnel file.
Whistle Blower Policy

This policy is to provide the opportunity to employees to report to management unethical and improper practices or any other wrongful conduct in the council and to prohibit management personnel from taking any adverse personnel action against those employees.

Definitions

Improper practice is any activity by an employee that is undertaken in the performance of the employee’s official duties, whether or not that action is within the scope of his or her employment, and that

1. Is in violation of any law or regulation under the laws the employee is governed, including but not limited to, corruption, malfeasance, bribery, theft of property, fraudulent claims, fraud, coercion, conversion, malicious prosecution, misuse of property, or willful omission to perform duty, or

2. Is in violation of Code of Conduct of the council

3. Is economically wasteful, or

4. Involves gross misconduct, incompetence, or inefficiency

5. Involves any directive to violate or assist in violating an applicable law, rule, or regulation or any order to work or cause others to work in conditions outside of their line of duty that will unreasonably threaten the health or safety of employees or the public

Whistle blower is an employee making a disclosure under this policy. The whistle blower’s role is as a reporting party. The whistle blower is not an investigator or finder of fact, nor does a whistle blower determine the appropriate corrective or remedial action that may be warranted.
Reporting Allegations of Suspected Improper Practices

Any employee may report allegations of suspected improper practices, knowledge, or suspicion of improper practices.

· Reports of allegations of suspected improper practices are to be made in writing giving factual and specific information.

· Such report should be made to the Scout Executive or in designate.

· The Scout Executive will examine the report and, if considered proper, will investigate or appoint an Investigation Team.

· The Investigation Team will investigate the matter and report the findings to the Scout Executive.

· After examining the findings submitted by the Investigation Team, the Scout Executive may take disciplinary actions considered appropriate against the wrongdoer or to take preventive measures etc.

Roles, Rights, and Responsibilities of Whistleblowers, Investigation Participants, Subjects and Investigators

Whistle Blower

1. Whistleblowers should make their reports in confidence to the extent possible within the limitations of law and policy and the need to conduct a competent investigation.

2. Confidentiality of whistleblowers will be maintained. However, whistleblowers are cautioned that their identity may be known for reasons outside of the control of the Scout Executive.

3. All employees of the council have a duty to cooperate with investigations initiated under this policy.

4. The motivation of a whistle blower is irrelevant for the consideration of validity of the allegations. However, the intentional filing of a false report is itself considered an improper practice and the council has a right to act upon it.

5. A whistle blower will have the right of protection from retaliation. This does not, however, extend immunity for any complicity in the matters that are the subject of the allegations or an ensuing investigation.

Investigation Participants

1. Employees who are interviewed, asked to provide information or otherwise participate in an investigation have a duty to fully cooperate with the authorized investigators.

2. Participants in an investigation are entitled to protection from retaliation for having participated in an investigation.

Investigation Subject     

1. An Investigation subject is a person who is the focus of investigative fact-finding either by virtue of allegation made or evidence gathered during the course of an investigation. The decision to conduct an investigation is not an accusation; it is to be treated as a neutral fact-finding process. The outcome of the investigation may or may not support a conclusion that an improper act was committed and if so, by whom.

2. The identity of a subject will be maintained in confidence to the extent possible given the legitimate needs of laws and the investigation.

3. Subjects should normally be informed of the allegations at the outset of a formal investigation and have opportunities for input during the investigation.

4. Subjects have a duty to cooperate with investigators.

5. Subjects have a right to be informed of the outcome of the investigation.

Investigators

1. Investigators are those persons authorized by the council to conduct fact-finding and analysis related to cases of alleged Improper Practices.

2. All investigators shall be independent and unbiased both in fact and appearance. Investigators have a duty of fairness, objectivity, thoroughness, ethical behavior, and observance of legal and professional standards.
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List of Program Administration Procedures

To complete your Office Procedures manual, you will need to add information for the following Program Administration topics:

· Accidents

· Activities Packets

· Activity Preparation

· Activity Budgeting Information

· Additional Enrollment Policy

· Changing Unit Leader Other Than Re-charter

· Checking Equipment In and Out

· Climate control in Building

· Council Service Supplies

· District Calendar Format

· Internal Calendar

· Inventory and Need for Additional Items

· New and Re-chartering Unit Policy

· Newsletter Deadlines

· Newsletter Outline to be Followed by Districts

· Ordering of Custom Items

· Orders Pending

· Registrar Supplies and Notebooks

· Reservation of Service Center Meetings

· Scout Shop Charges

· Scout Shop Consignments

· Summer Camp Registration

· Use of Camp for District Events

· Using Items from Camp On or Off Property

· Camping Programs

· Cub Day

· Webelos Outing

· Mom and Me

· Family Overnight

For examples of how these procedures can appear in your manual, see the following page.

Sample Program Administration Procedures:
Accidents

Any accident shall be immediately reported to the Office Manager, no matter how minor. Forms will be provided for recording all facts; and, where insurance claims are necessary, the information will be provided to Accounting for processing.

Checking equipment in and out

If your need to use any equipment in or out of the office it must be reserved in advance. Do not take any equipment out of its storage or location without notifying those responsible first. The items may already be reserved. Items included in this area, but not limited to, are listed below:

· TV/VCR
· Overhead projector

· Slide projectors

· Laptop computers

· PA system

· Council banners and flags

· Videos, DVD or CD

· Hand cart

· Easels

· Flipcharts
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List of Office Administration Procedures

To complete your Office Procedures manual, you will need to add information for the following Office Administration topics:

· Accounting Procedures

· Assistance to Individuals: Standard Procedures

· Beeper Messages

· Bin Service Orders

· Building and Maintenance

· Building Usage Rules

· Building Use Reminders

· Cell Phones

· Cleanliness of Work Areas: General and Personal Office

· Area

· Copy Machine

· Daily Office Housekeeping Checklist

· Disaster Recovery and Business Continuation Plan

· Emails

· Employee Check-in and Check-out

· Employee Mailbox/Message Box

· Employee Parking

· First Aid on the Job

· Insurance reporting

· Kitchen Duties

· Long Distance calls

· Mail Processing Procedures

· Mail Take-out and Delivery

· Mailings

· Money Handling Procedures

· Office Area Supervision

· Office Lockdown After Hours

· Office Security System

· Paper Shredders

· Policies on the Use of Your computer

· Procedures for Preparing Check Tapes

· Production Control and Cost Accounting Procedures

· Purchase Requisition Procedure

· Receiving Goods: Paying Bills

· Recycling Office

· Smoke-free Office

· Telephone Procedures

· Time Clock for Non-exempt Employees

· Work Orders

For examples of how these procedures can appear in your manual, see the following page.

Sample Office Administration Procedures:
Postage Meter

All business mail will be processed by the postage meter and properly recorded daily, as per postage regulations.

Mail of a personal nature may not be run through the postage meter, even if the council were to be reimbursed. The public would misunderstand and think postage was being misused. The custodian of the petty cash fund will also carry $39.00 worth of postage stamps which may be purchased for personal use.

The operation of the postage meter will be the responsibility of (staff personnel). No unauthorized staff member is allowed to operate the meter. All spoiled or unused metered mail shall be returned to the (office manager or designee), who will be responsible for receiving credit from the Post Office. The meter is to be locked at night or when unattended.

Employee check-in and check-out

All staff must check-in and check-out with the receptionist during the day. Let that person know the approximate time you will be returning. This will help her serve the customer’s needs better, as well as your own. All office support staff should check-in and check-out with the receptionist when they go to lunch. Sometimes the council has a need to contact someone out of the office before they return.

Council Record Retention Policy 

The purpose of this policy is to ensure that necessary records and documents are adequately protected and maintained and to ensure that records that are no longer needed or of no value are discarded at the appropriate time and under appropriate methods.

A detailed listing is provided in the forms section of the Office Procedures Guide. This detailed list is not intended to be all forms but a those records specifically known to need to be retained. Additional records may need to be added to this list based on requirements from local state or other authority your council operates under.

Email Retention Policy
The purpose of the Email Retention Policy is intended to help employees determine what information sent or received by email should be retained and for how long.

The email retention policy is secondary to the policy on Freedom of Information and Business Record Keeping. Any email that contains information in the scope of the Business Record Keeping policy should be treated in that manner. All email information is categorized into four main classifications with retention guidelines:

· Administrative Correspondence (4 years)

· Fiscal Correspondence (4 years)

· General Correspondence (1 year)

· Ephemeral (short lived) Correspondence (Retain until read, destroy
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List of Volunteer Services Procedures

To complete your Office Procedures manual, you will need to add information for the following Volunteer Services topics:

· Camp General Rules and Policy Statement

· Charter Renewals Proposal Summary

· Council Website

· Eagle Application Check

· Eagle Processing After the Board

· Electronic Eagle Application

· Instructions for Completing Quarterly LDS Reports by

· Stake

· Instructions for Completing weekly CSEWC/Quality

· District Reports

· Internet Advancement

· Internet Rechartering

· Letter of Agreement for Use of Camp

· Money Earning Application

· OA

· Ordering

· Recognitions/Training Awards

· Recording Advancements

· Scout Assistance Fund

· Standard Operating Procedure: Rescheduling or

· Canceling an Event

· Standard Operating Procedure: Gift Certificates

· Tour Permits/Use of Camp Permits

· Training Courses

· Video Check-out Policy

· Who to Call Besides Weather

· Will Call Procedures

· Woodbadge Certificates, Beads, Etc.

For examples of how these procedures can appear in your manual, see the following page.

Sample Volunteer Services Procedures:
Money Earning Applications

Enter the date when the application came into the office and stamp with the council stamp. Take the application to the District Executive of the district the unit is in for his signature approval. Give or send the unit copy to the unit and put the district copy in the DE’s box. File the council copy for future reference.

Tour Permits/Use of Camp Permits

All local tour permits are requested to be turned in to the Council Services two weeks in advance of the unit’s trip or use of camp. The permits are signed every week on Wednesdays. Any permit that needs to be signed must be in by 3:00 p.m. on Wednesday s. The approved permits will be available for pickup or mail by Thursday noon. The two weeks in advance request allows for any errors or missing information to be turned in prior to the units trip.

· Fill in the bottom part if this has not been done

· Check for two leader’s signatures

· Make sure all information is filled in

· Check back of form for insurance information – has it been filled in?

· Assign next sequential permit number – enter in both top and bottom    sections 

· Date both the top and bottom sections

· Stamp the bottom with the council stamp and signed by Scout Executive

· Return the unit’s portion to them and file the council’s portion for future reference

· National Tour Permits must be turned in 30 days in advance of the trip.
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List of System Administration Procedures

To complete your Office Procedures manual, you will need to add information for the following System Administration topics:

· Adding a User

· Anti-virus Software

· Change or Remove a User

· Data Backup

· E-commerce Processes

· Emails

· Help Desk Support

· National Updates

· Software Licensing

· Training a User

· Website Maintenance

· Wireless Network Access Security

For examples of how these procedures can appear in your manual, see the following page.

Sample System Administration Procedures:
Training a user

Instruction on how to log in to council’s local are network and the PAS system is a part of the new employee orientation. New users to the PAS system are to complete the Computer Based Training for the area of responsibility before they are allowed to enter live data. This training is found on the Support web-site (click the Support button and go to University then click on Web-based Training and follow the instructions).

Help-Desk Support

When opportunities arise in PAS, the Help-Desk a the National Office can be a tremendous resource. However, only one person should call about a specific issue. To keep from logging multiple calls about the same issue, all calls are to be funneled through the System Administrator unless he/she gives permission for the individual user to place the call. In all instances, the System Administrator is to be made aware that a call has been placed.
Sample Signature Block
If you need to add a signature block to any of your procedures, copy the block below and paste it into the footer of the document.

	Policy approved by
	________________________________
	__________________

	
	Scout Executive
	Date

	Policy reviewed by
	________________________________
	__________________

	
	Council Treasurer
	Date

	Policy implemented on
	_______________
	Policy updated on
	__________________

	
	Date
	
	Date

	Orientation conducted on
	________________________________
	

	
	Date
	


