The Massachusetts Chapter of The American Chestnut Foundation

Treasurer Policies and Procedures

November 7, 2001 
1. The initial fiscal year of the Massachusetts Chapter of the American Chestnut Foundation, Corp. is January 1, 2000 through December 31, 2000, and yearly thereafter.

2. The proposed annual budget will be presented at the Annual Meeting in November for discussion, and voted for final approval at the January meeting of the Board of Directors, with mailing to board members of the final proposed budget by email, fax or US mail two weeks prior to the January meeting.  Committee requests for budget items must be received by November 1 of the preceding year.

3. Quarterly budget updates will be presented at each board meeting, presenting a cash flow report of income and expenses to date. 

4. Until such time as an accountant is required for filing the Massachusetts form PC, the final reconciliation of funds (that is, the chapter checkbook) for each fiscal year for the last month of the period shall be done by an independent board member having no other treasurer duties.  This can be done in consultation with the treasurer.

5. All revenues and donations, except for the quarterly membership donations from TACF, shall be directed to the President or Secretary for logging and appropriate acknowledgment, prior to being sent to the treasurer for deposit.

6. All planned disbursements should be included in the annual budget, particularly with regard to expected program expenses for orchards and pollination expenses. The treasurer or designee may make purchases so authorized.  Requests for reimbursements pre-approved by the treasurer based on the annual budget approvals should include receipts for the expense.  If receipts are not available, the treasurer will present the request to the Board at the next quarterly meeting for approval prior to payment.  Expenses for new programs require a vote of the Board, with appropriate amendment of the budget.

7. Capital expenses for equipment costing over $200 will require approval of at least the president, treasurer and two other board members at large, which consents will be documented in the quarterly treasurer’s report.

8. An accurate inventory of existing orchard and pollination supplies will be maintained.  Physical inventory will be taken once per year, and may be estimated for items valued individually at less than $1.00 each.

9. Costs of printing publications and postage for such publications will be jointly allocated to Administration & Management, Fundraising, and Program Services, based on purpose of the published material or article, per American Institute of Certified Professional Accountants, Statement of Position #98-2.  This Accounting Standard requires determination of the intent of materials published jointly, as in a newsletter, and proper allocation of costs to the appropriate functional area.  The intent of AICPA SOP 98-2 is to allow correct calculation of the “Cost of Fundraising Ratio” (CFR). Each article in our publication should be designated by its primary purpose: educational (such as reporting on progress of Program Services), administrative (such as listing of officers to be elected at Mass Annual Meeting), or Fundraising (such as including membership application form in each newsletter), and proportional expenses will be allocated.

10. Ordering for tree supplies and materials should be done through TACF-MA accounts by Treasurer or designee, when possible.  A current list of vendors for wholesale arborist, forestry, nursery supplies and equipment rentals will be maintained and updated annually.  (See attached.)
 (Adopted as Amended on 10/14/01 By TACF-MA Board)
Filings:  Reports required by the State and Federal Government include: 

Yearly:

· The Massachusetts Annual Report (AR), due on or before November 1 of each year, to be filed by the President or Secretary of TACF-MA. (Current Cost:  $15 for annual filing.)

· The Massachusetts form PC with schedules A-1, A-2, with federal 990 EZ (& schedule A), to be filed on or before May 15 each year.  (Current cost: $35 for charities with incomes <$100,000.)

Total yearly costs of filings, after first year cost of incorporation:  $50.

Other required filings:

· Federal tax return 990 EZ is not required until revenues and assets exceed certain thresholds, presently $25,000 gross receipts.

· Filing with Federal government for permanent 501(c) 3 status prior to the end of the first 60 months covered by the advanced ruling determination: Form 8734 (Support Schedule for Advance Ruling Period) is required 90 days before the fifth anniversary date of initial letter of determination  (Advance ruling period ends:  December 31, 2005). 

Current Vendor List:  Arborist, Nursery, and Forestry Suppliers for 2001.

· Cleaves Company, Inc., Arborist and Landscaper Supplies, 300 Reservoir Street, Needham, MA 02494, phone 781-449-0833.  Source of orchard ladders and climbing equipment.

· Griffin Greenhouse and Nursery Supplies, 1619 Main St, PO Box 36, Tewksbury, MA 01876, Phone 978-851-4346. www.grifffins.com.  Source of fertilizers, RoundUp and planting supplies:  vermiculite, perlite.

· Forestry Suppliers, Inc., 205 West Rankin St, PO Box 8397, Jackson, MS, 39284-8397, Phone: 601-354-3565 or 1-800-647-5368. www.forestry-suppliers.com.  Source of equipment, pre-printed tree tags.

· TreeEssentials Company, 2371 Waters Drive, Mendota Heights, MN 55120-1951, Phone 651-681-0011 or 1-800-248-8239, www.treessentials.com.  Source of tree shelters, tree weed mats, stakes.

· Lawson Bags (Pollination bags #401 Tassel bags), 318 Happ road, PO box 8577, Northfield, IL 60093, Phone: 847-446-8812.

· Hummert International Horticultural Supply, 4500 Earth City Expressway, Earth City, MO, 63045. Phone: 314-506-4500 or 1-800-325-3055. www.hummert.com.

· Stuewe & Sons, Inc. (Tree Seedling and Nursery Containers), 2290 S. E. Kiger Island Drive, Corvallis, Oregon 97333-9461. Phone: 1-800-553-5331

· Milford 495 Rental Center, 189 Medway Rd., Rte 109, Milford, MA 01757. Phone: 1-800-244-5022, or 508-473-5022, www.495rental.com.  Source of tillers and one-man post-hole diggers.
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