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SECTION 1 – TAX STATUS AND YEAR END
The Virginia Automobile Dealers Association is a professional organization exempt from taxation under Section 501 (c)(6) of the Internal Revenue Code and the Virginia Automobile Dealers Services, Inc., a wholly owned subsidiary of the VADA.  Its fiscal year end is June 30.

SECTION 2 – ACCOUNTING METHOD
The Virginia Automobile Dealers Association has adopted an accrual basis of accounting.  All internal financial statements produced shall be presented on the accrual method consistent with the presentation of the audited financial statements.

SECTION 3 - PROPERTY

Assets costing in excess of $1,000 individually and with a useful life of more than one year will be capitalized and depreciated in accordance with the organization's depreciation policies.   Fully depreciated fixed assets will remain on the Association’s statements until they are disposed of or otherwise deemed worthless.

Assets will be depreciated over their useful lives based upon the following:


Furniture:






7 years


Equipment:






5 years


Computer Equipment and Software:

3 years


Leasehold Improvements:



10 years


Automobiles:





5 years

The subsidiary ledger for the detail of property and equipment shall be reviewed annually for disposals made or assets discarded.

SECTION 4 - INVESTMENTS

Investments will be maintained in accordance with the investment policy.  Earnings and realized gains and losses will be recorded on a monthly or quarterly basis; investments will be recorded at fair market value, recording all unrealized gains and losses. The Chairman and Vice Chairman of the Budget & Finance Committee will be sent written confirmation on any transfers into or withdrawals from the investment funds.

SECTION 5 – DISBURSEMENTS AND POSTAGE LOG

All check disbursements require approved invoices or expense vouchers.   No loans to employees will be granted. 

Checks issued for payment of the VADA's debts require two (2) signatures. In the absence of the President, two other authorized signors, with approval of the controller, may sign a check not to exceed $2,500.  Any unbudgeted item over $5,000 requires Executive Committee or Board of Directors authorization.

It is the policy of the Association to maintain a postage log and to charge the appropriate functions for actual postage used. 

SECTION 6 - RECEIPTS

The Association will maintain a lockbox through its bank for members to mail payments on membership dues and accounts receivable.  Other cash receipts received directly by mail will be opened in the presence of two people and endorsed at that time.  Checks will be delivered to accounting; a deposit will be prepared and taken to the bank, or electronically deposited on a daily basis.

The lockbox deposits will be picked up at the bank or downloaded from the banking institution’s website and processed on a daily basis.  The Accounting Assistant will verify deposits made agree to the remittance advises received and post to the applicable accounts in a timely manner.  

SECTION 7 - REVENUE

Dues will be collected from the membership as prescribed by the VADA's By-laws.  It is the policy of the Association to collect all accounts receivable and dues.

All agreements for commissions and royalties shall be reviewed on an annual basis.  All commissions and royalties received should be consistent with current agreements and noted as having appropriate documentation upon receipt. 

It is the policy of the Association that revenues that have not been earned will be included with deferred revenues on the financial statements and recorded as revenue when earned.  

SECTION 8 – PETTY CASH

It is the policy of the VADA to maintain a petty cash fund not to exceed $400.

It is the responsibility of the President and that person's designee (other than the controller) to ensure that the petty cash fund is under lock and key at all times.

Disbursements from the petty cash fund may only be made for approved expenditures.  A receipt must be signed by the person receiving the cash and the person disbursing the cash.

The petty cash fund will be replenished as needed.

SECTION 9 – DEALER SERVICES’ ALLOCATION

The Association will allocate expenses to the wholly owned subsidiary, Virginia Automobile Dealer Services, Inc. based upon time spent on the various functions of the Association.  The auditing CPA firm will review allocations annually.

SECTION 10 – CREDIT CARDS

It is the policy of the VADA to issue credit cards to be used to conduct Association business.

SECTION 11 - EXPENSE REIMBURSEMENT

The Chairman of the Board or the Treasurer of the Association shall review the expense reimbursement of the President, on a quarterly basis.  The expense reimbursement for Association staff will be reviewed by controller and approved by the President.

SECTION 12 – CONTRACT SIGNING AUTHORITY

It is the policy of the Association to grant authority to sign contracts to the President, as long as the financial implications of the contract are included in the organization's budget. The President may delegate the authority granted in this section to Association staff.

If the financial implication of signing a contract is not included in the organization's budget, the Executive Committee or the Board of Directors' approval is required before authority to sign the contract is granted.

SECTION 13 – BANK RECONCILIATIONS

It is the policy of the Association to address bank statements to the President, who will do an initial review of checks, deposits, and transfers. The bank statement may be paper or received via a data disk.

The President will forward the bank statement to the Controller for bank reconciliations.  The controller is not an authorized check signor.

The bank reconciliation will be submitted with the internal financial statements to the President for review and approval, monthly.

Voided checks will be marked "VOID" and filed with the monthly check statement.  Signature lines will be made unusable.   

SECTION 14 – PAYROLL AND TIME SHEETS

Association staff will be paid on the 15th and the last day of the month.  Payroll will be outsourced for preparation.  Processed payroll will be received and reviewed by the President, prior to distribution by Controller.   The President will authorize any salary adjustments.

It is the policy of the Association that all non-exempt employees complete and sign time sheets for every pay period.   Employees will note accurately all regular hours, overtime, and leave hours.

SECTION 15 - BONDING OF EMPLOYEES

It is the policy of the Association to bond all employees.

SECTION 16 – INTERNAL FINANCIAL STATEMENTS

The President should receive the following monthly financial statements:   budget vs. actual income statement, consolidated and by company, and a balance sheet, consolidated by the 15th of the month. 

Any significant variances from budget will be noted with an explanation. 

Financial statements will be distributed quarterly to the Executive Committee members and the Budget and Finance Committee members, and will be available to the entire Board upon request.

SECTION 17 – BUDGETING

A budget will be approved annually by the Budget and Finance Committee with a recommendation to the Board of Directors for final approval.  Any modifications will require approval by the Board of Directors. 
SECTION 18 – INSURANCE

It is the policy of the Association to have an independent insurance consultant review the Association's insurance policies to ensure coverage and limitations adequately meet the needs of the organization, members and employees.

SECTION 19 – LOBBYING EXPENDITURES

It is the policy of the Association to advise members of the nondeductible portion of their dues payments on the dues invoice mailed either, annually, monthly, or quarterly.

SECTION 20 – RECORDS RETENTION AND DESTRUCTION

It is the policy of the Association to retain records as required by law and to destroy them when appropriate.

SECTION 21 – BANK SAFETY DEPOSIT BOX

It is the policy of the VADA to rent a safe deposit box at the Association's bank to store securities, valuables, and important documents.  The presence of two persons is required for access to this box.

SECTION 22 – SELECTION OF CPA FIRMS

It is the policy of the organization to direct the President to distribute the audited financial statements to the Board of Directors on an annual basis.

It is the policy of the organization to discuss the CPA management letter with representatives of the auditing firm and to direct staff as to the appropriate action required to correct deficiencies addressed.  A copy of the CPA Management Letter will be reviewed annually with each member of the VADA Executive Committee and the Budget and Finance Committee.

It is the policy of the organization to contract with a CPA firm to audit or review the organization.  The Executive Committee shall select the audit firm upon the recommendation of the Budget & Finance Committee.

The CPA firm retained by the organization to conduct the audit or review be contracted for a period as recommended by the Budget & Finance Committee and approved by the Executive Committee

Additionally, the contract awarding the audit to a CPA firm, for any period, will have a clause allowing the VADA to contract with another firm before the end of the contract period if the current firm provides unsatisfactory service or if the financial condition of the VADA prohibits the expense of an audit or review.

SECTION 23 – IRS FORMS

It is the policy of the Association to allow public access to IRS Form 990.
It is the policy of the Association to not allow the public to inspect IRS Form 990T which is proprietary information.

SECTION 24 – 1099 FORMS

It is the policy of the Association to complete IRS Form 1099 for all individuals and vendors receiving compensation as required by Federal Law.

SECTION 25 – ACCESS TO RECORDS BY MEMBERS

It is the policy of the Association to allow members to inspect the following records of the organization:

IRS Form 990. 

Original applications for tax-exempt status

Audited or reviewed financial statements
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