RECOMMENDED POLICIES AND PROCEDURES FOR ABC
DATE

(This is a recommended list of policies and procedures that should be adopted and may not cover all areas of ABC that need to be documented)

(All polices and procedures should be approved by the Board and appropriate professional advice should be obtained on the actual polices and procedures set to ensure they are enforceable and appropriate)
(All approved policies and procedures should be communicated to staff and they should sign an acknowledgement of reading and understanding the policies and procedures put in place)
1. Finance Policies and Procedures
ABC should have finance policies and procedures that are consistent with the delegated authorities schedule and at least cover the following topics:
· Bank Account Management – Transferring Funds etc

· Banking
· Board Member Attendance Fees  - rate and method of calculation – if appropriate

· Creditor Payments and Recording

· Chart of Accounts

· Employee expense claim process

· Fixed Asset Purchasing and Recording

· Foreign Exchange Policy (if applicable)
· GST and FBT

· Issuing Credit Notes
· Investment Policy – stating where funds can and cannot be invested as well as guidelines as to tying funds up for set periods of time e.g. term deposits and other fixed term investments

· Ministry Contracts Management

· Membership Database Management and Invoicing

· Other Debtor Invoicing (if applicable)

· Monthly and Year End Financial Statements

· Opening Mail

· Petty Cash

· Purchase Ordering

· Receipting of Goods and Services

· Receiving and Receipting Income

· Schedule Of Key Suppliers And Their Contact Details

· Travel Polices Domestic and International (which you already have subject to Board approval)

· Wages and Salaries – payment, PAYE, ACC, pay changes etc.

2. Employment Policies
Your employment policy should be based on your standard employment agreement and should ensure that it at least covers the following areas:
· All of the areas covered under the “Personnel Delegations” in the attached Delegated Authorities schedule.

· ACC

· Change of Address

· Equal Employment Policy
· Health and Safety Policy

· Hours of Work

· Smoking Policy

· Misconduct

· Policy Against Sexual Harassment

· Privacy of Personal Information Policy

· Policy Against Discrimination

· Standards On:

· Punctuality

· Personal Presentation

· Clothing Policy

            Working with Others Policy (re offensive language / behaviour)

· Personal Telephone Calls
· Personal Problems (re Affect on Work)

· Illegal Drugs & Alcohol
· Outside Employment

· Performance Review Procedures

· Holidays

· Leave:

· Annual

· Sick

· Domestic

· Bereavement

· Study

· Jury

· Parental

· Long Service

· Confidentiality

· Notice / Termination of Employment

· Redundancy
3. Other Policies

In addition to these ABC should have policies on the following topics:

· Email, Internet & Information Technology Policy

· General System Security Policy

· Intellectual Property & Copy Right

· Board Meeting Management

· Disaster Recovery


