
Urban Adamah Employee Spending Guidelines

No set of guidelines can be written that addresses every possible expenditure decision which may arise. However, there are some general rules, regulations, and precedents which are presented here, which can help to guide an employee in making wise spending decisions. These guidelines are provided to ensure that Urban Adamah staff can carry out our mission effectively, while ensuring that fiscally wise, politically sound, and legal spending practices are followed.

Appearance and Reasonableness Tests

Every employee should keep in mind that Urban Adamah is a non-profit organization and for most dollars spent, a dollar must be fundraised from a donor. For all potential expenditures, the “appearance test” should be used, i.e., how would this purchase look to our donors if it was reported in our newsletter. Another test that is useful is to ask the question: “Is this expenditure necessary for a staff member to do his/her job and for Urban Adamah to carry out its mission?” or “If I were the donor how would I feel about spending my money toward this effort?”  The utilization of these tests should help to guide staff members in their decision-making. At all times, staff members are encouraged to avoid both the reality and appearance of poor management of funds.
Payment Processes

Credit Cards

All professional employees are provided with an Urban Adamah business credit card to be used for business related purchases only. Employees are expected to maintain spending levels at or below the credit limit on their card as we are subject to over limit fees.  For larger orders and purchases it is always preferable to ask the vendor for an invoice and pay by check. If you have a large purchase to make that cannot be invoiced (i.e. airline tickets) that will put you over your spending limit, ask the Business Manager to make those purchases on your behalf.  Any purchase above $250 must be approved by your supervisor.  

Credit Card Reports and Receipts

Each month employees will receive a statement of their credit card purchases. The employee is then required to use the credit card report spreadsheet to describe the purchases and provide a related accounting code and turn it in to the Business Manager.  Along with this report, receipts for ALL purchases must be provided. If the vendor was unable to provide you with a receipt you must provide a written explanation with your credit card report. If a receipt is lost, make every attempt to get a duplicate receipt from the vendor. If you are unable to get a duplicate receipt, you must provide a written explanation and details of the purchase. If more than one receipt is lost during any 60 day period, the employee will be required to reimburse Urban Adamah for the total amount of the lost receipts. The reason we do this is because we must report our spending to our funders and if we do not have receipts to prove what our purchases are for we are unable to meet their requests and may not receive funding in the future. 
Credit card reports must be turned by the deadline set by the business manager.  Failure to turn in credit card reports by the deadline will result in suspension of credit card privileges for a one month period.

Check Requests

Any invoice addressed to Urban Adamah must write “OK to pay” on the invoice, must be initialed by the staff member who ordered the goods or services and should be placed in the “Invoices/Bills” folder in the Business office. 

Invoices addressed to someone other than Urban Adamah be accompanied by a check request form.  

Check requests for reimbursement of out-of-pocket expenses must be submitted with receipts. If an out-of-pocket expense is paid with cash and the receipt is lost, Urban Adamah will be unable to reimburse you, as there is no proof of purchase.
Only professional Urban Adamah staff members may sign off on invoices or check requests. 
Unless unique circumstances apply, check requests will only be processed once per week. The Business Manager cuts checks most Wednesday mornings and the checks are typically mailed or available for pick-up by Wednesday afternoon or Thursday morning.
Invoices

Invoices from other organizations or speakers do not need a check request form to be paid. As long as their full name, address, and amount are clearly stated, it can be submitted on its own. 

On the invoice, a professional staff member must write clearly “OK to pay” on the invoice and sign it. Once that is done the invoice can be submitted in the Invoices/Bills folder in the Business Office.
Cash 

Small payments (less than $20) can be reimbursed from petty cash. Petty cash can be requested in person from the Business Manger and must be accompanied by a receipt. 

Types of Purchases

Programming

All regular Urban Adamah programming has been assigned an annual budget amount. It is the responsibility of the planning and supervising staff members to ensure that program expenses remain within their annual budget allowances. Program budget overruns must be reviewed and approved by the Executive Director. New or one time programs should be funded by a budget line item approved by a staff member’s supervisor. Programming funded by special grants, donations or partnerships with other agencies should be reported to the Executive Director and Business Manager so proper accounting can be set up.

Office Supplies, electronics, computer equipment and furniture
All supplies should be requested through the Office Manager, please do not buy them with your own credit card. Please be as specific as possible about the product you want. The Office Manager may recommend alternate products. 

Electronics, computer equipment and furniture may only be ordered through or at the approval of the Business Manager with larger purchases being approved by the Executive Director. 

Meals with Staff 

Meals with Urban Adamah staff members or professional consultants should only be billed to Urban Adamah if the main purpose of the meal is to conduct a meeting regarding Urban Adamah business. All meal expenses must be reported with all attendees and the purpose of the meeting listed. Meals should be no more than $15 per person unless prior approval has been received by the Executive Director.

Staff Outings

Urban Adamah conducts semi-regular staff outings for the purpose of staff cohesiveness. All expenditures for staff outings should be pre-approved by the Executive director.

Travel to conferences, training, events and meetings 

Air Travel 

All employees should travel in coach class unless they receive a free upgrade. All airline tickets must be booked at the lowest available airfare, using online comparisons at web sites such as www.Kayak.com . The following criteria should be utilized to determine lowest available airfare:

· The flight’s departure or arrival time is within three hours before or after the preferred departure or arrival time; 

· One stop or connecting flights should be used if savings of $100 or more can be achieved; 

· Employees may not book a preferred carrier if a lower airfare is available.

Traveling employees may retain frequent flyer program benefits for personal use; however, participation in these programs may not result in any additional cost beyond the regular airfare.

Airport transportation: Employees are encouraged to use public transportation when convenient and feasible; otherwise shuttle services such as Bayporter may be used. Use of taxis is authorized only when more economical services are not available. Long-term parking may be used for trips if the parking cost is less than Bayporter for all the employees being transported by the car to be parked at the following airport lots:

SFO – Bayporter $37/ per person. Park SFO (www.parksfo.com) $11.95/per day outdoor self parking

OAK – Bayporter $25/per person. PCA/Fasttrack Economy Blue Lot (http://www.fasttrack.com ) $8.95/day outdoor self parking

Lodging 

A single room with a private bath in a moderately priced business class hotel or motel is the standard. Employees of the same gender traveling together are encouraged to share a room when feasible. A good tool to help gauge moderately priced lodging is the US GSA Web site http://www.gsa.gov under Per Diem Rates. 

Personal Meals
Personal meal expenses are those incurred by employees when dining alone on an out-of town business trip. Personal meals expenses will be reimbursed up to the daily limits according to IRS regulations for each city/state. A complete list may be obtained at www.gsa.gov  under Per Diem Rates. Amounts incurred in excess of the per diem will be the obligation of the employee. 

Car Rental

Cars should be rented by employees when other means of transportation are unavailable, more costly, or impractical. When booking car rentals employees should do on-line comparison to find the most cost effective options. All rentals should be for economy size cars unless 3 or more people are traveling together or if an upgrade is provided by the rental company at no cost. Employees are expected to refuel cars prior to returning them to the rental company to avoid gasoline surcharges. 

Ride Sharing

If two or more individuals are traveling to the same location, it is recommended that employees share the ride with others. 

Spouse/Personal Travel Combined with Urban Adamah Travel

Travel expenses for a spouse, partner or other family members who are not employees are not reimbursable. However, a spouse, partner or other family members may share accommodations as long as there is no additional cost to Urban Adamah as a result. Additionally, extensions of trips for personal travel are permitted as long as any additional cost of travel is paid by the employee.

Mileage, Parking and Tolls

If a staff member uses their personal vehicle for Urban Adamah business purposes the employee will be entitled to reimbursement of at the current IRS mileage rates (as of 2013, $0.565 per mile). The employee must keep a detailed record of all such trips including starting location, ending location, and the date of trip. Actual mileage may be determined either by direct odometer notation or by location to location mapping from Google Maps.  Employee must turn in a spreadsheet detailing mileage records and a check request form to the Business Manager to receive reimbursement.
If travel will be more than 200 miles round trip employees should rent a car. 

Tolls incurred during business travel will be reimbursed with either a receipt or a Fastrak statement. 

Parking fees during business related errands and trips are reimbursable, as is street parking, but the employee is responsible for ensuring that all parking is properly paid for and legal. Any parking or traffic tickets incurred are the sole responsibility of the employee, unless approved by the Executive Director. 

Home Office Expense

All professional Urban Adamah employees will be provided with an on-site workstation. With prior arrangement with a supervisor some employees may have the option of occasionally working from home. If an employee chooses to do so, all expenses relating to a home office are the sole responsibility of the employee.

Cell Phones

Urban Adamah does not reimburse for cell phone costs except for the Executive Director. It is at the discretion of the employee to whom they choose to disclose their personal cell phone number.  

Fundraising/Development Expenses

Urban Adamah recognizes the unique nature of certain travel and entertainment expenses incurred for fundraising or development activities. If these activities necessitate a deviation from the standard spending guidelines, the employee should obtain approval from the Executive Director for the exception prior to incurring the expense whenever possible. 

Acknowledgment and Acceptance of the Guidelines

I    ______________________________ have received, read and understand the Urban Adamah Spending Guidelines. I understand that failure to follow these guidelines may result in my loss of use of my business credit card and/or require repayment to Urban Adamah of unauthorized expenditures.

__________________________________

____________
Signature
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