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Records and Financial Stability

Policy:

AbleNet maintains adequate resources, and uses sound business practices and standard accounting procedures to ensure financial stability. The company implements financial management practices that ensure accurate accounting and billing records are maintained for customers as well as all participating third party payers. Financial records are accurate, complete, current, and reflect an accrual base accounting practices.  AbleNet maintains accounts that link equipment and items to the customer and manages revenues and expenses on an on-going basis, as they relate to customer services.

Financial Management

Policy:

AbleNet has developed and implemented a financial management plan, utilizing an accrual based accounting system, with practices to ensure viability and a plan to manage revenues and expenses on an on-going basis. The financial management plan utilizes accurate accounting, business integrity, and accountability practices. The company designates individuals in leadership positions to address financial compliance issues. Financial audits are performed (at least annually) in order to assess compliance GAAP and with billing practices. Leadership is responsible to address all financial compliance issues.

AbleNet employs practices that ensure accurate billing and accounting with reconciliation of charges for equipment, services and supplies with invoices, receipts, and deposits and maintenance of financial records that are accurate complete, and current.

Procedures

Budgeting Process 
CEO is responsible for presenting to the Board of Directors an annual operating budget draft prior to the end of the fiscal year. The Board of Directors shall review and approve the recommended fiscal year budget revenues, expenditures and cash flow. 

Financial Statements 
Financial statements shall be prepared on an accrual basis in accordance with Generally Accepted Accounting Principles (“GAAP”). The Head of Finance shall prepare and present Monthly Financial Statements in a format approved by CEO and Finance Committee. The statements shall be presented to CEO for review then CEO will provide the monthly financial statements to the Board of Directors for review. 

Expenditures procedures  
All expenditures shall be approved by the department manager or head of Finance or CEO. All expenditures shall be coded by account number using the chart of accounts. Finance department maintains standard accounting records containing all aspects of financial operations. They include but are not limited to: A general ledger, a check register, and a payroll register. Invoices shall be approved by the department manager or head of Finance or CEO. 

Compensation and Payroll 
Payroll is executed periodically. Paychecks or direct deposits will be provided to each employee by the Controller.  Monthly payroll expenses shall be verified by the Controller against payroll reports and direct deposit reports and reconciled with checking account reports. The compensation of the Company’s CEO shall be determined by the Board of Directors or their designees and CEO compensation is based on a board-approved process that considers comparable data and CEO performance. The salaries of all other employees shall be determined by the Company’s CEO. Compensation ranges for all staff positions shall be approved by the Company’s CEO and Controller. No employee of the Company may be compensated outside of the approved range, without the approval of the Company’s CEO and Controller. 

Travel and Expense Reimbursement 
Employees must abide by the Company Travel and Expense policy. Travel and expense reports for mileage, meals, hotel, supplies, etc., will be maintained by each employee and then submitted to the supervisor for approval and payment on a monthly basis by the Accountant. Mileage to and from the employee’s residence to the place of work will not be paid by the Company. Reimbursements will be based on the travel rate established by the Controller and CEO and approved through the budgeting process. Travel reimbursement shall not be above IRS Guidelines. All parking and other expenditure receipts must be attached to the expense voucher as a condition for payment. 

Credit Card Expenditures  
The Controller and CEO will approve the issuance of a company-issued credit card for employees who travel frequently. Employees must utilize that card only for business travel. Employees must submit an expense report that explains the business reason for items purchased using the credit card. The direct supervisor must approve the voucher, which is then submitted to the Accountant for recording and reconciliation. 
Inventory and Cost of Sales Control Activities

Purchase Orders
We implement MRP to identify purchasing needs. Buyer reviews the purchasing plans and makes any adjustments if necessary.  MRP provides Buyer purchase order suggestions based on demand, forecast, minimal order quantity, reorder point, and safety stock.  Buyer discusses with Director of Operations & Supply Chain, when Buyer has questions regarding MRP’s purchasing suggestions.

Receiving
When the ordered items are received they are inspected for condition and counted by Receiving Clerks, and a receiving report is prepared (A unique sequential receipt number is assigned to each receipt upon acceptance of the goods into our financial system).  The individual(s) responsible for receiving have no responsibility for purchasing, billing or accounts payable.  

Buyer or Director of Operations & Supply Chain approves all inventory related invoices. The invoices from vendors are matched with the purchase orders and receiving reports and compared for quantities received, product ordered, pricing and clerical accuracy accounting clerk.  Staff Accountant reviews invoice batches and post batches in the system. Buyer or Director of Operations & Supply Chain will verify with the supplier for the price variance per unit great than $0.50 and update the revised prices in ERP system. The system generates automatic journal entries after invoices are posted. Accounting Clerk reviews receiving report to ensure that liabilities can be properly recorded for goods or services that have been received but not yet invoiced.  Controller reviews invoice batches after the batches are posted and made any adjustments if necessary. 

Payment for Suppliers
Accounting Clerk prepares check register. Staff Accountant reviews check register and approves it.  Controller also review check register then give it to Accounting Clerk once the Controller approves it. Accounting clerk will issue checks per approved check register. Staff Accountant reviews checks and post the check batch. Accounting Clerk puts the check(s) with any supporting document in the envelope(s) and seals the envelope(s) then mails them.    

Lease and Other Contractual Agreements  
The Company conducts a major part of its operations from leased facilities. Leases and other contractual agreements are negotiated by the Controller and executed with the approval of the Company CEO. New leases in excess of an amount determined by the Board of Directors require the approval of the Finance Committee. The Company CEO and the Controller are authorized to develop and enter into contractual agreements with vendors, bankers, and third parties for the purpose of ensuring the Company’s general operations. The Finance Committee shall review such agreements and make recommendations when necessary. 

Notes and Loans 
All notes, loans and other indebtedness to be contracted in the name of the Company shall require the signature of the CEO, unless otherwise specified by the Board or established in the present management policies and procedures. All indebtedness must be approved by the CEO. 

Bank Accounts and Investment Accounts 
The Controller shall maintain and oversee Bank and Investment accounts, and ensure the company’s day-to-day financial operations. 

Receipt of Payment 
We accept ACH, wire, checks or credit cards for payment. Mail is opened by Accounting Clerk.  All check receipts are processed by Accounting Clerk on the same day through remote deposit system. The posting of cash receipts to accounts receivable is done by Staff Accountant.  The postings are done promptly and accurately recorded as to customer account, amount and period.  The list of daily cash receipts is compared to postings to customer accounts and deposits made by Staff Accountant.


Bank Reconciliation  
Bank reconciliations shall be completed daily by the Staff Accountant and cross-referenced with the cash and receipts logs and the monthly Financial Statements. The Financial Statements shall be compiled by the Controller. The Statements shall be then reviewed by the CEO and presented to the Board of Directors. All Bank Statements and Credit Card Statements will be reconciled every month by the Staff Accountant and records will be kept in the Finance office. 

Insurance 
Reasonable and adequate coverage will be maintained to protect the Company’s interests as well as the Board of Directors and the Company’s employees. The following insurance policies shall be kept on a yearly basis: Commercial Property Contents and Computer Policy, General and Professional Liability Insurance, Directors and Officers Liability Insurance, Employee’s Dishonesty Bond Insurance, Employee’s Life Insurance, Workers Compensation Insurance, Long-Term Disability Insurance, and Employees Health Insurance. Insurance Policies shall be carefully reviewed by the CEO and Controller before renewal. 

Property and Equipment  
Property and equipment shall be stated at historical cost. Depreciation is computed over the estimated useful lives of the assets using the straight-line method. A Depreciation schedule shall be prepared and maintained by the Controller on an annual basis, taking into consideration the annual equipment inventory. 

Equipment Installation 
Purchase, installation, and maintenance of telephone equipment, telephone lines, office equipment, computer equipment, etc. shall be approved by the Director of Technology after discussion and approval by the CEO. Staff Members and other managers shall be responsible for receiving and supervising the installation of equipment scheduled for their facility or working area, and for maintaining and protecting the equipment installed in their offices. 

Confidentiality and Records Security 
Financial records are restricted materials with limited access. Only the Controller, CEO, and Staff Accountant (or others so authorized) shall have access to financial records (vendor files, checks, journals, payroll, etc.). 

Document Retention 
Financial documents are retained for a period of time in keeping with State law and the recommendations of the IRS, or for at least 5 years, whichever is greater. Records related to any court cases are retained until the case is concluded, or until the legal time period has passed. Provisions are in place to maintain all financial records if AbleNet ceases to operate.

Tax Reporting 
The Company is exempt from federal income taxes under ESOP sub-chapter S Corporation guidelines of the Internal Revenue Code. Accordingly, no provisions for income taxes shall be reflected in the financial statements. 

Internal Control Procedures
Each procedure and policy should consider the following basic components of properly designed internal control:

Segregation of Duties – Overall and within any one cycle, the same individual should not initiate, approve, process, record, and report a transaction or event.
Approvals – Approvals should be required before acquisitions, disposals, expenditures, disbursement and commitments are made.
Authorization – Approval authority should require authorization, and authorizations should be granted on a need-to-have basis.
Reconciliations – Accounts should be reconciled on a regular basis to independent statements and subsidiary records and ledgers.
Verifications – The accuracy and completeness of transaction processing, and the recording and assets existence and valuation, should be verified.
Review of Operating Performance – There should be ongoing and periodic oversight through review of operating results and follow up on variances against budgeted or expected results.
Security or Custody of Assets – Cash, other assets, and sensitive information should be stored in secure locations and protected from unauthorized access, use, loss, misappropriation and destruction.
Competence – Individuals responsible for performing or overseeing functions requiring technical knowledge, skill sets, and experience (such as financial reporting), should have the requisite knowledge, skill sets, and experience to perform or oversee the functions.


External Control Procedures
Review Audit by an Accounting Firm
The company will have an audit of its financial statements annually. The audit shall be completed by a firm of Independent Certified Public Accountants. CEO and the Controller shall have direct responsibility in overseeing the implementation of the Annual Financial Audit. 
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