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Purpose 
The Board of Directors shall ensure the financial accountability and long-term 
viability of City Garden Montessori School (CGMS) and ensure adequate funds are 
raised to support CGMS’s policies and programs. 
 
Separation of Authority 
 
Board of Directors 
The Board of Directors shall ensure the financial accountability and long-term 
viability of City Garden Montessori School (CGMS) and ensure adequate funds are 
raised to support CGMS’s policies and programs. 
The Board shall have authority to oversee and approve all business and financial 
matters pertaining to the operation of the School, School Programs, and any other 
programs or projects authorized by the Board.   The Board shall ensure that all 
financial transactions are compliant with relevant laws and regulations, conducted 
in accordance with the highest professional and ethical standards, support the 
public purpose, and further the mission of CGMS.   
 
Specific Authorities and Responsibilities in Fiscal Matters 
The authority of the Board of Directors shall include but not be limited to the 
following: 

A. Elect a Board Treasurer and establish the Finance Committee  
B. Approve fiscal policies and investment policies on an annual basis. 
C. Oversee an ongoing process of operating and capital budget development, 

approval and review that ensures a connection between the budget and 
organizational strategic plans 

D. Approve banking, investment, and any other financial accounts they deem 
necessary 

E. Retain or terminate legal, financial and accounting advisors as deemed 
necessary 

F. Maintain and exercise control over all investments and properties, including a 
method to secure all deposits and adequate insurance against loss 

G. Other duties as the Board deems necessary for the financial security of the 
organization including the creation of standing and ad hoc committees as 
needed 

 
Board Treasurer 



The Board shall elect from among its membership a Treasurer who will have 
responsibility to head the Finance Committee and act as a liaison between the 
Board of Directors and the Finance Committee. 
 
Specific Authorities and Responsibilities 
Working closely with school personnel, the Treasurer’s authorities and 
responsibilities shall include: 

A. The Treasurer shall have charge and custody of and be responsible for all 
funds of the Corporation, and be a signatory on all accounts 

B. Recommend the retention of advisors or counsel with expertise in financial 
matters  

C. Review budget and all expenditure reporting to ensure expenditures are 
made to the best possible advantage  

D. Ensure adequate internal controls are established and followed to protect the 
assets of the corporation, which shall include review of all monthly financial 
statements, including bank and other investment accounts  

E. Shall make regular reports of financial transactions and on other fiscal 
matters to the Board of Directors, and as requested by the Board. 

F. See that an accounting system is maintained in such a manner as to give a 
true and accurate accounting of the financial transactions of the Corporation.  

G. See that all financial reporting is completed and filed as required by relevant 
law and regulations 

H. Shall cooperate with and assist external agents in the performance of audit 
and oversight of the school’s finances 

I. Shall further perform such other duties incident to the office and as the 
Board of Directors or the Chairperson may from time to time determine.   

 
Finance Committee 
The Finance Committee will ensure the financial stability and accountability of the 
school through their oversight and advice.   The committee shall have responsibility 
for ensuring that school financial practices are compliant with relevant laws and 
regulations, protect the public interest, maintain the school’s reputation, and 
support the overall mission and strategic plans of the school.    
The Committee shall consist of at least the Board Treasurer, the CEO/Executive 
Director, and the Director of Finance and Operations.  The Board Treasurer shall act 
as Chair of the Committee.  The Committee may include any other such members 
deemed competent by the Committee Chair, the CEO/Executive Director, and the 
other members of the Finance Committee.  Committee members will be added in 
accordance with City Garden's Committee Recruitment process. 
 
Specific Authorities and Responsibilities 
The Finance Committee shall have the following authorities and responsibilities: 

A. Shall normally meet monthly when the school is in operation and at least 
once during the summer holiday, for a minimum of nine meetings a year.  At 
each meeting the Committee will review the prior month’s financial 
statements, which shall include expenditures, revenues and balances of all 
accounts 



B. Review and recommend financial policies -- including audit, investment, 
compensation and employee benefits -- and guidelines to the Board of 
Directors 

C. Review investments and relationship with Investment Advisors at least once 
per year to ensure that all investments adhere to applicable laws, CGMS 
policy, and expectations regarding return on investment. 

D. Recommend procedures for budget preparation and reporting, and review the 
annual budgets prior to submission to the board for approval 

E. Abide by all pertinent regulations in conduct of their business including the 
relevant sunshine laws 

F. Provide information necessary to the Board to carry out its duties in fiscal 
oversight, which shall include budget and financial reports, and the 
identification of fiscal opportunities and concerns 

G. Ensure an annual audit is conducted, including the selection of an 
independent auditor and support of the audit process.  The audit shall 
confirm that CMGS is following internal policies procedures and controls and 
is compliant with relevant regulations including, GASB, IRS and the Missouri 
Financial Accounting Manual. 

H. Advise the CEO/Executive Director and appropriate staff on financial priorities 
and planning 

I. Annually review financial policies and controls  
 
Administrative Staff 
The school Staff shall have the responsibility of running the day-to-day operations 
of the school, including the day-to-day financial operations of the school. Staff shall 
adhere to all applicable laws, regulations and professional standards and Board 
policies regarding CGMS financial matters.  
 
Staff will provide timely and accurate information to the Treasurer, Finance 
Committee and Board to carry out their duties in fiscal oversight, which shall 
include budget and financial reports, and the identification of fiscal opportunities 
and concerns.  Staff is charged with ensuring financial assets are used in support of 
the CGMS’s mission and in alignment with CGMS values.  Each staff member has an 
affirmative duty to report knowledge of financial mismanagement or conduct 
inconsistent with the law or these policies to the appropriate school authorities. 
 
Accountability 
 
Reports to Charter Sponsor  
The Treasurer and Finance Committee shall know, monitor and report on fiscal 
standards as established by the school’s sponsoring organization.  
 
Independent Audit 
The Finance Committee shall commission an independent audit of CGMS’s finances 
and financial procedures once per calendar year using a method to select the 
auditor that is consistent with CGMS’s bylaws.  The Committee shall conduct a 
thorough evaluation and rebidding of the audit at least every five (5) years to 



ensure no substantial conflicts of interest have developed between the staff and the 
auditor. 
 
Insurance 
CGMS shall carry insurance to cover premises liability, loss from fire, storm, or 
other such occurrence, loss from theft, and any other insurance that may be 
required by law. Furthermore, CGMS shall carry insurance to cover loss due to 
breach of duty by Directors and/or Officers (commonly called D&O insurance). 
 
Record Retention 
 
Records, including financial records and student records, shall be kept in a secure 
location for the statutory minimum length of time unless and until the Board or the 
Finance Committee determines it is necessary to keep them longer. 
 
Public records shall be maintained in a manner compliant with applicable sunshine 
regulations.  Records shall be made available to auditors, regulators and authorities 
as required to perform their duties.   
 
Electronic records shall be stored securely, and the school shall have sufficient data 
storage and backup procedures to guard against loss or accidental deletion.   
 
Basis of Accounting and Financial Reporting 
 
Fiscal year 
CGMS operates on a fiscal year basis that begins July 1 and ends June 30.  All 
budgeting and accounting is done in accordance with this 12-month period.   
 
Basis of Accounting  
CGMS’s chart of accounts and accounting records shall comply with the Missouri 
Financial Accounting Manual (hereinafter, MFAM).   The School under current 
Missouri statues is considered to be a local education agency (LEA). As an LEA, the 
accounting policies of the School conform to governmental accounting standards. 
The organization shall follow GASB guidelines.  Transactions are recorded on a 
modified cash basis of accounting unless GASB requires otherwise.  
 
Preparation of Financial Statements 
The Director of Finance and Operations shall: 

A. Prepare financial statements and closing of the accounts each month and 
fiscal year.  

B. Produce other financial reports and forecasts as requested by the 
CEO/Executive Director, Treasurer or Board.   

C. Shall review all general ledger and journal entries.   
D. Financial statements to be produced each month for the Charter, Preschool 

and any other subsidiaries, shall include:  
E. Balance sheet 
F. Statement of Revenue and Expenditures 
G. Bank reconciliation 



H. Actual vs. budgeted expenses, by cost center  
 
Donations 
Tax Exempt Status and Requirements 
CGMS has been recognized as a non-profit organization per Internal Revenue Code 
(IRC) Section 501(c)(3). Donors are entitled to a tax deduction for the value of 
cash, securities, and tangible property that they donate to CGMS.  The IRS requires 
donations must be accounted for using the cash method of accounting. Donations of 
services are not deductible by the donor and are not to be reported by CGMS for 
tax purposes. 
 
As CGMS relies on private donations for its operation and growth, it is critical that 
CGMS maintain its 501(c)(3) tax-exempt status. These policies should be checked 
every December by the Finance Committee and reported to the Board annually. 
 
Specific Donation Documentation Requirements 
All gifts shall be recorded in accordance with current and relevant IRS and state 
requirements. These policies shall be updated regularly to reflect changes in 
relevant law, not withstanding, if there is a conflict between these policies and the 
law, unless the law is less restrictive than these policies, the law should be 
followed.   
 
Receipt of Cash 
Positions with Authority to Receive Cash on Behalf of CGMS 
The Chair of the Board of Directors and the CEO/Executive Director shall have 
authority to authorize individuals to receive cash on behalf of CGMS. Positions with 
the authority to receive cash on behalf of CGMS shall include:  
 

• CEO/Executive Director 
• Chief Operating Officer 
• Chief Development Officer 
• Chief Academic Officer 
• Business Office & Facilities Manager 
• Executive Assistant 
• Chair of the Board of Directors 
• Treasurer of the Board of Directors 
• Principal 

 
Procedures for properly documenting and accounting for cash receipts are contained 
in the Administrative Procedures document. 
 
Special Fundraising Events 
During certain fundraising events, employees and/or volunteers may be designated 
to receive cash payments and donations on CGMS’s behalf.  
 
COMPANY Credit Cards 
Positions with Authority to Use CGMS Credit Cards 



The Executive Director shall have the authority to grant any CGMS employee a 
credit card and to determine the individual’s card limit.  The overall credit card limit 
shall not exceed $25,000.  Any employee with the authority to use a CGMS credit 
card shall adhere to the Administrative Procedures. 
 
Selecting Vendors  
Staff shall follow accepted best practices to obtain competitive, independent bids 
for purchases.  Except for extending existing contracts, any single purchase or 
contract in an amount greater than $5,000 should receive independent bids from at 
least 3 different vendors.  Such bids must be reviewed by the Board in accordance 
with Section 1.2(D). School administrators may bid out contracts for less than 
$5,000, to minimize school expenditures when possible. 
 
Expense and Payment Processes 
Authority to Approve Invoices 
 
The CEO/Executive Director will approve all invoices for payment. The 
CEO/Executive Director may delegate this invoice approval authority as they deem 
necessary. 
 
Check Signing Authority 
Positions with authority to sign checks or authorize electronic payments shall 
include: 

• CEO/Executive Director 
• Chief Operating Officer 
• Chief Development Officer 
• Chief Academic Officer 
• Chair of the Board 
• Treasurer of the Board 

 
Notwithstanding any other provision, the CEO/Executive Director or any other 
employee may not sign a check made out to themselves.  The other employee 
signer may sign checks for expense reimbursements to the CEO/Executive Director 
of less than $1,000.  All other payments to the CEO/Executive Director shall be 
approved and signed by the Board Treasurer or Chair of the Board. 
Contracts or checks for non-recurring expenses over $2,000 shall require a second 
signature.  
 
Recurring and Regular Payments  
Monthly pre-approved expenses including payroll and benefits, amortized loan 
payments, rent, cleaning services and insurance are exempt from the normal 
requirement of needing a second signature, when these exceed the established 
limit.  
 
Revenue Process 
State and Federal Funding 
The Director of Finance and Operations and CEO/Executive Director shall be 
responsible to annually establish procedures to comply with state and federal 



guidelines regarding state funding and the required tracking and reporting of 
student attendance. The Board shall annually approve, through the budget process, 
the allocation and use of all public funds.   
 
Payroll Process 
 
Payment of Wages 
Employees are paid twice per month, on the 15th and the last day of the month, or 
the closest prior business day.  Refer to the Personnel Policies for further details.   
All full-time employees may have their checks electronically deposited. Occasional 
workers shall be issued paper checks. 
 
Controls 
The CEO/Executive Director shall review the bi-weekly payroll reports for accuracy.  
The Finance Committee shall review payroll payments as part of their monthly 
review of expenditures.  
 
 
Investments 
 
Selection of Advisors 
The Board of Directors shall approve any selection of investment advisors.  This 
process should adhere to all CGMS policies and procedures regarding the selection 
of a vendor.   
 
Investment Purpose 
The purpose of maintaining an investment account shall be to preserve financial 
assets to ensure the long-term economic and financial viability of the school. 
 
Investment Goals 
Preservation of the investment principal shall be the first goal of any investment 
made by representatives of CGMS. 
As a secondary goal, investments may be made to further the long-term growth of 
the investment. 
 


