Another Way Enterprises

PO Box 853

Cottage Grove, Oregon 97424

www.anotherwayenterprises.org
Our Mission: To promote stronger communities and facilitate development of sustainable local economies through public education, research, networking, and support of sustainable local enterprises and community building activities.

A.W.E. POLICIES & PROCEDURES
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Inactive Projects

Board Meetings and Project Reports

The Board of Another Way Enterprises holds bi-monthly board meetings on the last Monday of the month.  Meetings are held in January, March, May, July, September, and November.
· All project reports and financial reports are due by the Thursday prior to the meeting unless otherwise notified.  

· Project items to be added to the agenda must be submitted in writing and either be mailed to Another Way Enterprises, P.O. Box 853, Cottage Grove, OR 97424 or emailed to aweinthegrove@gmail.com by the Thursday prior to the meeting unless otherwise notified.

· All A.W.E. Project Directors will receive a report reminder via email two weeks prior to the next board meeting.
· Unless presenting an agenda item or at the request of the A.W.E. board, Project Directors are not required to attend board meetings.

Project Update Reports

All A.W.E. Project Directors are required to submit via email a bi-monthly written update for their projects.  Reports are due by the Thursday prior to the Board meeting.  The following questions must be addressed:
· What has your project accomplished over the past two months?
· What is your project working on now?
· What does your project hope to accomplish in the next two months?
Project Report Compliance
Compliance with A.W.E.’s reporting policy is a requirement for all active A.W.E. projects.  If an A.W.E. project is delinquent for 2 reporting they will be put on probation.  The project will receive a written letter from the Board President notifying them the project will be required to file monthly reports for 6 consecutive months and must have a member of their project attend three consecutive board meetings.  If the project does not follow the probation requirements, their status as an A.W.E. project may be terminated.
 Annual Administration Fee

· Each project will be assessed an annual fee for administrative costs such as State and Federal fees, postage, printing, and other expenses. This fee will be assessed on each project’s account balance averaged on a bi-monthly basis for the previous year.  For projects with no account balance for the previous year, the lowest assessed fee of $25.00 will be applied.

· Projects with funds held in the main A.W.E. bank account will have the fee deducted automatically.  Those projects will receive an updated account status report on January 31, 2016, showing the deduction of the assessed amount.  

· Projects with separate A.W.E. bank accounts will need to pay by check or money order (made out to Another Way Enterprises) no later than February 28th of the same calendar year.   Checks should be mailed to: Another Way Enterprises, P.O. Box 853, Cottage Grove, OR  97424.
	Project Account Balance
	Annual Fee

	Less than $500

	$25.00

	$501 to $1000
	$50.00

	$1001 to $2000
	$75.00

	$2001 to $4000
	$100.00

	Over $4001
	$200.00


A.W.E. Mail Box Policy

· The post office box will be checked at least twice per week.

· Any correspondence for individual projects will either be forwarded via mail or hand-delivered to the Project Director within 7 business days.

Projects with Bank Accounts
Note:  A.W.E. no longer offers to this service to incoming projects. 

· A.W.E. must receive copies of monthly bank statements from the bank for all projects with separate A.W.E. bank accounts.

· A financial report should either be mailed to Another Way Enterprises, P.O. Box 853, Cottage Grove, OR 97424 or emailed to A.W.E at aweinthegrove@gmail.com on a bimonthly basis due the Friday prior to A.W.E.’s bimonthly board meeting. 

· Financial reports must be signed and dated by the Project Director.

· Copies of all receipts should be included with the financial report (see example below).

· Original receipts should be retained by the project for record-keeping purposes.

Bank Deposits
To ensure all donations are credited to the appropriate project, all projects using the A.W.E. bank account must send their donations to A.W.E. for deposit.  You can either mail in your donations to A.W.E.'s post office box (P.O. Box 853, Cottage Grove, OR 97424) or make arrangements to deliver them to our Treasurer.   Note: Unidentified deposits which need to be traced may cost bank fees that will be debited from the project’s account.
Project Donations

· Donation checks for an A.W.E. project must be made out to Another Way Enterprises.

· Please have the donor specify the name of your project in the Memo field of their check.

· Donations can be directly mailed to A.W.E., P.O. Box 853, Cottage Grove, OR 97424

· Projects will be notified within 7 business days of any donations received.
· Donations will be deposited to the A.W.E. account within 7 business days.

· Projects will receive a copy of the check and deposit receipt via email.

· Each project is responsible for providing a donor receipt or sending a thank-you letter with donation information to the donor that also includes the following information for tax purposes:
· Tax-ID: 71-0919896
· Donation amount
· Donation Date
· The statement that “No goods or services were provided in consideration of this gift.”

Grant Applications, Management, and Reporting

· All project grant applications are submitted under the auspices of A.W.E. 
· Before applying for a grant, projects must provide A.W.E. with information on the grant and the foundation sponsoring the grant.

· All grant proposals must be submitted to A.W.E. at least 3 weeks before the grant deadline.

· Once the project receives authorization from A.W.E, the project may write their grant application.

· All grant applications must be submitted to A.W.E. for approval and be signed by the President of A.W.E.’s Board of Directors.

· The mailing address for all grant applications is Another Way Enterprises, P.O. Box 853, Cottage Grove, OR 97424.

· Upon receiving notification of approval or denial from the grant’s funding agency, A.W.E. will notify the project within 24 hours.

· Management of the grant is the responsibility of the Project Director.

· All grant reporting must be submitted to A.W.E. for review and approval.

· All grant reports must be signed by the President of A.W.E.’s Board of Directors on behalf of the project.

· Grant disbursements may be handled as either reimbursement or petty cash accounts (see instructions for both below) upon a written agreement between the project and A.W.E.’s Board of Directors.

Fundraising

· Projects may raise funds by applying for grants, soliciting donations, and holding events such as yards sales and benefits.  Please note: that all checks received must be made out to A.W.E. (for more information see the Project Donations section above).
· Each A.W.E. project may have a PayPal donation button on the A.W.E. website (for more details see PayPal Donations section below).  The PayPal link can also be attached to a project’s personal website upon request.
· As it is imperative that A.W.E. must be able to accurately track all donations and assure they are assigned to the correct project, any other form of fundraising activities must be approved by the A.W.E. Board in advance.  With the exception of PayPal, A.W.E. will not give out its banking information for direct transfer of funds.

PayPal Donations
· Donors can use PayPal to send contributions to your project.  PayPal buttons are set up for projects on the A.W.E. website’s Donate page.  When a donation is received, PayPal sends a notice to A.W.E. via email which includes the name of the project, the name of the donor, donation date, the amount received.  We download a copy of the transaction from the PayPal site which also includes the amount deducted by PayPal as a service fee and forward a copy to the project.

· Donations made using PayPal do not appear in your available account balance until the funds are transferred.  Funds are usually transferred quarterly, unless there is a large donation a project has requested be moved sooner.  Once the funds are transferred, the amount is added it to your available balance.

· When sending a thank-you letter and tax information to your donors, be sure to credit them for the full donation amount.
Project Fund Reimbursement

· A written expense report (see example below) should either be mailed to Another Way Enterprises, P.O. Box 853, Cottage Grove, OR 97424 or emailed to A.W.E at aweinthegrove@gmail.com.  

· Expense reports must be signed and dated by the Project Director.

· The expense report must also include the total amount to be reimbursed as well as the name and address of the person to whom the remittance check is being sent. 

· Copies of all receipts should be included with the expense report (see example below).  Hand-written receipts (unless from a business) are not accepted unless they meet requirements of the Cash Payment Receipts policy listed below.
· Original receipts should be retained by the project for record-keeping purposes.

· The expense reports should contain the following information:

· Date of the expense

· Description of the expense

· Amount of the expense

· If mileage expenses are included, a mileage report must be sent with the expense report (see Mileage Reimbursements section). 

· Once the expenses have been verified and approved by A.W.E.’s Treasurer, a reimbursement check will be issued and mailed within 7 business days.

	Expense Report

	Date
	Vendor
	Expense
	Amount

	05-30-15
	Office Depot
	Office supplies
	17.98

	06-12-15
	Bi-Mart
	Printer ink cartridges
	30.98

	06-22-15
	Dirt Cheap Copies
	Printing costs for flyers
	117.00

	06-28-15
	Dollar Tree
	Supplies for fundraising event
	38.00

	06-30-15
	Bi-Mart
	Poster board for event displays
	2.38

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL EXPENSES                                                                                                                           206.34

	Please forward $ _206.34_ for petty cash from our project account to ____________________.
Mailing address: __________________________________________________________________________________  
Signature/Title: _____________________________   Project: _______________________    Date: _________



Project Petty Cash Accounts
· A written expense and reconciliation report (see example below) should either be mailed to Another Way Enterprises, P.O. Box 853, Cottage Grove, OR 97424 or emailed to A.W.E at aweinthegrove@gmail.com.  

· Expense and reconciliation reports must be signed and dated by the project director.

· Copies of all receipts should be included with the expense & reconciliation report (see example below).   All receipts must be complete and legible.  Hand-written receipts (unless from a business) are not accepted unless they meet requirements of the Cash Payment Receipts policy listed below.

· Original receipts should be retained by the project for record-keeping purposes.

· The expense reports should contain the following information:

· Date of the expense

· Description of the expense

· Amount of the expense

· If mileage expenses are included, a mileage report must be sent with the expense report (for more information see the Mileage Reimbursements section below).
· Once the expenses have been verified and approved by A.W.E.’s Treasurer, a check for petty cash will be issued and mailed within 7 business days for the limit of the project’s petty cash fund.

	Expense & Reconciliation Report

	Date
	Vendor
	Expense
	Amount
	Balance

	05-30-15
	
	Petty Cash Balance
	
	300.00

	06-12-15
	Bi-Mart
	Printer ink cartridges
	<30.98>
	269.02

	06-22-15
	Dirt Cheap Copies
	Printing costs for flyers
	<117.00>
	152.02

	06-28-15
	Dollar Tree
	Supplies for event
	<38.00>
	114.02

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Please forward $_185.98  for petty cash from our project account to _____________________.
Mailing address: __________________________________________________________________________________  
Signature/Title: _____________________________   Project: _______________________    Date: _________



Cash Payment Receipts
Hand-written cash receipts for specific services must be approved by Another Way Enterprises in advance of payment.  Projects wishing to make cash payments for services rendered to their project must submit a request with an explanation to the board for approval.  A cash receipt (see below) must be completed by the Project Director and signed and dated by the designated recipient for the project to receive reimbursement.

Mileage Reimbursements
The 2018 IRS volunteer mileage rate for the use of a vehicle is 14 cents per mile driven in service of charitable organizations.  Please use this rate when calculating your mileage expenses.

	Mileage Expense Sheet

	Date
	Trip Detail
	Mileage
	@ $.14/mile

	01-29-16
	Steering Committee Meeting – Fox Hollow
	67.4
	9.44

	02-05-16
	Donor Meeting - Eugene
	53.2
	7.45

	02-25-16
	Steering Committee Meeting – Fox Hollow
	67.6
	9.46

	03-05-16
	PIELC Tabling – Eugene
	52.5
	7.35

	03-06-16
	PIELC Tabling – Eugene
	52.5
	7.35

	03-19-16
	Petitioning – Coburg
	74.6
	10.44

	03-25-16
	Steering Committee Meeting – Fox Hollow
	67.3
	9.42

	
	
	
	

	
	
	
	

	Total
	
	435.10
	$60.91


Inactive Projects

Projects that are no longer active and have no funds in the A.W.E. bank account, but wish to remain associated with A.W.E. may submit a request to the Board to be reassigned to an inactive status.  Inactive projects cannot accept donations nor maintain funds in the A.W.E. bank account.

Inactive projects do not need to submit bi-monthly project reports until such time they resume their project activities.  An inactive project must submit a request to the Board to resume active their status.




Cash Payment Receipt


Another Way Enterprises


P.O. BOX 853, Cottage Grove, OR  97424





Project Name: _____________________________________________________________________





Project Director: _________________________________________________________________





Recipient Name: _________________________________________________________________





Services Rendered:  _____________________________________________________________





Amount Due:  ____________________________________________________________________





Received By: _____________________________________	Date: _______________________











