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1 General Financial Policies 
The Board of Directors formulates policies, delegates the administration of the financial policies to the administrative staff, 
and reviews financial operations and activities. 
Ø The Board of Directors will approve the Financial Policies and Procedures document. The document will be reviewed 

and revised on a regular basis by the Finance Committee with input from appropriate staff. 
Ø The Executive Director has responsibility for all operations and activities, including financial management. Financial 

management duties include oversight of staff and contractors providing financial services to the organization. 
Ø Financial duties and responsibilities are separated so that no one employee has sole control over cash receipts; 

disbursements; payroll; reconciliation of accounts; or other financial duties. 
Ø The Yerba Buena Gardens Conservancy (CONSERVANCY) prepares its monthly financial statements on the accrual basis 

of accounting.  
Ø The CONSERVANCY conforms to General Accepted Accounting Principles (GAAP). Financial statements are prepared no 

more than 4 weeks after the end of the preceding month. 
Ø A Chart of Accounts shall be used to properly track all income and expenses.  
Ø The organization’s fiscal year starts July 1 and ends June 30, annually. 
Ø The organization runs checks weekly. 
Ø Access to accounting software is limited and password protected. 

 

2 501c3 Compliance  
Ø The CONSERVANCY, a public charity, has completed the application process and has established that it is exempt under 

section 501c3. As such, CONSERVANCY officers, directors, trustees, and employees having ongoing responsibilities to 
ensure the organization maintains its tax- exempt status and meets its ongoing compliance requirements. 

Ø It is the responsibility of the Executive Director, in partnership with the Treasurer, to ensure compliance.  
 

3 Finance Committee   
Ø Responsibility 

§ The Finance Committee is responsible for the periodic review of the CONSERVANCY’s financial condition and for 
making recommendations to the Board in financial matters. 

§ The Finance Committee has a primary fiduciary responsibility for the proper financial operation of the organization. 
By definition, this responsibility extends to all Board members. 

§ The Finance Committee adheres to all requirements of SB1262, the California Non-Profit Integrity Act 
§ The Finance Committee also: 

• Approves modifications and/or revisions to financial policies every two years or as needed if sooner; 
• Reviews at least annually all bank accounts and authorized signatures for these accounts; 
• Presents an annual budget for approval by the Board of Directors; reviews and approves budget amendments 

during the year as needed and refers substantive changes to the full Board or the Executive Committee; 
presents mid-year forecasted financial statements for approval by the Board of Directors. 

• Establishes and monitors long range financial planning. 
• Oversees organizational investment policies. 
• Reviews CONSERVANCY’s financial activity and reports back to the full Board of Directors at least quarterly. 

Ø Members 
§ The Finance Committee consists of at least three Board members, including the Treasurer and a member of the 

Audit Committee, provided that the Chair of the Audit Committee may not be a member of the Finance Committee. 
This Committee is staffed by the Executive Director (ED), who attends Committee meetings but does not vote. 

Ø Meetings 
§ The Finance Committee meets 4-6 times a year. Additional meetings may be convened in accordance with the 

Bylaws of the CONSERVANCY. 
 

4 Budgeting 
Ø Budget Philosophy 

§ The CONSERVANCY adheres to zero based budget philosophy.  
Ø Budget Approval 

§ Budget approval is a multi-step process with ultimate approval by the Board of Directors. 
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§ Once the proposed budget is completed and signed off by both the Executive Director and Treasurer, it is submitted 
to the Finance Committee for review and then to the Executive Committee for review. 

§ The budget is then presented, reviewed, and approved by the Board of Directors. 
§ The budget is then presented to City Department of Real Estate by December of each year. 
§ The final budget for the upcoming fiscal with any changes is presented, reviewed and approved by the Board of 

Directors as soon thereafter as the City Department of Real Estate has reviewed and approved the budget. 
Ø Budget Process 

§ The Treasurer and Executive Director lead the process of developing the budget for the next fiscal year.   
§ The process typically begins in first quarter of each year.  
§ The Executive Director coordinates the process and provides support and guidance as needed. He/she also provides 

the timeline and framework for the development of the budget. 
§ The Executive Director, in partnership with the Finance Committee, is responsible for managing the budget 

throughout the year. 
Ø Budget Components 

§ The budget includes the following components: 
• Operating Budget – Includes specific activities suggested for the coming year, day to day gardens operations 

and cultural agreements, along with revenue projections and expense estimates. 
• Capital Budget – Staff creates a one-year and five-year capital plan analyzing upcoming capital and replacement 

projects in compliance with CONSERVANCY’s lease with the city. 
• Reserve Budget – The CONSERVANCY creates a reserve budget in compliance with section 16  below and 

CONSERVANCY’s lease with the city and ensures budget reflects such restrictions. 
• Financial Projections – The budget will also include five year financial and cash flow projections taking into 

accounting the revenue projections, operating budget, capital budget and reserve budgets. 
Ø Budget Management 

§ Overall management of the budget during the fiscal year is the responsibility of the Board Treasurer and the 
Executive Director.  

§ Once a budget has been approved, only the Board of Directors may approve any changes to the budget during the 
fiscal year. 

§ The Executive Director may incur expenses that are included in the approved budget without obtaining additional 
approval from the Board of Directors as long as in compliance with contracting and purchasing policies included in 
this document.   

 

5 Audit Committee  
Ø Independent Annual Audit 

§ An outside independent audit is a necessary component for financial control. The responsibility of choosing an 
outside audit firm belongs to the Board of Directors.  

§ The executive management of the CONSERVANCY will work with the audit firm to insure an accurate and timely 
completion of the audit. The Executive Director prepares any necessary financial reports, work papers and 
confirmations requested. 

Ø CDBG Program Income Single Audit 
§ The Audit Committee is also responsible for overseeing the independent audit of Community Development Block 

Grant (CDBG) Program Income and ensuring compliance with the “Program Income” requirements set forth in the 
Yerba Buena Center Redevelopment Project Closeout Agreement and applicable HUD regulations. 

Ø Responsibilities 
§ The Audit Committee, separate and distinct from the Finance Committee, is appointed by the Board of Directors 

and is responsible for interviewing, researching, and recommending to the full board an outside CPA firm (with 
experience in non-profit operation and procedures and State and Federal requirements for 501(c)(3) organizations 
and HUD Program Income Requirements) to perform a detailed annual and CDBG Program Income single audit. 

§ The Audit Committee’s serves as an independent and objective party to monitor the CONSERVANCY’s financial 
reporting process, internal control system and disclosure control system. 

§ The Audit Committee reviews the final draft of the financial statements and management letter before their 
presentation to the full Board of Directors.  

§ The Audit Committee adheres to all requirements of SB1262, the California Non-Profit Integrity Act, pertaining to 
audits. 

Ø  Members  
§ The Audit Committee consists of at least three members of the Board of Directors.  The chairperson of the Audit 
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Committee may not be a member of the Finance Committee,  and a majority of the members of the Audit 
Committee may not concurrently serve on the Finance Committee. 

 

6 Contracts Requiring Board of Directors Approval  
Ø All contracting must adhere to the purchasing policies outlined in this document. 
Ø All contracts approved must be included in overall organizational approved budget, if a contract exceeds budget it must 

be presented to the Board as a budget modification for approval. 
Ø Contracts and Agreements over $100,000 must be approved by the Finance Committee or Executive Committee of the 

Board.  Except for contracts specifically approved by vendor name and amount in the approved annual budget, and/or 
contracts that are within existing vendor management or personnel service agreements and have been budgeted within 
the Board approved organizational budget.  (i.e. budgeted capital projects managed by Conservancy operator or 
vendor).   

Ø Contracts and Agreements over $200,000 must be approved by the Board of Directors. Except for contracts specifically 
approved by vendor name and amount in the approved annual budget, and/or contracts that are within existing vendor 
management or personnel service agreements and have been budgeted within the Board approved organizational 
budget.  (i.e. budgeted capital projects managed by Conservancy operator or vendor).   

Ø In addition to the above, all sublease agreements, cultural agreements, service provider agreements for any “Manager” 
(as defined in the City lease) and amendments to the foregoing must be approved by the Board of Directors. As of the 
adoption of this policy the following leases fall within this category: 
§ Cultural Agreements 

• Children’s Creativity Museum Operating Agreement 
• Childhood Development Center Agreement 
• Yerba Buena Arts and Events Programming Agreement 
• Yerba Buena Center for the Arts Operating Agreement 

§ Leases 
• VSC Sports Operating Lease and Sublease 
• Samovar Restaurant Lease 
• B Restaurant Lease 
• Central Block 1 Retail Leases 

§ Service Provider Agreement 
• MJM Personal Services Agreement 
 

7 Contracts Requiring City Approval  
Ø The following contracts require City Department of Real Estate approval: 

§  An agreement authorizing uses that are outside the permitted uses in the lease agreement between the City and 
the Conservancy.  The permitted uses include: 
• Civic, cultural, museum, gardens/open space, entertainment, and recreational uses, with ancillary/supporting 

uses such as food establishments, cafes, retail, gift shops, and event space 
§ The term of a new agreement exceeds 30 years or exceeds the term of the lease with the City, which expires in 

2061. 
§ The agreement that has a rent structure that does not achieve the “Minimum Rent Requirement” as defined in the 

lease between the City and the Conservancy, or, if the agreement is for services, works, maintenance, operations, 
and/or improvements, the payments under the agreement are more than the “reasonable market rate” for such 
services, works, maintenance, operations, and improvements. 

§ Any “Naming Rights Agreement” of the real property or improvements within the premises requires City approval. 
§ Agreements for work that would cause the capital budget or capital reserve account or operating budget to be 

exceeded shall also require City approval: 
§ Any alterations to the premises that require a permit or approval from the Planning Commission, Planning 

Department, Zoning Administrator, The Department of Building Inspection and/or the Board of Supervisors require 
city approval. 

 

8 Procurement Protocols 
Ø Purchase Policies 

§ All purchases by CONSERVANCY must adhere to the following procedures: 
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• Determine if potential purchase was properly budgeted and whether there are funds available to be 
committed. All expenditures not reflected in the approved budget must be approved in advance by the Board 
Finance Committee or Board of Directors consistent with the procurement protocols listed herein.   

• In keeping with the overall mission of CONSERVANCY, it is the policy of CONSERVANCY to competitively bid for 
the procurement of goods and services and to attempt to locate and purchase goods and services with 
Minority and Women Owned Businesses (MBE/WBE). Staff will consult with the City and County of San 
Francisco Human Rights Commission and the Bay Area Purchasing Council MBE/WBE business guides and 
directories to identify and use minority/women owned business resources where possible.  

• All contracts must comply with the section of this document related to Community Development Block Grant 
Contracting Requirements and any applicable restrictions in the CB-1 Amended and Restated Construction, 
Operation and Reciprocal Easement Agreement and Agreement Creating Liens, the Central Block 1 Retail Lease, 
and the “Metreon” Lease. 

Ø Purchases between $10,000 and $100,000  
• Need to go through an informal Request for Proposals or bid process.  
• Quotes may be requested by telephone, fax, email or through the mail from known vendors or from current 

vendor catalogues or directories. The process should include a minimum of three quotes from potential 
providers. Support documentation for the process should demonstrate that a sufficient number of quotes were 
obtained. 

• Awards resulting from informal bids will generally be given to the lowest bidder, but other factors (including 
but not limited to: delivery date, known performance, SB/MBE/WBE participation) may be considered in 
selecting the vendor. 

• It is not permissible to issue multiple solicitations for similar goods and services in order to circumvent the 
$100,000 limitation for informal solicitation. 

Ø Purchases over $100,000  
• Are required to go through a formal RFP or Invitation for Bid (IFB) process. Solicitation for offers in the formal 

bid process shall include the following: 
¨ A clear and accurate written description of the project scope and deliverables and technical requirements 

for the material, product or service to be procured; 
¨ Special condition or restricting policies, such as preference of SB/MBE/WBE participation, liquidated 

damages and performance, bid or fidelity bond requirements; Proposed timeline for the project or service; 
General format requirements and number of copies/items (if applicable) to be delivered; Date of pre-
proposal conference (if applicable); Specific deliverables (if applicable) required of bidder; Requirement 
that: 1) respondents to RFP’s for professional/technical services identify key employees and/or 
subcontractors that will be used; and 2) respondents must notify CONSERVANCY of any pending lawsuits 
or labor disputes that may interfere with delivery of services.  Clear and specific articulation of evaluation 
criteria that will be considered in evaluating the proposals; Date, time and place for submission of 
proposals/bids. Staff will develop and make available forms to facilitate the process and ensure effective 
bid process. 

• RFP’s/IFB’s should be advertised in local newspapers of general circulation and/or appropriate trade journals or 
the electronic equivalent of either; the City and County of San Francisco Bid and Contract Opportunities 
publication; and direct mailings known to qualified bidders, including MBE/WBEs, should occur in sufficient 
time to allow the public reasonable time in which to respond. The term “reasonable time” varies with the 
complexity of the proposed project. Thirty (30) days shall be considered the standard time allotted in 
notification the public. More or less time may be allotted at the determination of the Executive Director. 

• RFP responses will be reviewed by a selection panel appointed by the Executive Director. 
• Contracts above $100,000 must have the prior approval of the Finance Committee or Executive Committee, 

except for contracts specifically approved by vendor name and amount in the approved annual budget. In the 
event of a situation necessitating immediate action, the Treasurer/Finance Committee Chair may make the 
approval in lieu of full Finance Committee, Executive Committee, or Board review, provided that the contract 
will be reviewed at the next committee meeting. 

• Contracts above $200,000 must have the prior approval of the Board of Directors (except for contracts 
specifically approved by vendor name and amount in the approved annual budget).  
 

Ø Paying a New Vendor 
• Payments to new vendors are not made until the vendor has submitted appropriate taxpayer identification 

information (e.g. W-9). 
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9 Community Development Block Grant/HUD Contracting 
Requirements 
The San Francisco Redevelopment Agency utilized U.S. Department of Housing and Urban Development (HUD) Urban 
Renewal funds to acquire Yerba Buena Gardens (YBG). [Based on the aforementioned, CONSERVANCY must comply with the 
following federal contracting requirements to the extent applicable and ensure its subcontractors comply with the 
following:] 
Ø Davis Bacon and Related Acts: Contractor agrees to comply with the Davis-Bacon Act, as amended (40 U.S.C. 3141-

3148), as supplemented by Department of Labor regulations (29 CFR Part 5). The Davis-Bacon and Related Acts, apply to 
contractors and subcontractors performing on federally funded or assisted contracts in excess of $2,000 for the 
construction, alteration, or repair (including painting and decorating) of public buildings or public works. Davis-Bacon 
Act and Related Act contractors and subcontractors must pay their laborers and mechanics employed under the 
contract no less than the locally prevailing wages and fringe benefits for corresponding work on similar projects in the 
area. (See section 18 for information on prevailing wage determinations). The Davis-Bacon Act directs the Department 
of Labor to determine such locally prevailing wages. The Davis-Bacon Act applies to contractors and subcontractors 
performing work on federal or District of Columbia contracts. The Davis-Bacon Act prevailing wage provisions apply to 
the "Related Acts," under which federal agencies assist construction projects through grants, loans, loan guarantees, 
and insurance. 

Ø Copeland "Anti –Kickback” Act; Contractor agrees to comply with the Copeland "Anti-Kickback" Act (40 U.S.C. 3145), as 
supplemented by Department of Labor regulations (29 CFR Part 3, Contractors and Subcontractors on Public Building or 
Public Work Financed in Whole or in Part by Loans or Grants from the United States"). Contractor agrees to prohibit 
from inducing, by any means, any person employed in the construction, completion, or repair of public work, to give up 
any part of the compensation to which he or she is otherwise entitled. 

Ø Contract Work Hour and Safety Standards Act. Contractor agrees to comply with the Contract Work Hours and Safety 
Standards Act (40 U.S.C. 3701-3708). As applicable, all contracts in excess of $100,000 that involve the employment of 
mechanics or laborers require Contractors to agree to the provisions of 40 U.S.C. 3702 and 3704, as supplemented by 
Department of Labor regulations (29 CFR Part 5).  Under 40 U.S.C. 3702 of the Act, each contractor is required to 
compute the wages of every mechanic and laborer based on a standard 40-hour work-week.  Work in excess of the 
standard work-week is permissible provided that the worker is compensated at a rate of not less than one and a half 
times the basic rate of pay for all hours worked in excess of 40 hours in the work week. Under 40 U.S.C. 3704, each 
contractor agrees that no laborer or mechanic shall be required to work in surrounding under working conditions, which 
are unsanitary, hazardous or dangerous. These requirements do  apply to the purchases of supplies or materials or 
articles ordinarily available on the open market, or contracts for transportation or transmission of intelligence. 

Ø Clean Air Act and Federal Water Pollution Control  Act :  As applicable all contracts in excess of $150,000, contractor 
agrees to comply with all applicable standards, orders or regulations issued pursuant to the Clean Air Act (42 U.S.C. 
7401- 767 Jq) and the Federal Water Pollution Control Act as amended (33 U.S.C.1251-1387). 

Ø Energy Policy and Conservation Act: Contractor agrees to comply with the mandatory standards and policies relating to 
energy efficiency which are contained in the state energy conservation plan issued in compliance with the Energy Policy 
and Conservation Act (42 U.S.C. 620 I).  

Ø Debarment and Suspension By submitting a bid, contractor declares that it is not debarred, suspended, or otherwise 
listed on the government wide Excluded Parties List in the System for Award Management (SAM), in accordance with 
the OMB guidelines at 2 CFR 180 that implement Executive Orders 12549 (3 CFR Part 1986 Comp., p. 189) and 12689 (3 
CFR Part 1989 Comp., p. 235)," Debarment and Suspension." Contractor declares that it is eligible to enter into a 
contract that received federal financial assistance. 

Ø Byrd Anti-Lobbying Amendment:  Contractors that apply or bid for an award of $100,000 or more shall file the required 
certification pursuant to Byrd Anti-Lobbying ACT contractor certifies that it will not and has not used Federal 
appropriated funds to pay any person or organization for influencing or attempting to influence an officer or employee 
of any agency, a member of Congress, officer or employee of Congress, or an employee of a member of Congress in 
connection with obtaining any Federal contract, grant or any other award covered by 31 U.S.C. 1352. Contractor must 
also disclose any lobbying with non-federal funds that takes place in connection with obtaining any Federal award. 

Ø Solid Waste Disposal Act:  Contractors agree to comply with Section 6002 of the Solid Waste Disposal Act as amended 
by the Resource Conservation and Recovery Act. The requirements of Section 6002 include procuring only items in 
guidelines of the Environmental Protection Agency (EPA) that contain the highest percentage of recovered materials 
practicable; procuring solid waste management services in a manner that maximizes energy and resource recovery; and 
establishing an affirmative procurement program for procurement of covered materials identified in the EPA guidelines. 



 

 8  
 

 

• Compliance with the Housing and Urban Development (HUD) Section 3:  Section 3 (24 CFR Pan 135) is a provision of 
the U.S. Department of Housing and Urban Development (I-IUD) Act 1of 1968 that helps foster local economic 
development, neighborhood economic improvement and individual self-sufficiency. The Section 3 program requires 
Contractor, to the greatest extent feasible, to provide job training, employment, and contracting opportunities for low-
income Section 3 residents in connection with this project.  All types of employment opportunities should be made 
available to low and very low-income persons, including permanent employment and long-term jobs.  

10 Authorized Signers for Contracts 
All CONSERVANCY standard contracts must be reviewed and approved by the Executive Director consistent with this policy.   
Ø Executive Director is responsible for ensuring that agreements are executed by the other party and that an executed 

original is returned to CONSERVANCY. 
Ø The Executive Director is responsible for assuring that funds are properly budgeted and available to be committed for 

any agreement that requires payment. 
Ø CONSERVANCY will keep the fully executed copy of the contract on file electronically three years past the duration of 

the agreement.  After that time, the signed contract should be properly labeled and sent to archives.   
 

11 Check Authorization 
Ø No disbursements shall be issued without proper authorization.  Disbursements should be processed through the 

electronic third-party processor.  In cases where manual checks are required, a Check Request Form must be completed.  
Ø The Check Request Form shall be submitted to the Executive Director or his/her designee with the original invoice for 

the expense.  All Check Request Forms should note the appropriate information from the Chart of Accounts and activity 
designation to ensure expenses are properly coded to each activity and cost line. 

Ø All invoices paid with manual checks must be approved and coded by the Executive Director or his/her designee prior to 
payment. 

Ø The Executive Director or his/her designee will review and approve the Chart of Accounts, activity, and source 
designations on each Check Request Form. 

Ø Upon receiving the signed Check Request forms, the Executive Director and his/her designee shall ensure that all back-
up documentation is in order and forwarded to Accounting for processing.   

 

12 Authorized Signers for Disbursements (Checks) 
Ø Authorized signers for cash disbursements (checks) will include: The Board Chair, Board Vice Chair, Board Treasurer, 

Board Secretary, Executive Director, and additional board or staff members as designated by the Finance Committee as 
needed. CONSERVANCY will keep current, up-to-date signature cards on file with the appropriate financial institution at 
all times. 

Ø All disbursements: 
• Over $10,000 require two signatures. 
• Over $25,000 must be signed by Executive Director and countersigned by the Treasurer of the Board or one 

other authorized signing Board Member. 
• Over $100,000 must be signed by two authorized signing Board Members. 
• Will only be made from invoices, not from statements or contracts. 

 

13 Manual Checks 
Ø All blank checks shall be stored in a locked drawer with access granted to the Executive Director and his/her designee.  A 

log shall be maintained showing the date, check number range and reason for removing any check stock, and initialed 
by staff removing the stock and one other staff person as a witness. 

Ø The Executive Director or his/her designee is responsible for writing all manual checks based upon receipt of completed 
and properly documented Check Request forms. 

Ø Checks must be signed by someone other than the person requesting the check, and must be signed by the Executive 
Director of by other agents or officers of the Board of Directors from time to time designated by the Board. 

Ø For manual checks, the check signing procedure above must be followed. 
• The Administrative and Contracts Manager shall stamp all paid invoices as “PAID,” with the date of payment 

and amount paid. 
• Approved invoices are attached to check stubs and filed by vendor name.  Records are maintained for 7 years. 

Executive Director and his/her designee will provide the Executive Director with the details for each written 
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check for review and signature.   
• Voided manual checks shall have “VOID” boldly written across the face of the check and the signature portion 

of the original check shall be cut out.  The original of the voided check will be filed. 
§ All Manual checks will be uploaded to Bill.com. 
§ All manual checks will be mailed immediately after signature 

Ø In no event will: 
• Manual checks be used other than in chronological, pre-numbered order. 
• Manual checks be prepared or signed in advance. 
• Manual checks cannot be made payable to “cash” or “bearer.” 

 

14 Authorized Administrator for on line Banking 
Ø The Executive Director and Treasurer shall have Administrator privileges for on-line banking/investment services.  

Subject to the Board of Directors’ approval, the Executive Director or Treasurer may also designate other employees or 
Board Members to have limited access to on-line services (e.g., view account activity, set up wire transfers). 

 

15 Disbursements via Electronic Third-party Processor 
Ø Invoices are uploaded to the electronic third-party processor software. 
Ø User Access rights will be established to ensure adequate segregation of duties. 
Ø All expenditures greater than $10,000 will require a second approver in alignment with this policy. 
Ø Approved invoices will be processed for payment by the organization’s accounting team, based on dates due. 
Ø Invoices are paid with checks drawn on electronic third-party processor accounts funded via an electronic transfer 

(similar to how payroll is processed.) Payments flow through a clearing account that is reconciled monthly. 
 

16 Reserves and Restricted Accounts 
Ø In accordance with CONSERVANCY’s lease agreement with the City and County of San Francisco, CONSERVANCY will 

maintain an Operating Reserve. This fund shall be used for cash flow shortages and must be replenished to its full 
balance within three months of the end of any fiscal year in which funds are drawn from the Operating Reserve, subject 
to the terms and conditions of the lease agreement. CONSERVANCY will follow all requirements and structures 
regarding this fund set forth in the lease agreement, including: annually budgeting for adding to the Operating Reserve 
up to at least the minimum amount and restricting all interest income earned on Reserve Funds to the Operating 
Reserve. The Finance Committee must approve any withdrawals from this fund and will monitor organizational financial 
activity to ensure the Operating Reserve is replenished as required by the lease agreement. 

Ø In accordance with CONSERVANCY’s lease agreement with the City and County of San Francisco, CONSERVANCY will 
maintain a Capital Reserve. This fund shall be used for capital repairs and improvements and must be replenished to its 
full balance within three months of the end of any fiscal year in which funds are drawn from the Reserve, subject to the 
terms and conditions of the lease agreement. CONSERVANCY will follow all requirements and structures regarding this 
fund set forth in the lease agreement, including: annually budgeting for adding to the Capital Reserve up to at least the 
minimum reserve amount, restricting all interest income earned on Reserve Funds to the Capital Reserve. The Finance 
Committee must approve any withdrawals from this fund and will monitor organizational financial activity to ensure the 
Reserve is replenished as required by the lease agreement. 

Ø The Finance Committee may recommend to the full Board the creation of additional restricted accounts and their terms 
of use/operation as needed. 

 

17 Insurance 
Ø The Finance Committee ensures the organization has appropriate insurance coverage for its leadership and operations.  

The Committee ensures that the insurance coverage is meeting its contractual insurance requirements per the master 
lease with the City and County of San Francisco. This includes, but is not limited to, Directors & Officers Insurance and 
General Liability coverage. 

 

18 Fundraising, Development 
Ø The organization adheres to all SB1262, the California Non-Profit Integrity Act, requirements pertaining to fundraising.  
Ø Investments are valued at fair value, with realized and unrealized gains and losses reflected in the statement of 

activities. Certificates of deposit and U.S. Treasury Obligations are valued at face value, which approximates fair value. 
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Ø Professional services, relating to organizational operations and activities, may be donated by various individuals.  
Ø Non-cash contributions are recognized as revenue at their fair value when the donor transfers title of the asset to the 

organization. Donations of cash & cash equivalents are recognized as revenue when received by the organization.  
Ø Pledges and other promises to give are recognized as revenue when written notice is received and any conditions 

related to the collection of funds have been met. 
Ø Donations that are limited to a specific purpose or time are considered restricted funds and can be used only if the 

criterion is satisfied, i.e. used for the designated purpose. Such donations will be tracked individually on a separate 
spreadsheet. A certain percentage of such donations may be used to cover the general administrative costs associated 
with it. Any restricted donation must be clearly labelled as such at the time of the donation and include what the 
restrictions are and the specific criterion for meeting it and releasing the funds. 

Ø All donors receive a thank you letter acknowledging the gift with one week of receipt. The letter also includes 
information pertinent to IRS guidelines and any other federal guidelines. 

Ø All cash receipts are entered in the donor database upon receipt as either earned income (i.e. assessments), contributed 
income (i.e. fundraising/in-kind), or miscellaneous income. 

Ø Monthly reconciliations of the donor database and accounting software are prepared. 
Ø All donor records will be kept confidential and not shared with any other entity. 

 

19 Cash Receipts 
Ø Cash/checks shall be deposited Immediately upon opening the mail.  All checks will be endorsed with the “Deposit Only 

- CONSERVANCY” stamp and copies will be made of all checks and deposit slips. 
Ø The receipt of electronic funds will be tracked on a semi-monthly basis by the Executive Director or his/her designee. 
Ø The CONSERVANCY accepts credit card payments or donations. Amounts are automatically credited to a separate bank 

account, net of processing fees. Donation receipts are forwarded to accounting for reconciliation against receipts and 
third party processor reports 
 

20 Loans 
§ Loans to Directors and Officers.  The Corporation shall not loan any money or property to, or guarantee the 

obligation of, any Director or Officer of the Corporation.  The Corporation may advance money to a Director or 
Officer for reasonable business expenses, provided that the Director or Officer is entitled to reimbursement. 

§ No Director, Officer or agent shall have the authority, on behalf to the Corporation, to enter into a loan or any other 
contract of indebtedness except if such act is approved by a majority vote of the Board or is otherwise in 
accordance with any procurement policy that may be prepared and duly adopted by the Board.  The authority 
designated by this provision shall be limited to a single and specific instance. 

 

21 Investment Policy 
Ø The objective of the investment policy is to invest in high quality obligations in order to achieve maximum yield 

consistent with safety of principal and maintenance of liquidity. Safety of principal shall be the foremost objective. Yield 
is important but secondary to liquidity and preservation of capital. 

Ø The Executive Director, under the direction of the Finance Committee and Executive Committee, shall have the 
responsibility to manage the investments within the terms of the CONSERVANCY investment policy. The Executive 
Director shall maintain a reasonable relationship between short-term and long-term investments, and maintain a level 
of liquidity adequate to meet CONSERVANCY financial obligations. 

Ø Officers of the CONSERVANCY authorized to direct investments of CONSERVANCY funds acting in good faith to comply 
with these investment guidelines shall be relieved of personal responsibility for an individual security’s credit risk or 
market price changes. 

Ø The primary objective of the CONSERVANCY fund is the preservation of capital and the assurance of appropriate 
liquidity to meet the needs of the organization. The secondary objective of the fund is to maximize the current and 
expected yield on the fund assets, so as to provide additional income for operating expenses. Therefore, the fund assets 
are expected to be invested in a diversified manner that reflects the nature and purpose of the CONSERVANCY’s 
obligations. 

Ø It is the CONSERVANCY’s intent to ensure the safety and preservation of its invested funds by limiting default risk and 
market risk. 

Ø The Executive Director is responsible for the investment program. The Finance Committee is responsible for updating 
this policy when necessary, as mandated by changing conditions, but at least annually. Any updates must be approved 
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by the full Board of Directors. 
Ø Subject to the controls outlined in the Bylaws, the Executive Director will have the authority to: 

§ Open accounts with banks, brokerage or financial institutions; 
§ Establish safekeeping accounts or other arrangements for the custody of the security; 
§ Execute documents as necessary; 
§ Select or change external investment managers with concurrence of the Finance Committee; and 
§ Purchase and sell securities in the CONSERVANCY’s name and on its behalf within the guidelines set forth in this 

policy. 
§ The closing of any accounts shall require two or more authorized persons.  
§ The following instruments are approved for investment: 

• Money Market Funds 
• Certificate of Deposit 
• U.S. Treasury Bonds 

Ø The Executive Director will report to the Board Chair, Finance Committee, and Executive Committee on any matters 
deemed necessary related to transactions under this policy. 

 

22 Fixed Assets 
Ø Any single or group of items totaling $3,000 or more with a useful life greater than one year will be capitalized. 
Ø Fixed assets are inventoried, physically reviewed and confirmed annually. 
Ø Depreciation is recorded using the following schedule: 

 
Office equipment, computers, servers, etc 3 years 

Office furniture 5 years if new 

 
23 Bank Statements & Reconciliations 

Ø Bank statements shall be reviewed by the Executive Director upon arrival. The Executive Director shall initial and 
forward a copy of the bank statements and additional necessary documentation to Accountant (or another designee 
who does not have check signing authority) for completion of the monthly bank reconciliation. 

Ø Bank statements shall be reviewed and initialed by the Treasurer each quarter. 
Ø All bank statements are kept in a locked drawer or filing cabinet. 
Ø The Accountant (or another designee of the Executive Director who does not have check signing authority) shall be 

responsible for preparing the monthly bank reconciliation. 
Ø The reconciled bank balance shall be compared to the Cash in Bank account in the general ledger and approved by the 

Executive Director. 
Ø The Accountant (or another designee of the Executive Director who does not have check signing authority)  shall notify 

the Executive Director of all checks outstanding over 60 days and should take appropriate action on these checks. 
Ø The Accountant shall prepare a monthly statement of financial position and activities that is provided to the Executive 

Director and the Board Treasurer. The Board of Directors will receive quarterly financial statements. 
 

24 Wire Transfers 
Ø All wire transfers require two signatures/approvals. 
Ø An internal wire transfer request may be only be made by one of the current signatories on CONSERVANCY accounts – 

typically the Executive Director, Board Chair, Vice Chair and Secretary/Treasurer. 
Ø The internal wire transfer request must be made verbally and also in writing (email is okay), sent to the other two 

signatories, and at least one of the signatories must respond in writing and approve/authorize the wire transfer request. 
Ø Once internal approval/authorization is received, a formal request is submitted by phone to the bank to process the 

wire. 
Ø The bank will contact one of the signatories, other than the signatory submitting the request, to confirm the transfer 

has been authorized. 
Ø The bank will process the wire transfer request. 
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25 Fraud Prevention Policy 
Ø This policy is aligned with and supplements the CONSERVANCY Personnel and Whistleblower Policy and applies to any 

fraud or suspected fraud involving employees, officers or directors, as well as members, vendors, consultants, 
contractors, funding sources and/or any other parties with a business relationship with the Yerba Buena Gardens 
Conservancy. Any investigative activity required will be conducted without regard to the suspected wrongdoer’s length 
of service, position/title, or relationship with the CONSERVANCY. 

Ø Any fraud that is detected or suspected must be reported immediately to the Executive Director or, alternatively, to the 
Audit Committee Chair of the CONSERVANCY Board of Directors or the Board Chair. The Audit Committee Chair 
coordinates all investigations. 

Ø The terms fraud, defalcation, misappropriation, and other fiscal irregularities refer to, but are not limited to: 
§ Forgery or alteration of any document or account belonging to the CONSERVANCY. 
§ Forgery or alteration of a check, bank draft, or any other financial document. 
§ Misappropriation of funds, securities, supplies, equipment, or other assets of the CONSERVANCY. 
§ Impropriety in the handling or reporting of money or financial transactions. 
§ Disclosing confidential and proprietary information to outside parties. 
§ Accepting or seeking anything of material value from contractors, vendors, or persons providing goods or services 

to the CONSERVANCY other than promotional items of insignificant value. 
§ Destruction, removal or inappropriate use of records, furniture, fixtures, and equipment. 
§ Any similar or related irregularity. 

Ø If there is a question as to whether an action constitutes fraud, contact the Executive Director or the Audit Committee 
Chair for guidance. If the question relates to actions of the Executive Director, contact the Board Chair. If the question 
relates to actions of the Executive Director and the Board Chair, contact the Audit Committee Chair. The Executive 
Director and Audit Committee Chair will make the determination regarding whether an action constitutes fraud and 
requires further investigation pursuant to this policy. 

Ø The Audit Committee Chair has the primary responsibility for the investigation of all suspected fraudulent acts as 
defined in the policy. The Audit Committee Chair will utilize whatever internal and/or external resources it considers 
necessary in conducting an investigation with Executive Committee approval. If an investigation substantiates that 
fraudulent activities have occurred, the Audit Committee Chair will issue reports to appropriate designated personnel 
and, if appropriate, to the CONSERVANCY Board of Directors. If necessary, the Audit Committee Chair, in consultation 
with legal counsel, will recommend to the CONSERVANCY Board of Directors approval for prosecution or referral to the 
appropriate law enforcement and/or regulatory agencies for independent investigation, as will final dispositions of the 
case. 

Ø The Audit Committee Chair and the Executive Director will keep the investigation confidential and will only disclose 
information on a legitimate need to know basis. Investigation results will not be disclosed or discussed with anyone 
other than those who have a legitimate need to know. This is important in order to avoid damaging the reputations of 
persons suspected but subsequently found innocent of wrongful conduct and to protect the CONSERVANCY from 
potential civil liability. 

Ø The CONSERVANCY Audit Committee Chair shall have sole authority to conduct investigations of suspected fraud. The 
CONSERVANCY Audit Committee Chair shall have: 
§ Free and unrestricted access to all the CONSERVANCY records and premises, whether owned or rented; and 
§ The authority to examine and/or copy all or any portion of the contents of files, desks, computers and server, 

cabinets, and other storage facilities on the premises without prior knowledge or consent of any individual who 
may use or have custody or any such items or facilities when it is within the scope of their investigations. 

Ø Great care must be taken in the investigation of suspected improprieties or irregularities so as to avoid mistaken 
accusations or alerting suspected individuals that an investigation is under way. An employee who discovers or suspects 
fraudulent activity will contact the Executive Director, the Audit Committee Chair, or the Board Chair immediately. The 
employee or other complainant may remain anonymous. All inquiries concerning the activity under investigation from 
the suspected individual(s), his or her attorney or representative(s), or any other inquirer should be directed to the 
Audit Committee Chair or legal counsel. No information concerning the status of an investigation will be given out. The 
proper response to any inquiry is “I am not at liberty to discuss this matter.” Under no circumstances should any 
reference be made to “the allegation”, “the crime”, “the fraud”, “the forgery”, “the misappropriation”, or any other 
specific reference. 

Ø The reporting individual should be instructed: 
§ Not to contact the suspected individual in an effort to determine facts or demand restitution; and 
§ Not to discuss the case, facts, suspicions, or allegations with anyone unless specifically asked to do so by the 
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CONSERVANCY legal counsel or the Audit Committee Chair. 
 

26 Reports 
Ø Financial Reports 

§ Monthly financial reports by cost category shall be prepared by the Accountant and reviewed by the Executive 
Director and Treasurer. 

§ The Board of Directors will review quarterly financial reports, including current year-to-date balance sheet, YTD 
revenue by month with comparison to YTD and Full year budget with an explanation of significant variances. The 
Treasurer shall prepare a summary of the financial reports for the Board. 

§ Annual fiscal year-end financial statements will be audited. 
Ø Reports to City  

§ The CONSERVANCY shall deliver annual financial reports to the City and County of San Francisco within 90 days of 
the close of each lease year. 

§ The Executive Director, in concert with appropriate staff, will prepare the financial reports. 
§ The Executive Director is responsible for ensuring that all reports are submitted on a timely basis. 

Ø Accounting System Reports 
§ Finance Committee Reports: The Executive Director reviews the Accounting Reports and has the following reports 

generated for review by the Finance Committee. 
• Income statement: This report shows estimated revenue and expenses by month with a YTD total and 

comparison to budget. This report is created prior to the actual close process in order to allow more timely 
review and reaction by Finance Committee and the Board and City Department of Real Estate. 

• Full Year Forecast: This report projects the full year results compared to original budget. 
• Balance Sheet: Provided one month in arrears due to the amount of time it takes to close the accounting 

system each month. 
Ø Other Reports 

§ Reports are prepared on an ad-hoc basis as requested, usually at the end of the fiscal period. 
§ Tax Returns and Other Federal/State Requirements 
§ 501(c)3 Requirements are fulfilled by the independent auditor. 
§ As a 501(c)3 organization, the CONSERVANCY is tax exempt. A Form 990 – Return of Organization Exempt from 

Income Tax is required as informational return on an annual basis for the Federal government. 
§ The State of California requires a Form 199 – California Exempt Organization Information Return (due on October 

31 each year with a $10 filing fee) and a Form CT-2-Periodic Report to the Attorney General of California annually. 
§ Form 941s and payroll taxes are prepared and submitted by (TBD), the organization’s payroll service. 
§ Form 941s are reconciled to accounting software quarterly. 
§ W-2s are prepared and mailed by the organization’s payroll service. 
§ 1099s are prepared by the Executive Director or his/her designee such as the organization’s 

bookkeeper/accountant and are mailed prior to January 31st of each year, in accordance with federal law. 
Ø Quarterly Payroll Requirements 

§ Quarterly payroll tax returns are calculated and filed by the organization’s payroll service. 
§ As a 501(c)(3) organization, the CONSERVANCY is exempt from Federal Unemployment Tax. All other payroll taxes 

do apply. 
Ø Special Reports: 

§ Prepared on an ad-hoc basis based on the nature and source of the request. 
 

27 Human Resources 
Ø See organization Personnel policies for more details on Human Resources 
Ø Financial Reporting 

§ All California employers must report all their new or rehired employees who work in California to the New 
Employee Registry within twenty (20) days of their start-of-work date. The start-of-work date is the first day 
services were performed for wages. The following information must be reported: 
• Employee's full name, social security number, address, and start-of-work date. 
• Employer's name, address, California employer account number, and federal employer identification number 

(FEIN) 
§ Any business or government entity that is required to file a federal Form 1099-MISC for services received from an 

independent contractor is required to report specific independent contractor information to the Employment 
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Development Department (EDD). The independent contractor reporting requirements apply if the organization 
hires an independent contractor and the following statements all apply: 
• The organization is required to file a Form 1099-MISC for the services performed by the independent 

contractor. 
• The organization pays the independent contractor $600 or more OR enters into a contract for $600 or more. 
• The independent contractor is an individual or sole proprietorship. 
• If all the above statements apply, the organization must report the independent contractor to EDD within 20 

days of paying/contracting for $600 or more in services. You are not required to report independent 
contractors that are corporations, general partnerships, limited liability partnerships, and limited liability 
companies. 

§ Copies of all W-4s claiming total exemptions of 14 or more are forwarded to the Internal Revenue 
Service in accordance with tax laws. 

Ø Corporate Credit Card 
§ Only selected staff (determined by the Finance Committee) are authorized to have a corporate credit card. All 

charges are reviewed, verified, and coded by the card-owner when statement is received. Original receipts must 
accompany the statement before payment is made. All other pre-approval requirements apply. 

Ø Expense Reimbursement 
§ Employees are reimbursed for expenses incurred on behalf of the organization, provided that such expenditures are 

approved in advance by the individual with the appropriate level of authorization. 
§ In order to be reimbursed for such costs, employees must complete the organization’s Expense Report with receipts 

attached. The Expense Report is to be submitted to the employee’s approving director for review. The approving 
director, usually the staff persons’ direct supervisor, is responsible for ensuring the report is complete. He/she signs 
the reporting, signaling approval, and submits it to the designated staff person for review and payment. 

§ All Expense Reports must be submitted within five (5) workdays at the end of the month when the expense occurs. 
An exception to this rule is made for employees who are travelling on organization business during this period. They 
must, however, notify the Executive Director in advance so other arrangements can be made. 

Ø Travel Reimbursement 
§ All expenses an employee incurs while travelling out of the area on organization business are reimbursable, 

including transportation, lodging, and food. The employee must submit a travel budget to the Executive Director for 
pre-approval that details anticipated lodging and transportation expenses along with estimates for food and local 
transportation 

§ Travel expenses are reimbursed under the following guidelines: 
• Air travel should be at the lowest available rate. 
• Lodging expenses should not exceed IRS-approved rates for the destination city, unless the employee can 

demonstrate a compelling reason for incurring more expensive lodging. 
Ø Payroll 

§ The Executive Director is responsible for seeing that all new employees complete the following: 
• Form W-4, Employee Withholding Certificate 
• Form I-9, Documentation of Employment Eligibility 
• Employee Information Sheet 
• Insurance/Benefit Application Forms 

§ The organization pays staff on a semi-monthly basis, on the 15th and last day of each month. 
§ Hourly employees are required to complete a timesheet for each pay period which includes Paid Time Off used 

during the period. 
§ All non-exempt employees overtime must be approved by employees, supervisor or manager in advance. 
§ Payroll checks and payroll tax payments are prepared by an outside service contracted to perform these tasks. The 

Executive Director is responsible for conveying accurate payroll information to the outside payroll service and 
ensuring payment is made of all payroll taxes. 

§ The accountant is responsible for ensuring the quarterly payroll tax returns are reconciled to the General Ledger. 
§ The Treasurer reviews and initials payroll reports each month. 

Ø Hiring 
§ Prior to employment, all employees are subject to a background check, including a job history, credit, criminal, and 

driving record check. 
§ All employees will receive an offer letter that minimally stipulates the start date, compensation, and benefits. Such 

letters must be signed and returned before the first day of employment. 
§ The Executive Director or his/her designee shall set up a personnel file for new employees. The employee’s resume, 
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copy of W-4 form, copy of I-9 form, and a copy of the employee’s offer letter shall be placed in the personnel file. 
Employee files shall be kept in a locked drawer. 

§ CONSERVANCY complies with all aspects of HIPPA (Health Information Portability and Accountability Act) as 
appropriate. More details can be found in the Personnel Policies and Procedures Manual. 

§ The Executive Director or his/her designee shall be responsible for maintaining accurate records on the availability 
of vacation leave, sick leave, and compensatory leave for each employee, and the dates and type of leave each 
employee has used. 

§ Payroll Records 
• Payroll checks and payroll tax payments shall be prepared by an outside payroll service contracted to perform 

these tasks. The Executive Director or his/her designee shall be responsible for conveying accurate payroll 
information to the outside payroll service and ensuring payment is made of all payroll taxes. 

§ The Executive Director or his/her designee shall file time sheets for relevant staff for each pay period in separate 
files from individual employee’s personnel records. 

 
 

 


