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The Southwest Region of The Association for

Clinical Pastoral Education, Inc.
Financial Policies & Procedures
I. Introduction

In order to insure that financial resources of the Southwest Region of The

Association for Clinical Pastoral Education, Inc. (hereafter referred to as

"Region") are utilized for the accomplishment of the Region's goals and

objectives, the following policies and procedures are adopted by the Region.
II. General Policies

1.
The fiscal year is the calendar year.


2.
The Annual Member meeting held each year is authorized to adopt the



annual budget.


3.
Association financial records are available to members.


4.
The Regional Director will, under the oversight of the Region’s Budget    
                        and Investment Committee, implement the financial policies



of the Region.
III. Budgeting Process and Budget Monitoring

1.
The Region’s Budget and Investment Committee shall annually prepare a 



preliminary budget for the upcoming year.
2. All persons responsible for managing line items within the Region’s 

annual budget shall submit an annual request for the next year's proposed 

budget to the Region’s Budget and Investment Committee. 

3. The Region’s Budget and Investment Committee shall review the


proposed budget and present that reviewed budget to the Region’s


Leadership Council for consideration. This budget shall include 


recommendations for:



a.
Committee expenses;




b.
Anticipated revenue;




c.
the Regional Director’s expenditures;




d.
membership fees;




e.
student unit fees;




f.
and, staff salary and benefit increases awarded in response 




to evaluations of the Regional Director and staff 





performance.


4.
The Region’s Leadership Council shall present a proposed budget to the


Region’s membership at the Annual Meeting for discussion and adoption.


This budget shall include fees established by the Leadership Council to 


meet the financial obligations of the Region.
5.
Per the adoption of a motion made by the Leadership Council (9/25/2008),


total budgeted expenditures may not exceed total budgeted income by


more than 10%.  

6. The Regional Director shall ascertain the preparation of financial reports. 

The following reports shall be generated and distributed as follows:




a.
Quarterly Reports including Balance Sheet, Statement of  




Revenue and Expenses, and Commentary. These reports 




shall be mailed/emailed by the end of the month following 




the quarter’s end and shall be sent to the following:






i.
Budget and Investment Committee members






ii.
Others including:







• Chair, Leadership Council







• Chair-elect, Leadership Council







• Chair, Accreditation Committee







• Chair, Certification Committee







• Chair, Professional Ethics




b.
Monthly Reports sent (electronically or by mail)  



                                    to the Chair of the Budget and Investment 




                        Committee  shall include:






i.
Prior month’s Cash Receipts, Cash 







Disbursement.





ii.
Statement of Revenue and Expenses 







(account totals of funds received and 







expensed in the prior month)

                                                          iii           Transaction Reports

7.
Chairpersons shall oversee spending of the budgeted funds for their 


committee. The spending will be in keeping with the approved budget 


requests.

8.
The Region’s Chair of the Leadership Council and Chair of Budget and


Investment Committee must approve all expenses beyond annually


budgeted expense.

9.
Budgeted funds not spent in a given year are not carried over to the 


following year.
IV. 
Budget and Investment Committee


1.
Purpose


a.
It shall be the responsibility of the Budget and Investment 



Committee to formulate the financial policies and procedures of 



the Region.



b.
It shall be the responsibility of the Budget and Investment 




Committee to recommend adjustments in fees and disbursements 



according to the purposes and the financial needs of the Region 



and the ACPE.



c.
It is the responsibility of the Budget and Investment Committee to




make timely financial reports to the members of the region, the 



Leadership Council of the Region and the ACPE.



d.
It is the responsibility of the Budget and Investment Committee to



facilitate the formulation of a budget for the committees, officers 



and employees of the Region.


2.
Membership



a.
The chairperson of the Budget and Investment Committee is a 



voting member of the Region’s Leadership Council.


b.
The Budget and Investment Committee shall be composed of at 



least six (5) persons including the chairperson. These members will 



be eligible to succeed themselves twice.



c.
The chairperson shall be elected by the Region to serve a three (3)




year term and shall be eligible to succeed him/herself.
d. A chairperson elect shall be elected by the Region to serve during the third year of the chairperson’s last term and to take office as chairperson when the chairperson resigns or his/her term expires.



e.
A member of the Committee, designated by the chairperson, shall 



in the absence of the chairperson and/or chair elect, assume 



temporary duties of the chairperson, according to the By-Laws of 



the Region.


3.
Duties of Officers



a.
The chairperson shall:




i.
preside at all meetings of the committee




ii.
call working meetings as necessary to discharge the duties 




of the committee




iii.
establish a tentative agenda to be enlarged by committee 




membership




iv.
appoint working subcommittees as needed




v.
appoint a recorder for each meeting




vi.
notify each standing committee chairperson of a need for a 




budget for their committee for the coming fiscal year




vii.
discharge such duties as are delegated to him/her by the





Leadership Council of the Region




viii.
keep detailed records of the financial activities of the 




Region

ix. be responsible to report such activities to the Budget & 

Investment Committee on a regular basis

x. provide Budget & Investment Committee report to the Region on a quarterly basis and to ACPE on an annual basis 

xi. be responsible for securing an audit of the financial records of the Region on an annual basis, according to the guidelines established by the Budget & Investment Committee and ACPE




xii.
provide the members of the Region copies of the budget 




approved by the membership at the annual meeting




xiii.
monitor financial activity of the Region through its 





committees, officers, and individual members




.


5.
Budgeting Guidelines



a.
The chairperson or designee of the Budget & Investment 




Committee will inform each standing committee chairperson of the 


need for a proposed budget for his/her committee for the upcoming 


fiscal year.



b.
The chairperson or designee for the Budget & Investment 




Committee will provide each committee chairperson a budget 



form, a copy of the previous year’s budget for that committee, and 



a current financial report for that committee.



c.
The proposed budget for each committee should be returned to the




Budget & Investment chairperson by the date established by the




Budget & Investment chairperson for preparation of the 




forthcoming budget to present to the Leadership Council for 



recommendation to the Region.



d.
The Budget & Investment Committee will meet to prepare the




proposed budget in time to present to the Leadership Council for




presentation to the Regional Membership.



e.
Copies of the recommended budget for the Region must be sent to 



the membership of the Region for review at least thirty (15) days 



prior to the Regional Meeting.



f.
At the Regional Meeting the budget will be submitted to the 



membership of the Region for approval by vote.



g.
Copies of the approved budget will be published on the Regional 



website.


h.
The Leadership Council must approve requests for budget 




increases. The chairperson of the Budget and Investment 




Committee will update the budget at such time as the Leadership 



Council has made changes. Such changes will be reflected in 



subsequent financial reports.

V.
Fiscal Accountability

1.
Those authorized to sign checks shall be the Regional Director, Chair of 


the Budget and Investment Committee, and Chair of the Leadership 


Council.


2.
An annual audit shall be prepared for the Region. This audit shall be



conducted by certified public accountants hired privately by the region or 


by accountants at the national ACPE office.

3.
The Regional audit must be received in the ACPE national office by 


March 15th of each year. A copy of the current year's Regional Financial 


Rate Schedule (Fees) must be included with the audit sent to ACPE. 


Failure to comply with this schedule results in a $100.00 fine.

VI.
Fees and Other Income


Upon recommendation of the Budget and Investment Committee, the Leadership


Council will establish fees for the Region, subject to approval by the Annual

Member meeting. These fees are distinct from fees required by the national

office of ACPE.


1.
Student Unit Fees



Accredited centers, clusters, systems and candidacy centers (herein



referred to as “center”) are responsible to the Region for Student Unit



Fees.




a.
All centers of the Region will receive invoices from the 




Region and shall pay within 45 days of the invoice date 




designated on those invoices.




b.
Invoices will designate the total of student units completed 




by the center and will be based on the Unit Report Forms 




provided to the national office via the online Student 




Report Form accessed through the ACPE national website.




c.
The Regional Director will, upon receipt of payment, email 



confirmation of payment to the center.




d.
A center experiencing hardship with student unit fees may 




request an adjustment by submitting a letter of request to 




the Budget and Investment Committee, through the 





Regional Director.




e.
A center that has not paid their annual fee within ninety 




(90) days, nor requested any consideration for hardship, 




will be referred to the Regional Leadership Council for 




consideration and any action.




f.
A center does have the option of paying fees via  




            credit card through the national office of the ACPE who 




will then mail a check to the Regional Director.




g.
In accordance with the ACPE Accreditation Manual 




Revised 2005, Part Two, II, J., 4. (page 25), and concerning 



student unit reports and student unit fees of System 





sponsored centers with component sites in a region(s) other 



than administrative center:





i.
Student units are reported to the region of the 





administrative center





ii.
Student fees are paid to the region where the 





component site is located.


2.
Accreditation Fees



Accredited centers, systems, candidacy centers, and cross-regional 



component site (herein referred to as “center”) are responsible to the



Region for accreditation review fees, charged annually to each center



(distinct from the annual accreditation fees and other accreditation review



fees paid to the national office of the ACPE).




a.
Each center will receive an annual invoice, issued in 




February of each year, from the Regional Director.



b.
Each center shall pay the invoiced amount within 45 days 




of the invoice date designated on those invoices.




c.
The Regional Director will, upon receipt of 






payment, provide confirmation of payment to the center, 




Regional Director, Accreditation Chair, and Budget and 




Investment Committee Chair.




d.
Centers who have not paid their fees within 45 days of the 




invoice date will receive a second invoice with a late fee 




equal to 10% of the previous invoice. Subsequent invoices 




will follow until intervention and or resolution is 





determined by the Accreditation Committee.




e.
In addition to the above fees, the center is responsible for 




certain costs during an accreditation site visit or 





consultation: meals during the site visit, individual lodging 




for each site team member, and local transportation of site 




review members.




f.
A center does have the option of paying fees via  




            credit card through the national office of the ACPE who 




will then mail a check to the Regional Director.


3.
Certification Fees



Persons seeking meetings with the Regional Certification Committee are


responsible to the Region for designated fees.



a.
Persons seeking a meeting with the Regional Certification 




Committee will receive an invoice from the Region. Full 




payment of said invoice must be confirmed prior to 





scheduling of meeting with the Regional Certification 




Committee. Persons are encouraged to initiate requests





as early as possible.




b.
Upon notification of a person’s request for meeting, the 




Chair of the Regional Certification Committee shall notify 




the Regional Director of the request and required fees.




c.
The Regional Director will mail an invoice to the person





requesting the meeting.




d.
Upon receipt of payment, the Regional Director will email





or fax confirmation of payment to the Chair of the Regional 



Certification Committee and mail confirmation of payment 




to the person requesting the meeting.



e.
A person does have the option of paying fees via credit 




card through the national office of the ACPE who will then 




mail a check to the Regional Director.


4.
Regional Conference Registration



Annual Conference registration fees and special event fees will be



determined and charged in order to offset the expenses of the conference. 


Each conference is expected to break even as determined by the budgeting 

process for that respective year.

VII.
Investment Goals, Objectives, and Guidelines


1.
Philosophy and Objectives



a.
The goal of the investments is to provide financial stability for the




Region and funding for special projects.



b.
The objective is to maintain a minimum investment equivalent to 



the annual budget of the Region. The intention is to build a reserve 



that will support the special projects of interest to the Region.



c.
The Region’s Budget and Investment Committee will determine




annually an amount available from investment earnings to be used




each year for special projects.



d.
The Region’s Budget and Investment Committee shall have




responsibility to monitor and authority to invest funds according to 


the guidelines established by the Region.



e.
The purpose of the investment guidelines is to preserve capital and 



to achieve maximum total return over the long term. Investments 



should emphasize those securities that will produce an above-



average return over the long term as measured by cumulative 



income and future market price evaluations.


2.
Diversification Guidelines




a.
The following guidelines apply to all funds of the Region.





i. Cash Equivalents: 5-50%





ii. Fixed Income: 20-50%





iii. Equities: 20-60%




b.
Cash Equivalents Guidelines





The cash equivalents portion of the investment portfolio is 




restricted to U.S. Treasury and Federal Agencies, 





Commercial Paper in companies A-1 or higher and insured 




Certificates of Deposit in banks having strong balance 




sheets. The standard "money market" account would





be permissible as an investment vehicle.




c.
Fixed Income Guidelines





The purpose of this portion of the portfolio is to provide 




income stability and safety of principal. Fixed income 




securities will be restricted to U.S. Treasury securities and 




Federal Agency securities. FDIC insured certificates of 




deposit may be used in lieu of fixed income securities.




d.
Equities Guidelines





The common stock investments must utilize equities of 




high quality and marketability with reasonable 





diversification among selected industries and companies.


3.
Guideline and Investment Review




a.
These investment guidelines will be reviewed annually by 




the Budget & Investment Committee and/or other 





designated persons to insure adherence. Proposed changes 




in the Investment Goals, Objectives and Guidelines shall be 



reviewed by the Budget and Investment Committee and 




approved by the Leadership Council.




b.
The Investment Manager will provide performance reports 




to the Budget & Investment Committee each calendar year 




consisting of peer ranking and average as well as indices 




such as the Standard and Poors 500 Stock Index, the Dow 




Jones Industrial Average and an equivalent index for fixed 




income investments.




c.
The Investment Manager will be available for consultation 




with the Budget & Investment Committee as needed.

VIII. Business Travel and Expense Reimbursement

Only requests recorded on and in accordance to the Region’s “Expense

Voucher” form will be reimbursed. The Budget and Investment Committee

will update the form (mileage and per diem amounts) annually.


1.
No individual may approve his/her own expenses for Region 



reimbursement.  The following persons are responsible for specific 


reimbursement authorization:

_________Reimbursement for:_________________ Authorized by:________________

Committee Members 


Respective Committee Chairperson


Committee Chairpersons

Chair, Budget & Investment, or Chair, 






Leadership Council

Regional Director


Chair, Personnel Committee


Board of Representatives

Chair, Leadership Council


Special Projects


Annual Conference


Chair-Elect, Leadership Council



Service Providers


2.
Each individual will complete his or her own “Expense Voucher” form.


3.
Due to the difficulty in tracking expenses, grouped meals will not be



reimbursed.

4.
Forms requesting reimbursement for Region expenses must be sent to the



Regional Director no later than thirty (30) days after the expense is



incurred to assure reimbursement. Reimbursement forms must be



authorized (via co-signature, mail, email, or fax) before reimbursement 


will be made.

5.
Committee Meetings NOT Held in Conjunction with Annual Meeting:



Expenses incurred on days/nights prior to or following committee 



meetings will be reimbursed if they were necessary in order to attend to 


the business of the Region.


6.
Committee Meetings Held in Conjunction with Annual Regional Meeting:




a.
The Region shall reimburse the cost of transportation for 




committee members and officers attending the annual 




Regional Conference.




b.
Non-travel expenses incurred on days/nights prior to or 




following committee meetings will be reimbursed if they 




were necessary in order to attend to the business of the 




Region.


7.
Seminary Representatives



The Region shall incur the cost of registration, travel, meals, and lodging



for all Seminary Representatives.

8.
Regional Director



The Region shall cover the Regional Director’s cost of registration, 


lodging, meals, and travel for the annual Regional Conference.  These 


costs may include  additional days for needed meetings, prior to or 


            following the annual Regional Conference.


9.
Distinguished Service Award Recipient:



The Region shall reimburse the following:



a.
Travel expense for DSA recipient to and from the annual Regional




Meeting



b.
Travel expense for DSA recipient’s guest to and from the annual




Regional Meeting



c.
Up to two nights board for DSA recipient



d.
Up to two nights board for DSA recipient’s guest



e.
Two days of meals for DSA recipient at the per diem rate



f.
Two days for meals for DSA recipient’s guest at the per diem rate



g.
Registration and special event expenses incurred by DSA recipient



h.
Registration and special event expenses incurred by DSA 




recipient’s guest


10.
Personal items such as telephone calls, movies, cleaning cost, etc., will



not be reimbursed. Expenses for Region business (i.e., telephone,



FAX, etc.) should be claimed as miscellaneous expense.


11.
Members conducting Region business are encouraged to use any



designated agency, airline, or booking method to obtain the best airfares



to meetings. The agency should be requested to provide the least



expensive available airfare. Reimbursement for airfare may include up to



the price of an economy airfare that would have been purchased at least



twenty-one (21) days in advance.


12.
Mileage will be reimbursed at the current IRS rate; mileage in place of air



travel will be reimbursed only up to the comparable twenty-one (21) day



advanced fare costs.


13.
Members are expected to share rooms with others so that reimbursement 


will be at half the double occupancy rate of the host hotel. Members 


making single room arrangements may be reimbursed up to one-half (1/2) 


the double occupancy rate of the host hotel. In some instances, this rate 


may be paid to members in the form of an advance payment.


14.
Members will be reimbursed on a per-meal allowance. The maximum



amount to be reimbursed for each of the three daily meals (Breakfast,



Lunch and Dinner) will be determined during the annual budgeting 


process by the Budget and Investment Committee and approved by the 


Leadership Council. Meals pre-paid by the Region will not be reimbursed.

IX. Miscellaneous

1.
Fee Payment with Credit Card Account:



Student Unit fees, Accreditation fees, and fees due in order to meet the



Regional Certification Committee may be paid to the Region via a credit 


card account.




a.
Following the receipt of invoice, a center/person may 




complete a Regional Fees Payment via Credit Card Form 




(see appendices) which may be downloaded from the 




Regional website or obtained from the Regional Director.




b.
The center will fax or mail the completed Credit Card Form 



and invoice to the national office of the ACPE. 



c.
The national office of the ACPE will write a check for the 




amount (less a predetermined transaction fee) to be mailed 




to the Regional Director.




d.
The Regional Director will email/fax/mail confirmation of





payment to the appropriate locations (see section “Fees and 



Other Income).


2.
Memorial Gifts



In the event of the death of children, parents, or spouse of Supervisors, 


Retired Supervisors, Clinical Members, or Candidates in SWR-ACPE, a 


Memorial Gift in the amount of $100.00 will be made to the organization 


designated by the member’s family. In the event that the member’s family 


does not make such a designation, the memorial gift shall be given to the 


ACPE Endowment. Information regarding the gift should be sent to the
                        Regional Director to submit the payment on behalf of the region.
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