Besser Museum for Northeast Michigan
Board of Trustees Meeting Minutes
Tuesday, February 16, 2021 via Skype

Board Members Present: Jim Conboy, Clarence Cross, Marie Fielder, Michelle Miller, Diane Speer, Judy
Suszek, Janet Young, Sue Stender, Mike Ableidinger, Jean Thomas, Gary Goren, Claudia Chapman and
Mike Beaulac.

Others Present: Executive Director Chris Witulski
Absent: Jim Johnson
Call to Order: President Michelle Miller called the meeting to order at 4:30 p.m. via Skype

AUDIT Presentation:

Chelsea McConnell from SLK presented the audit report to the Board. The audit report is posted on the
website on the Board of Trustees Information page. Gary Goren moved to accept the audit as presented.
Supported by Mike Beaulac. All in favor. Motion carried.

Minutes: Tuffy Cross moved to accept the minutes of the January 2021 meeting. Mike Beaulac
supported. All in favor. Motion carried.

Treasurer’s Report: Treasurer Sue Stender shared with the board her report, which is available at the
museum’s website.

Reports to the Board:

1. Director’s Report: ED Chris Witulski submitted a written Director’s Report to the board
accessible online at the museum’s website. She shared that contractor Bob Kenel was at the
museum to take measurements of the logs being replaced on the cabin. The New Beginnings
exhibit is open, and People’s Choice voting is available via phone and will be available online
shortly. People’s Choice votes are a $1 donation benefiting the Besser Museum.

Ad Hoc Committees:

1. Governance: Judy Suszek requested Board approval of the three financial policies updated
by the Governance Committee. Jim Conboy moved to accept the updated Check Signing
Policy, Delegation of Authority Policy, and Financial Policies & Procedures Handbook. Jean
Thomas supported. All in favor. Motion carried.

2. Great Lakes Fisheries Heritage Exhibit: ED Witulski reported that the committee is looking
at grant funding through DRN programs. Mike Beaulac and Gary Goren will help the
committee review the grant program workbook. The RFP will be available the Fall 2021.

3. Anishinaabe Exhibit: ED Chris Witulski shared that the first Advisory Committee meeting will
be held Tuesday, February 23rd. Consultant, Charlee Brissette will facilitate these meetings.

4. Fine Art Committee: ED Chris Witulski presented a proposal for the Permanent Fine Art
Collection Exhibition project. Claudia Chapman moved to accept the proposal to contract
with local artist, Brian Schorn to be the consultant for the Fine Art Exhibition project for
$5,000, with the funds coming from the Candance Smith Endowment Fund. Janet Young
supported. All in favor. Motion carried.

5. Collections Committee: ED Chris Witulski reported everything is going well.



Old Business:

HVAC System: ED Chris Witulski reported that mechanical engineer, John Richards has
presented the drawings for the new chillers for the HVAC unit. Susan Edwards from R.S. Scotts will
schedule a meeting to finalize the plans. A request for bids will then be put out to local contractors.

Log Cabin Renovation Project: ED Chris Witulski repeated that Bob Kenel visited the museum to
take measurements of the logs that will be replaced. Facility Manager, Matt Klimczak will start clearing
out the log cabin and storing the furnishings in the bank during renovation. . She also said she is waiting
to hear about a $5,000 CFNEM Community Impact Grant earmarked for the Log Cabin restoration.

New Business:

New PPP Second Draw Grant Fund Application: ED Chris Witulski said she has applied to MBank
for a second COVID-related PPG grant and is waiting on their reply.
Adjourn: The meeting adjourned at 5:17 p.m.

Respectfully submitted,

Christine Witulski and Michelle Miller



BESSER MUSEUM FOR NORTHEAST MICHIGAN
FINANCIAL POLICIES & PROCEDURES HANDBOOK

Approved by the Besser Museum for Northeast Michigan Trustees
JULY 20, 2010
REVISED FEBRUARY 16, 2021

PURPOSE

The purpose of this Handbook is to ensure responsible financial management of Museum
business. The entire organization including the Board of Trustees, Finance Committee,
Executive Director, and staff will work together to make certain that all financial matters
of the organization are addressed with care, integrity, and in the best interest of the
Besser Museum for Northeast Michigan (hereafter, BMFNM).

The policy and procedural guidelines contained herein are designed to:
1. Protect the assets of BMFNM;
2. Ensure the maintenance of accurate records of BMFNM financial activities;
3. Provide a framework of operating standards and behavioral expectations; and
4. Ensure compliance with federal, state, and local legal and reporting requirements.

The Executive Director of BMFNM has the responsibility for administering these
policies and ensuring compliance with procedures that have been approved by the Board
of Trustees. Exceptions to written policies may only be made with the prior approval of
the Finance Committee. Changes or amendments to these policies may be approved by
the Board of Trustees at any time. A complete review of the policies shall be conducted
every two years.

Line of Authority

The Board of Trustees has the authority to execute policies and procedures it deems in
the best interest of the organization within the parameters of the articles of incorporation,
by-laws, or federal, state, and local law. The Executive Committee has and may exercise
when the Board is not in session, all the powers of the full Board in the management of
the organization except the authority to amend the by-laws; adopt a plan of merger or
consolidation; sell, lease, exchange, mortgage, pledge or make any other disposition of all
or substantially all of the property and assets of the organization as limited by the powers
defined in the by-laws. The Treasurer and Finance Committee have whatever authority
as may be designated by the Board of Trustees. The Executive Director has the authority
to make spending decisions within the parameters of the approved budget and Resolution
to Delegate Corporate Authority; employ and terminate personnel; determine salary
levels; create and amend operating procedures and controls; make decisions regarding the
duties and accountabilities of personnel and the delegation of decision-making authority;
and enter into contractual agreements within the approved constraints of the budget or
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under direction from the Board. The Executive Director must obtain Board approval for
spending decisions of amounts exceeding $10,000, and to enter into contractual
agreements exceeding $10,000.

Internal Control Environment

The Executive Director is directed, with advice and support of the Finance Committee, to
design and direct secure accounting services for BMFNM. Monthly reports shall be
made available to the Executive Director covering, at a minimum, receipts,
disbursements, receivables, and payables. The Executive Director is required to provide
monthly budget comparisons and quarterly financial reports to the Treasurer and the
Board. Standard journal entries created and posted to the general ledger by the
accounting firm are reviewed by the Executive Director and made available to the
Treasurer for review upon request. Journal entries are pre-numbered and are accounted
for monthly.

Budget and Audit

The Executive Director is required to submit a budget for final approval by the Board at
the June or July Board Meeting each year. The Treasurer and Finance Committee will
work with the Executive Director in the draft stages of the budget. The Treasurer and
Finance Committee  will review the budget quarterly against actual
receivables/expenditures. The Executive Director and Treasurer will suggest
amendments to the budget as needed to the Board for approval. The Board of Trustees
will secure an independent audit annually and act on auditor recommendations.

Separation of Duties

The Resolution to Delegate Corporate Authority passed by the Board of Trustees, at a
minimum, of every two years designates the authorized check signer(s). That person(s)
must not be the person(s) who writes checks or does the bookkeeping. Bank statements
are reconciled by someone other than the check signer or writer. Deposit documentation
and reconciliations are prepared by a person other than the one recording the receipts.

Financial Reporting

e Annual budgets are prepared by the Executive Director with assistance from the
Treasurer and Finance Committee and approved by the Board.

e Budgets are reviewed quarterly by the Finance Committee and adjusted as
necessary at mid-year to reflect changing conditions.

e A chart of accounts is used to code receipts and disbursements to the proper
accounts.

¢ Non-standard journal entries are discussed with the CPA to ensure proper
accounting treatment.

e Financial reports are provided to the Treasurer and the Finance Committee within
30 days of the close of the fiscal year.
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Detailed monthly financial statements are prepared by the independent accountant
and presented to the Board of Trustees with a Treasurer’s report.

Reference explanations are provided to the Finance Committee for any budget
variances of 10% or more at quarterly budget review.

Annual audits will be conducted by an independent CPA at the close of each
fiscal year. Copies of these reports will be made available to the public.

The fiscal year for the organization shall be July 1 through June 30.

Safequarding Assets

The Executive Director shall have primary responsibility for ensuring that proper
financial management procedures are maintained and that the policies of the
Board are carried out.

The Treasurer and Finance Committee shall provide fiscal oversight in the
safeguarding of the assets of the organization and shall have primary
responsibilities for ensuring that all internal and external financial reports fairly
present its financial condition.

A proper filing system will be maintained for all financial records in accordance
with the approved retention schedule.

Actual income and expenditures will be compared to the budget on a monthly
basis and reviewed on a quarterly basis.

All excess cash will be kept in an interest-bearing account.

Bank statements will be promptly reconciled on a monthly basis.

Documents on all securities and fixed assets will be kept in a locked fire proof
location. Inventory records will contain description, serial numbers, date of
purchase or receipt, valuation, and date of valuation of general operating assets
worth $5,000 or more at time of purchase.

Appropriate insurance for all assets will be maintained.

Payroll Controls

Personnel files are to be maintained on site for all employees. Changes in payroll
are approved by the Executive Director and recorded in the employee file.

An outside service will process the payroll. The Executive Director notifies the
payroll service of any changes to the payroll master file. The payroll service
generates the payroll register, electronic funds transfer of payroll checks, SIMPLE
Plan IRA checks, and tax deposit checks, and sends them to the organization for
review of proper processing of amounts and approval.

Computer Controls

The Executive Director is responsible for maintaining secure access to the
BMFNM financial accounting program. The Executive Director approves all
input for the accounting program.
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Batch totals are calculated prior to input and compared to batch totals calculated
by the system. Any errors made during the input of information will be corrected.
Detailed printouts of cash receipts and cash disbursements are to be obtained by
the Executive Director and compared for accuracy against source documents.

Policies on Disbursements

The Executive Director has (a) expenditure approval up to the parameters set by
the annual operating budget as approved by the Board, and (b) single signature
authority up to the parameters set by the Resolution to Delegate Corporate
Authority. The deliberate splitting of vouchers or invoices for the sole purpose or
effect of countermanding this policy is expressly prohibited.
Expenditure requests will be initiated in writing and approved within specified
authority by the Executive Director.
The Executive Director approves check requests after comparing to supporting
documentation. The Executive Director prints the pre-numbered checks only with
approved requests. The unsigned check, support and request are presented to
authorized check signers for their signatures.
All disbursements, except petty cash, are made by check and are accompanied by
substantiating documentation.
All checks are pre-numbered and accounted for monthly.
The printed checks are:

o Original is sent out for payment

o Copy of the original is filed with support by vendor
All voided checks must be defaced and retained with the cancelled checks.
No check may be written to “cash” or “bearer.”
Blank checks are secured.
Invoices and check requests marked paid are filed in a timely fashion.
A petty cash account is used. The amount of the petty cash account is $200.
Vouchers are required for petty cash disbursements. The petty cash fund is
reconciled (beginning amount less voucher amounts) before the fund is
replenished. Checks are written only after an approved check request has been
presented.
Blank checks may never be signed in advance.

Policies on Receipts

Original receipts are filed with payment information by vendor.

All received checks are stamped with deposit only immediately upon receipt.
All cash receipts are recorded on the Daily Museum Sales Journal by the Guest
Services employee on duty and then entered into the cash register which records
the receipt on the cash register Z-Tape.

The Administrative Assistant will assist the Executive Director with the
responsibility of preparing the documentation on receipts for deposits.
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Copies of all receipts will be given to the Executive Director, who prepares the
detailed cash and check deposits.

This listing is compared to the Check and Cash Receipts Ledger (cash register Z-
Tape and the Daily Museum Sales Journal) by the Executive Director.

A copy of the deposit slip receipt from the bank is filed with the corresponding
receipt copies and cash listing.

Cash Receipts

All checks and cash receipts received through the mail or in person are
restrictively endorsed immediately by the Guest Services employee working or
the Executive Director. The checks and cash receipts are recorded daily on the
Daily Museum Sales Journal, minimally by payor, check#, and amount received.
The Guest Services employee working will make a copy of the Daily Museum
Sales Journal and place the original Daily Museum Sales Journal along with the
cash, checks, charge slips and cash register Z-Tape in an envelope that will be put
into the locked box for the Executive Director to retrieve.

The Executive Director shall enter the information by designated account
receivable and prepare the bank deposit, minimally, once per week. The originals
will be filed in the Executive Director’s office.

Cash Disbursements

All invoices are received by the Executive Director. Invoices are approved by the
Executive Director who indicates the account payable.

The Executive Director prepares all checks, using pre-numbered checks.

The checks are signed in accordance with the Resolution to Delegate Corporate
Authority.

The original invoice and copy of payment are filed by vendor.

Payroll

All personnel salaries/wage rates are authorized by the Executive Director. All
changes in employment are likewise authorized by the Executive Director. The
employment of the Executive Director and terms thereof are at the discretion of
and decision by the Board of Trustees.

The Executive Director maintains all personnel records.

The Executive Director approves the usage of annual leave and maintains
attendance records.

The Executive Director and/or supervisor reviews and approves all time and
attendance records for employees.

An independent accounting firm will be hired to prepare the payroll, using the
approved time records and salary/wage rates for each employee. Employees are
enrolled in electronic fund transfer of pay checks, and their pay check is
automatically deposited into their personal bank accounts at 12:01 a.m. on

payday.
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Copies of payroll check stubs and payroll registers are submitted to the Executive
Director by the independent accountant. The Executive Director reviews the
payroll register and places copies in a locked filing cabinet. The Executive
Director issues copies of pay stubs to employees.

All payroll tax and SIMPLE Plan IRA checks are prepared at the time payroll is
prepared. The payroll taxes are paid when due. The SIMPLE Plan IRA funds are
paid within one month of the recorded payroll.

Bank Reconciliations

The Executive Director shall maintain a record of all bank transactions, listing all
checks disbursed and all receipts deposited.

On a monthly basis, the independent accountant reconciles the bank statements
and provides a report to the Executive Director, who provides the report to the
Treasurer. The accountant will notify the Executive Director of any discrepancies.
The Executive Director will resolve all discrepancies with the assistance of the
accountant, and the bank, if necessary. The Executive Director will report the
resolution of the discrepancies to the Treasurer.

Billings and Receivables

All rates for services and prices for goods are established and approved by the
Executive Director and/or the Board of Trustees.

All billings for services or goods are approved in advance by authorized
personnel.

The Executive Director prepares and enters into the books all billings and
invoices on a weekly basis. Prior to mailing the Executive Director makes a copy
of the billing/invoice. The copy is kept with original documentation by customer.

Copies of all receivable records and support documentation are kept by customer.

Accounts Payable

All approved invoices are entered and recorded by the Executive Director in
Quick Books on a weekly basis.

All payments are immediately/automatically recorded in Quick Books by the
Executive Director in the accounts payable software.

All payable records and support documentation are filed by vendor name.

Petty Cash Fund

The Petty Cash Fund is maintained on an imprest basis.
The Executive Director will act as the custodian of the Petty Cash Fund.
Petty cash disbursements are limited to $50 or less in amount.
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Any advances to employees from the petty cash fund must be authorized by the
Executive Director.

Employees receiving petty cash must sign a voucher. The voucher must list the
amount received, the purpose, and the date of the purchase. Receipts must be
attached to the petty cash voucher.

The Executive Director must submit a check request for reimbursement of the
petty cash fund. The petty cash vouchers must support the check request. The
bank requires two authorized signatures to cash the reimbursement check to
replenish petty cash.

All checks for reimbursement of the petty cash fund must be made payable to the
custodian (the Executive Director) of the petty cash fund.

Credit Card / Charge Cards

Use of, and access to, the BMFNM credit card and specific store charge cards (i.e.
Walmart, Staples, Home Depot) must be authorized by the Executive Director.
The cards are maintained in a locked cabinet in the Executive Director’s office.
The Executive Director is authorized to charge expenditures to the charge
accounts, and to grant access to the cards to staff members.

When requesting authorization to utilize the cards, staff are required to provide
the Executive Director with a written detailed explanation including why the card
is needed, proposed supplies/services to be charged, anticipated cost, and
expected time/date of expenditures.

Upon return of the card, staff members must submit a detailed proof of
expenditures including vendor, date, items/services charged, and itemized costs.
The Executive Director attaches proof of purchase documentation to the invoice
form and files it in the vendor/invoice filing cabinet.

Charges on the monthly credit card bill and store charge card bills are matched to
the proof of purchase documentation prior to payment.

Credit limits of the credit card and store charge cards are authorized by the Board
and adjusted as necessary.

Credit Card and store charge card activity is examined for accuracy and
accountability annually during the independent audit process.
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Besser Museum for Northeast Michigan

CHECK SIGNING AUTHORITY POLICY
Revised May 19, 2005
Revised February 16, 2021

RESOLUTION

It shall be the policy of the Board of Trustees of the Besser Museum for Northeast
Michigan that only four (4) positions are authorized to disburse funds and sign checks on
behalf of the Museum -- Executive Director, Board President, Board Treasurer and Board
Secretary.

Any one authorized person may sign checks up to and including an amount of $10,000
unless the check is payable to that individual. Checks exceeding amounts of $10,000 and
those payable to an authorized signer require two signatures. The exceptions to the
requirement of two signatures are (1) monthly credit card payments which could exceed
$10,000 and (2) regular, recurring expenditures that may exceed $10,000.

When authorized persons leave their positions, their check signing authority is
immediately revoked.

This policy may be reviewed and changed by resolution of the Board of Trustees at any
time.

This policy supersedes any prior policies on this matter.

Approved by the Board of Trustees, Besser Museum for Northeast Michigan

Signed:

Diane Speer, Secretary Date



Resolution to Delegate Corporate Authority
Adopted July 20, 2010
Revised February 16, 2021

The Board of Trustees of the Besser Museum for Northeast Michigan (BMFNM)
adopts this resolution to delegate Corporate Authority to the following individuals
to exercise the powers herein granted:

Resolved that Christine Witulski (Executive Director), Michelle Miller
(President) or Sue Stender (Treasurer) be empowered to open any deposit or share
account(s) in the name of BMFNM at an FDIC or NCUA insured financial
institution.

Resolved that Christine Witulski (Executive Director), Michelle Miller
(President), Sue Stender (Treasurer), or Diane Speer (Secretary) be empowered to
endorse checks and orders for the payment of money or otherwise withdraw or
transfer funds on deposit in the name of the BMFNM at mBank.

Limitations on Powers:

1. Any one of the four individuals named above have endorsement authority
for transactions $10,000 and under, unless the transaction is payable to
that individual. Checks $10,000 and under payable to one of the above
individuals must be signed by an eligible endorser other than the payee.

2. Two signatures of the individuals named above are required for
transactions over $10,000. Checks over $10,000 payable to one of the
above individuals must be signed by an eligible endorser other than the
payee.

3. If an authorized individual leaves his/her position, his/her endorsement
authority is immediately revoked.

This policy supersedes any prior policy on this matter.
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