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Internal Control Memo
Adopted December 14, 2017 by Board resolution
Amended June 14, 2018 by Board resolution
Executive Director Responsibilities 
The Executive Director is responsible for 

· Preparing the draft annual budget which must be approved by the Finance Committee and recommended to the CT Trust Board of Trustees for approval

· Oversight of expenditures as approved in the annual budget

· Maintaining records which support expenditures

· Signing checks to pay for expenditures.  In the case of checks of $5,000 or more, an additional signature is required from one of the Treasurer, Deputy Treasurer or the Chairman of the Board of Trustees
· Maintaining records of all receipts which must be deposited in one of the Trust’s accounts: the Operating Account, the Reserve Account, the Easement Account or the   Endowment Account) 

Deposits 
In particular, day-to-day receipts from sources such as membership fees, annual or other fundraising drives, entrance fees for events, advertising income and unexpected donations of less than $1,000 shall be deposited in the Operating Account.   

Donations specified for a particular purpose shall be deposited in the Account designated for that purpose.

Transfers 

The Executive Director is authorized to transfer money within the Operating Account from the   money market account to the checking account as needed.

Upon the request of the Executive Director, monies can be transferred from the Reserve Fund to the money market account upon approval by the Finance Committee.

Contracts 

Entering into leases or non-payroll obligations, where multi-year contracts exceed $5,000 must be first approved by the Finance Committee.  Any extraordinary expenditure over $10,000, not included in the annual budget, shall require Finance Committee approval.

Endowment 

The Endowment Account is intended to provide income for the operations of the Trust at a time and rate to be set by the Finance Committee.  The transfer of amounts from the Endowment Account to the Operating Account occur at the beginning of the Fiscal Year for use in operations of the Trust.

Any other transfers from the Endowment Account to the Operating Account require approval of the Executive Committee or by resolution of the Board of Trustees.
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