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Standard Operating Procedures
Adopted September 12, 2018 by Board resolution
Scope

This SOP is complimentary to and does not replace or supersede the Internal Control Memo.  This SOP does not speak to policy regarding acceptance of gifts, which is covered in the Gift Acceptance Policy.  

Accounts

Rather than refer to accounts at particular financial institutions (e.g. “the People’s Bank checking account”) this document refers to “Accounts”.  This will save us the need to change this SOP should the CT Trust change its banking service providers.  An “Account” may be a checking account, a money market account, a brokerage account or some combination of these accounts or other types of accounts at one or more financial institutions that is dedicated to a particular purpose.  As of the date of this SOP the following Accounts exist:

Operating Account:
The Account into which CT Trust revenues are deposited

Easement Account:
The Account into which easement fees are deposited

Reserve Account:
The Account into which amounts designated for the Reserve Fund are deposited

Endowment Account:
The Account into which amounts designated for the Endowment Fund are deposited 

Processing of Revenues

Statutory payments, grants in support of operations, contract revenues, consulting fees, and amounts taken from the endowment:  Money received from these sources are deposited in the Operating Account and are used for operating purposes

Easement fees:  Easement fees are deposited in the Easement Account and are used to defray expenses associated with administering the CT Trust’s portfolio of easements

Membership fees and gifts raised through campaigns for operating funds:  Money received from these sources are deposited in the Operating Account and used for operating purposes

Restricted gifts and bequests:  Gifts received with specific restrictions are deposited in the appropriate Account if such an account exists.  For example, a gift restricted to operating uses is deposited in the Operating Account.  A gift intended to augment the Reserve Fund is deposited in the Reserve Account.  A gift restricted to the Endowment Fund is deposited in the Endowment Account.  If there is no appropriate account into which to deposit the gift and if the Finance Committee does not choose to set up a new Account to support the gift’s purpose then the gift is deposited into the Endowment Account.  The Endowment Account is housed in two parts which, combined, are managed according to the Connecticut Trust for Historic Preservation Investment Policy for the Endowment.  The first part contains unrestricted gifts to the Endowment Fund.  The second part contains restricted gifts to the Endowment Fund.  Endowment spending which satisfies the restrictions and purposes of a gift to the endowment is drawn from the second part.  Investment returns on restricted endowment balances are treated as unrestricted endowment amounts.

Unrestricted gifts, bequests and tax credit vouchers transaction receipts:  Amounts from these sources of $1,000 or more are deposited in the Reserve Account up to the point where the Reserve Account balance is at or near its target balance of $600,000.  When the Reserve Account is at or above this target, amounts from these sources are deposited in the Endowment Account.  Unrestricted gifts, bequests and tax credit vouchers transaction receipts less than $1,000 are deposited in the Operating Account.

Maintenance of Reserve Account Target Balance

The goal is to keep the Reserve Fund topped up to a target balance of $600,000 whenever possible.  Transfers from the Operating Account to the Reserve Account to should be made in amounts which fully pay back loan amounts received from the Reserve Account.  Loans (transfers) may be made to the Operating Account from the Reserve Account when the need arises.  These loans should be paid back to the Reserve Account from the Operating Account when funds are available.  If paying back a loan from the Reserve Fund will result in a Reserve Account balance greater than the target balance the amount in excess of what is needed to top up the Reserve Fund is deposited into the Endowment Account as an unrestricted gift.

Documentation of Restricted Gifts and Pledges

Restricted gifts are documented using the standard CT Trust gift instrument (standard gift form).  This should occur even if the gift is received with a letter, email or note.  A simple way to do this is to attach one copy of the gift instrument to the acknowledgement/thank-you letter and to keep the other copy on file.

All pledges are documented using the standard CT Trust gift instrument.  Pledges are signed by the donor and a copy of all pledges kept on file.
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