TLC

Targeting Local
Communities

* Pledge of Allegiance (US)

* Pledge of Allegiance (Texas)

* Community Action Promise

¢ OQur Mission

* Our Community Services Vision

¢ Our Head Start Vision

¢ Invocation

%communﬂy
tion
PARTNERSHIP
Helping People. Changing Lives.

EQUAL HOUSING
OPPORTUNITY

CALL TO ASSEMBLY

Please rise.

I pledge allegiance to the flag of the United States of America
and to the Republic for which it stands, one nation, under God,
indivisible, with liberty and justice for all.

Honor the Texas flag; | pledge allegiance to thee, Texas,
one state under God, one and indivisible.

Community Action changes people’s lives, embodies the spirit of
hope, improves communities, and makes America a better

place to live. We care about the entire community, and we are
dedicated to Helping People Help themselves and each other.

CSNT applies all available strategies enabling Northeast Texas
families to lead improved, empowered, and self-reliant lives.

To be the leading organization in our region which empowers
families to be self-reliant, educated, and healthy

To provide a system of education and encouragement which
results in school-readiness for young children and their families



Board Meeting
Tuesday, October 22, 2024 @ 12:00 Noon
Houston Street Conference Room
304 E Houston St., Linden, Texas 75563
Cecelia Huff, Board Chairperson
Michelle Morehead, CCAP, NCRT, NCRI, Executive Director
If you need assistance with physical accessibility to the meeting, please call 903-756-5596 x 201

1. Call Meeting to Order
2. Establishment of a Quorum
3. Approval of Agenda 10/22/24 *

4. Approval of Minutes 09/27/24 Board Meeting*

5. Chairman’s Comments and Recognitions
6. Training

Success Stories: Daily struggles and successes of the team and the families that we serve presented
by Amy Perales and Frances Evans.

7. Committee Reports and Information

Planning & Evaluation — Committee should meet before the January 2025 meeting.

Personnel — Committee should meet before the December 2024 meeting.

Finance — Committee should meet before the December 2024 meeting.

Executive —This Committee meets only when necessary

Nominating — Committee met on 10/22/2024 at 11:00am. Report on 2025 Slate of Officers
recommendatlons Nominations will be on December 10, 2024.

F. By Laws- Committee should meet before the January 2025 meeting.

moow»

The Chair may make changes to committee rosters and/or develop new committees.
**Committees, other than Executive Committee, get named by the Board Chairperson

8. Action Items

A. Seat new board member(s), if any*
Recommendation from Habitat for Humanity: Ross Hyde- Private Sector
Appointee from Representative Gary VanDeaver- Public Sector
Public Sector Representative

B. Approve Consent Agenda*

1) Head Start/EHS & PIR Reports................... (O IER) N Berny Harris
2) Head Start Standard Operating Procedures..............coovviiiiiiniininennn... Berny Harris
3) Head Start Standard Operating Manuals & Forms .......................oo.e.e. Berny Harris
4)  JOD DESCIIPHIONS. ..\ vttt ittt et et et et e e Jim Howard

5) Updated Volunteer RAtes..........ooveririiriiitiiiiiiiii e eieeeieeieieeaaaans Berny Harris
6) 2025 Community Assessment Update...........c.coovivriiiiiiiiiniiiininaninn, Berny Harris
7) Community Services Report............coevviviniininnnn. (OS59)cciiiiiiinnnn Amy Perales
8) Human Resource Report..............coeevnnnn.n (OS59) i, Jim Howard
9) Service & HS Transportation Reports............. (OS5.9) ..cccooiviiiiinn. Robert Norton

10) Fall 2024 Circle Assessment Data............c.oovviviiniiiiiiiiiiiiieieeenen, Berny Harris



Discuss/Approve Financial Policies, Procedures, and Financial Code of Conduct including petty
cash expenditure update presented by Shelley Mitchell*

Discuss/Approve Policy Council By-Laws presented by Berny Harris*

Discuss/Approve CEAP Service Delivery Plan presented by Bernie Yancey*

Discuss/Approve Disposal of Vehicles 881 & 882 presented by Robert Norton*
Discuss/Approve Board Resolution - Closure of 19 Bank Accounts presented by Michelle
Morehead*

OmMmo O

9. Staff Reports

1. Financial Reports -1.2.3.4.5.6.7.8.9.10......... (OS 8.7) ............... Shelley Mitchell

10. Executive Director’s Report
11. Discussion ltems
12. Audience Comments

13. Executive Session

The board will enter executive session pursuant to Section 551.001(1)(2)(3)(J), and Section
551.074(1)(2) of the government codes

Potential Sale of Properties
Transitional Housing Tenant Update

A. Consultation between the board and its attorney in those instances in which the board seeks the
Attorney’s advice with respect to pending or contemplated litigation, settlement offers, and other
matters where the duty of the attorney to his client requires confidentiality

B. Discussion with respect to the purchase, exchange, lease, or value or real property, negotiated
contracts, and prospective gifts or donations to the organization, when such discussion, if made
public, would have a detrimental effect on the negotiating position of the organization.

C. Discussion with respect to matters involving the appointment, employment, evaluation,
reassignment, duties, discipline, or dismissal of an officer or employee or to hear complaints or
charges against such officer or employee, unless such officer or employee requests a public
session.

D. Discussion with respect to any matter specifically made confidential by law or regulation. Any
other exception available by state law

14. Required Action from Executive Session
15. Adjourn Board Meeting

* Requires Board Vote
©2023 CSNT, Inc. All rights reserved. All logos and images are the protected trademarks of their
respective organizations.



Community Services of Northeast Texas, Inc.
Board Meeting MINUTES
September 24, 2024
Linden Administrative Conference Room

Board Members Present

Cecelia Huff, Board Chair
Representing Bowie County, Poverty Sector

Judge Doug Reeder, Vice-Chair
Morris County Judge, Public Sector

John Baxter, Treasurer
Representing Texana Bank, Private Sector

Harmony Roberson
Representing Cass County, Poverty Sector

Lindsay Hergert
Representing Cass County Judge Travis Ransom, Public Sector

Dr. Arcolia Jenkins
Representing Creating Opportunities in Marion County, Private Sector

Board Members Absent
Sandra Wright
Representing Marion County Judge Leward Lafleur, Public Sector

Angela Thompson
Representing Bowie County, Poverty Sector

Martavius Jones, Parliamentarian
Representing Camp County, Poverty Sector

Ross Hyde
Representing State Representative, Gary VanDeaver, Public Sector

Keri Winters, Secretary
Representing Linden-Kildare CISD, Private Sector



CALL TO ORDER

Cecelia Huff, Board Chair called the meeting to order at 12:17 p.m.
Quorum: established 6 of 11, members present.

AGENDA

Motion: John Baxter, Treasurer, moved to accept the 9/24/2024 agenda as presented.
Second: Doug Reeder, Vice Chairman
All in favor voted aye, none opposed, the motion carried unanimously

MINUTES

Motion: Lindsay Hergert, moved to accept the 8/27/2024 minutes
Second: Harmony Roberson
All in favor voted aye, none opposed, the motion carried unanimously

CHAIRMAN’S COMMENTS AND RECOGNITIONS

Cecelia Huff, Board Chairman appreciated the members for being present and arriving safe and
sound.

TRAINING / PRESENTATIONS

Bernadette Harris gave a PowerPoint presentation on the roles and responsibilities for the board
members. She let the members know what changes occurred with the new Head Start
Regulations that were published in August of 2024.

COMMITTEE REPORTS

Planning & Evaluation — No current report required at this time
Personnel — No current report required at this time

Finance — No current report required at this time

Executive —This Committee meets only when necessary
Nominating — No current report required at this time

By Laws- No current report required at this time

mmooOw>

The Chair may make changes to committee rosters/develop new committees.
**Committees, other than the Executive Committee, get named by the Board Chairperson

Action Items

A. Seat New Board Member(s)
None



B. Approve Consent Agenda*

1) Head Start/EHS & PIR Reports................... (O IR ) Berny Harris
2) Community Services Report.............evevvviuininn.n. (OS59)..ciiiiinin. Bernie Yancey
3) Human Resource Report.............cevevveninnnn. (OS59) i, Charlotte Hall
4) Service & HS Transportation Reports............ (OS 5.9) ..ccoooeivviiininn. Robert Norton

Motion: Harmony Roberson, made a motion to accept as presented.
Second: John Baxter, Treasurer

All items reviewed and when asked, the Board stipulated that no further discussion was
needed on the consent agenda and no items were requested to be removed.
All in favor voted aye, none opposed, the motion carried unanimously

C. Discuss/Approve Organization-Wide Budget
Michelle Morehead reviewed the Organization-Wide Budget as presented.

Motion: Arcolia Jenkins, made a motion to accept as presented.
Second: Lindsay Hergert
All in favor voted aye, none opposed, the motion carried.

D. Discuss/Approve Continued use of the DE minimis Indirect Cost Rate & Indirect Cost
Rate

Bernadette Harris stated that Part 2 CFR 200 has changed the rate to state that agencies
can opt to adopt up to 15% DE minimums In Direct Cost Rate, but Head Start is under
Part 45 CFR 75 and that one still states 10% DE minimums In Direct Cost Rate. We are
not sure where Head Start will fall in this category. She asked the members to approve
to use whichever one the funding sources will approve. The members were asked to
approve a 10% DE minimums In Direct Cost Rate and a up to 15% DE minimums In
Direct Cost Rate.

Motion: John Baxter, made a motion to accept as presented.
Second: Arcolia Jenkins
All in favor voted aye, none opposed, the motion carried.

E. Discuss/Approve Child Health and Safety Screener for the new five-year grant project
period.
Bernadette Harris explained that within the first 45 days of school starting in a new five-
year grant cycle programs are required to complete a child health and safety screener.
She presented the findings of the screener to the members as presented.

Motion: Doug Reeder, Vice Chairman, made a motion to accept as presented.
Second: Harmony Roberson
All in favor voted aye, none opposed, the motion carried.



F. Discuss/Approve Selection Criteria
1) Head Start
2) Early Head Start
Bernadette Harris explained that with the new standards it is recommended to give
staff points on the selection criteria to prioritize the staff. We decided to give the staff
50 points on the selection criteria for both Head Start and Early Head Start

Motion: Lindsay Hergert, made a motion to accept as presented.
Second: John Baxter, Treasurer
All in favor voted aye, none opposed, the motion carried.

G. Discuss/Approve Removal of Personnel Policy #315 — Cash in Lieu of Health
Insurance
Jim Howard explained that the policy was added in 2023 as a benefit. When the new
insurance broker for insurance took over, they encouraged us to remove the policy to
prevent us from looking like we were trying to encourage Medicare eligible staff not to
take the insurance.

Motion: Arcolia Jenkins, made a motion to accept as presented.
Second: John Baxter, Treasurer
All in favor voted aye, none opposed, the motion carried.

9. Staff Reports

A Financial Reports -1.2.3.4.5.6.7.8.9.10.......... (OS 8.7) ............... Shelley
Mitchell
Shelley Mitchell gave the financial reports as presented.

10. Executive Director’s Report
Michelle Morehead reported to the board that a New Human Resources Manager was
hired, he comes with over twenty years of experience with the Agency and has been a
Human Resources Manager before. She then stated to the members that ETCOG has
approached the Agency about applying for the request for Proposal for Meals on
Wheels. She stated that at this time we would like to refrain from applying with the
agency’s past history. However, if the board members would like to move forward, it
can be an action item at the next meeting.

*Keri Winters was not able to be present, but she asked to be called when the
discussion of the Day School was held. Bridgette Parton called Keri Winters and she
was placed on speaker phone. Michelle stated that the Linden Methodist Day Care
would be closing after November 22, 2024. The Agency was approached to try to help
and keep the day care, but they have not provided the financial information to review.
Therefore, formal discussion with the board and the ability to make a good decision is
not able to happen. Keri Winters stated that she is a member on the day school board,
she has resigned her position on that board to remain on the CSNT board. She stated
that the day school board was also unable to obtain information on the financials
because the United Methodist Conference is the one that maintained the financial



information and helped fund the day care. When the local Linden church decided to
branch off and be a Global Methodist instead of a United Methodist the United
Methodist Conference has decided not to oversee the day school and give financial
assistance after November 22, 2024. She stated that the school district does have an
interest in the day care remaining open to keep children in Linden and the children to
remain in the area. Keri’s concern is for the staff at the day care and the children that
are currently being served.

Michelle discussed with the members that an Organizational Assessment was
completed to gain insight from staff on how the organization is doing. 35 staff have
completed the assessment so far and 68% of those staff say that the agency is doing an
okay job. It is the aspiration to be a part of the Pathways to Excellence with the
National Community Action Partnership (NCAP). She volunteers her time to be a peer
reviewer for the pathways to excellence program reviewing organizations outside the
state of Texas. She gave the members a handout explaining the steps in obtaining from
a Bronze all the way to a National Award for Excellence.

On a positive note, Community Services is having a Pink-Out Shirt Design contest.
The winner of the design will be given $50.00. They will be judged by the Leadership
and Management Team and Michelle and Bernie will not participate in the vote since
they are the ones that know where the designs came from.

On another note, there are two buildings that the agency has that are costing more in
utility bills and are currently being used for storage. The Jefferson Building had
$75,000 in expenses with utility cost of $48,000 and the Linden Community Center
had $37,000 in expenses with $12,000 in utility costs in a three year period. The
Linden Community Building is only storage because it needs more money vested into
it to be usable space. We may need to consider selling the buildings.

The Client Services Division has all Case Managers in Mount Pleasant and are mobile
to go out into the service area. Amy Perales is the new Community Services Director.

Upcoming events include The New Executive Directors Training and the TACAA
Board Meeting October 1, 2024 — October 4, 2024. She and Mr. Bernie will be
attending these meetings. They will also visit and tour the Community First Village in
Austin with the hopes of starting a small version here in Northeast Texas. In
November, Michelle, Bernie and Amy will attend training.

11. Discussion Items

None

AUDIENCE COMMENTS

Amy commented on how well the Mount Pleasant team was working together. She

stated they started a new pantry. Michelle commented that Community Services Division is
the most stable she has seen it in four years.



EXECUTIVE SESSION

The board will enter executive session pursuant to Section 551.001(1)(2)(3)(J), and
section 551.074(1)(2) of the government code.

None

a. Consultation between the board and its attorney in those instances in which the board
seeks the Attorney’s advice with respect to pending or contemplated litigation,
settlement offers, and other matters where the duty of the attorney to his client requires
confidentiality.

b. Discussion with respect to the purchase, exchange, lease, or value or real property,
negotiated contracts, and prospective gifts or donations to the organization, when such
discussion, if made public, would have a detrimental effect on the negotiating position of
the organization.

c. Discussion with respect to matters involving the appointment, employment, evaluation,
reassignment, duties, discipline, or dismissal of an officer or employee or to hear
complaints or charges against such officer or employee, unless such officer or employee
requests a public session.

d. Discussion with respect to any matter specifically made confidential by law or regulation.
Any other exception available by state law.

REQUIRED ACTION FROM EXECUTIVE SESSION

None

ADJOURN

Motion: Arcolia Jenkins, motioned to adjourn at 1:18 pm
Second: Lindsay Hergert
Hearing no descent, adjournment passed.

Approved by: ,on , 2024
(Board Secretary) (Date)



CSNT Head Start Director’s Report PYO5/FY24

October Report/September Data

HEAD START Attendance - September 2024

v' 463 Actual Enrollment (Under/Over -2 Student(s)) — Funded 465

v' 2.2% Disability Students — 10% Target
/ ance
_ : actcers
v' 90.5% Average Daily Attendance A S, N, S

HEAD START NFS/Indirect Costs/Admin Expenses Rate

v' $1,249,070 NFS Collected — $1,133,347 NFS Needed

v $165,268 Indirect Costs Collected
v" 9% Admin Expense Rate

HEAD START CACFP Meals/Reimbursement

v" $16,108 Reimbursed This Month - $96,327 Reimbursed This Year

v' 20 days of Service — 5,747 Meals Served

Listen with Curosity || HEAD START Quality Assurance

Speak with Honesty
Act with Integrity v" 159 Files Reviewed/41 Classrooms Observed/0 Route

Observed
v’ 26 Incomes Verified/327 Interviews/75 Community
Contacts

Self-Assessment — 4 Findings/4 Corrections/0 Remaining

Annual Detailed Monitoring — 7 Findings/7 Corrections/0

ANNOUNCEMENTS:
Head Start Preschool has reached full-enrollment/Planning Fall activities
Preparing for New Five Year Grant Project Period Start Date 12/1/2024




CSNT Early Head Start Director’s Report PYO5/FY24

October Report/September Data

Early HEAD START Attendance - September 2024

v" 16 Actual Enrollment (Under/Over - 0 Student(s)) — Funded 16

v 6.3% Disability Students — 10% Target qc@

) a EPSI
v’ 87.5% Average Daily Attendance RO I—

Early HEAD START NES/Indirect Costs/Admin Expenses Rate

v $18,114 NFS Collected - $67,318 NFS Needed Vs

N
v $8,731 Indirect Costs Collected

v' 10% Admin Expense Rate

EARLY HEAD START CACFP Meals/Reimbursements

v $2,283 Reimbursed This Month $14,884 Reimbursed This Year

v' 20 days of Service — 818 Meals Served

Listen with Curosity || HEAD START Quality Assurance

Speak with Honesty
Act with Integrity v' 18 Files Reviewed/10 Classrooms Observed

v" 0 Incomes Verified/0 Interviews/0 Community Contacts

Self-Assessment — 4 Findings/4 Corrections/0 Remaining

Annual Detailed Monitoring — 7 Findings/7 Corrections/0
Remaining

ANNOUNCEMENTS:
Early Head Start is at full-enrollment/Planning Fall activities
Preparing for New Five Year Grant Project Period Start Date 12/1/2024




Office of Head Start - Head Start Services Snapshot

Community Services Of Northeast Texas, Inc. (2024-2025) Date
| 10/4/2024|

Funded Enroliment
Number of enroliment slots the program is funded to serve.

@7 IRGLED % of funded enrollment
enrollment
slots
slots
Total Funded Enroliment 465 100.00%
Funded Enroliment by Program Option
e % of funded enrollment
enrollment
slots
slots
Center-based 465 100.00%
Home-based 0 0%
Family Child Care 0 0%
Locally Designed 0 0%
Detail - Center-based Funded Enrollment
# of center-
0, =
based funded % of center-based funded

enrollment slots
enrollment slots

Number of slots equal to or greater than 1,020 annual hours
for Head Start preschool children or 1,380 annual hours for
Early Head Start infants and toddlers 465 100.00%

Of these, the number that are available for the full-

working-day and full-calendar-year 0
Number of slots with fewer than 1,020 annual hours for
Head Start preschool children or 1,380 annual hours for
Early Head Start infants and toddlers 0 0%
Of these, the number that are available for 3.5 hours
0
per day for 128 days
Of these, the number that are available for a full 0
working day
Total Cummulative Enrollment
# of % of participants over
participants Funded Enrollment
Total Cumulative Enroliment 473 1.72%
Participants by Age
ﬁa?rfticipan ts % of participants
1 Year Old 0 0.00%
2 Years Old 0 0.00%
3 Years Old 211 44.61%
4 Years Old 262 55.39%

5 Years Old 1 0.21%




Homelessness Services

# of .
0,
children % of children
Total number of children experiencing homelessness that
. 17 3.59%
were served during the enroliment year
Foster Care
# of .
0,
children % of children
Total n_um.ber of enrolled children who were in foster care at 12 254%
any point in the program year
Prior Enroliment of Children
# of .
0,
children % of children
The second year 156 32.98%
Three or more years 11 2.33%

Ethnicity And Race

# of Non- % of Non-
# of Hispanic or . . . Hispanic or | Hispanic or
Latino Origin % gfriH:ipam(_: or Latino Non-Latino Non-Latino
participants gin participants Origin Origin
participants | participants
American Indian or Alaska Native 0 0.00% 2 0.42%
Asian 1 0.21% 2 0.42%
Black or African American 11 2.33% 219 46.30%
Native Hawaiian or Pacific Islander 0 0.00% 0 0.00%
White 20 4.23% 122 25.79%
Biracial or Multi-Racial 12 2.54% 44 9.30%
Other Race 36 7.61% 2 0.42%
Unspecified Race 0 0.00% 3 0.63%
Primary Language of Parents at Home
ghci’rdren % of children
English 422 89.22%
Of these, the number of children acquiring/learning 17
another language in addition to English
Spanish 30 6.34%
Central American, South American, or Mexican Languages 0 0.00%
Caribbean Languages 0 0.00%
Middle Eastern or South Asian Languages 0 0.00%
East Asian Languages 1 0.21%
Native North American or Alaska Native Languages 0 0.00%
Pacific Island Languages 0 0.00%
European or Slavic Languages 0 0.00%
African Languages 0 0.00%
American Sign Language 0 0.00%
Other Languages 0 0.00%
Unspecified Languages 19 4.02%




Health Services

# at Beginning % at Beginning of # at End of | % at End of
Services to All Children at Beginning of Enrollment of Enrollment I;nrollm%nt Ygar Enrollment Enrollment
Year Compared to End of Enroliment Year (based on Year Year Year
Cumulative Enrollment)
Children with health insurance 420 88.79% 379 80.13%
Children with accessible health care 398 84.14% 367 77.59%
_Chlldre_n Wlth up-to-date immunizations or all possible 495 89.85% 422 89.22%
immunizations to date, or exempt
Children with accessible dental care 370 78.22% 336 71.04%
Disabilities Services
# of .
0,
children % of children
Children with an Individualized Education Program (IEP),
indicating they were determined eligible to receive special 10 2 15%
education and related services 70
Family Services
# Of. . % of families
families
Total Number of Families 435 100.00%
# Of. . % of families
families
Families Who Received at Least One Family Service 286 65.75%
Specific Services
# Of. . % of families
families
Emergency or Crisis Intervention 7 1.61%
Housing Assistance 3 0.69%
Asset Building Services 65 14.94%
Mental Health Services 8 1.84%
Substance Misuse Prevention 1 0.23%
Substance Misuse Treatment 0 0.00%
English as a Second Language (ESL) Training 10 2.30%
Assistance in enrolling into an education or job training 24 55206
program
Research-based parenting curriculum 207 47.59%
Involvement in discussing thelr (.:hllld s screening and 280 64.37%
assessment results and their child’s progress
Supporting transitions between programs 278 63.91%
Education on preventive medical and oral health 279 64.14%
Education on health and developmental consequences of 104 23.91%
tobacco product use
Education on nutrition 282 64.83%
Education on postpartum care 4 0.92%
Education on relationship/marriage 7 1.61%
Assistance to families of incarcerated individuals 2 0.46%




Office of Head Start - Early Head Start Services Snapshot

Community Services Of Northeast Texas, Inc. (2024-2025) Date
| 10/4/2024|
Funded Enrollment
Number of enrollment slots the program is funded to serve.
# of funded % of funded
enroliment
enrollment slots
slots
Total Funded Enroliment 16 100.00%
Funded Enrollment by Program Option
# of funded % of funded
enroliment
enrollment slots
slots
Center-based 16 100.00%
Home-based 0 0%
Family Child Care 0 0%
Locally Designed 0 0%
Detail - Center-based Funded Enrollment
# of center-

% of center-based

el TG funded enrollment slots

enroliment slots

Number of slots equal to or greater than 1,020 annual hours
for Head Start preschool children or 1,380 annual hours for

Early Head Start infants and toddlers 16 100.00%
Of these, the number that are available for the full- 0
working-day and full-calendar-year
Number of slots with fewer than 1,020 annual hours for Head
Start preschool children or 1,380 annual hours for Early
Head Start infants and toddlers 0 0%
Of these, the number that are available for 3.5 hours
0
per day for 128 days
Of these, the number that are available for a full 0
working day
Total Cummulative Enrollment
# of ..
0,
participants % of participants
Total Cumulative Enrollment 16 100.00%
Participants by Age
# of ..
0,
participants % of participants
Under 1 Year Old 0 0.00%
1 Year Old 3 18.75%
2 Years Old 13 81.25%
3 Years Old 0 0.00%
Pregnant Women 0 0.00%
Homelessness Services
# of .
0,
children % of children
Total number of children experiencing homelessness that 2 12.50%

were served during the enrollment year




Foster Care

# of .
0,
children % of children
Total n'um_ber of enrolled children who were in foster care at 2 12.50%
any point in the program year
Prior Enrollment of Children
# of .
0,
children % of children
The second year 7 43.75%
Three or more years 0 0.00%

Ethnicity And Race

# of Non- % of Non-
# of I_-Iispar_nic? or % of Hispanic or Latino Hispanig or Hispanig or
Latm_o_Ongm Origin participants Non-I__a_ltlno Non-l__qtlno
participants Origin Origin
participants | participants
American Indian or Alaska Native 0 0.00% 0 0.00%
Asian 0 0.00% 0 0.00%
Black or African American 0 0.00% 10 62.50%
Native Hawaiian or Pacific Islander 0 0.00% 0 0.00%
White 2 12.50% 3 18.75%
Biracial or Multi-Racial 0 0.00% 0 0.00%
Other Race 1 6.25% 0 0.00%
Unspecified Race 0 0.00% 0 0.00%
Primary Language of Parents at Home
ﬁh(i)lfdren % of children
English 14 87.50%
Of these, the number of children acquiring/learning
. o X 0 0.00%
another language in addition to English
Spanish 2 12.50%
Central American, South American, or Mexican Languages 0 0.00%
Caribbean Languages 0 0.00%
Middle Eastern or South Asian Languages 0 0.00%
East Asian Languages 0 0.00%
Native North American or Alaska Native Languages 0 0.00%
Pacific Island Languages 0 0.00%
European or Slavic Languages 0 0.00%
African Languages 0 0.00%
American Sign Language 0 0.00%
Other Languages 0 0.00%
Unspecified Languages 0 0.00%
Health Services
i ) o # at Beginning % at Beginning of # at End of % at End of
Services to All Children at Beginning of Enroliment of  Enrollment Enrollment Year Enrollment Enrollment
Year Compared to End of Enrollment Year (based on Year Year Year
Cumulative Enrollment)
Children with health insurance 15 93.75% 14 87.50%
Children with accessible health care 15 93.75% 15 93.75%
F:hlldrgn W.Ith up-to-date immunizations or all possible 15 93.75% 15 93.75%
immunizations to date, or exempt
Children with accessible dental care 10 62.50% 9 56.25%




Disabilities Services

# of .
0,
children % of children
Children with an Individualized Family Service Plan (IFSP),
indicating they were determined eligible to receive early
. X . 0 0.00%
intervention services
Family Services
# Of. . % of families
families
Total Number of Families 16 100.00%
#of % of families
families
Families Who Received at Least One Family Service 7 43.75%
Specific Services
# Of. . % of families
families
Emergency or Crisis Intervention 0 0.00%
Housing Assistance 0 0.00%
Asset Building Services 0 0.00%
Mental Health Services 0 0.00%
Substance Misuse Prevention 0 0.00%
Substance Misuse Treatment 0 0.00%
English as a Second Language (ESL) Training 1 6.25%
Assistance in enrolling into an education or job training 0 0.00%
program
Research-based parenting curriculum 7 43.75%
Involvement in discussing their child’s screening and
- 7 43.75%
assessment results and their child’s progress
Supporting transitions between programs 7 43.75%
Education on preventive medical and oral health 7 43.75%
Education on health and developmental consequences of 0 0.00%
tobacco product use
Education on nutrition 7 43.75%
Education on postpartum care 0 0.00%
Education on relationship/marriage 0 0.00%
Assistance to families of incarcerated individuals 0 0.00%




Effective 12-1-24

" CSNT Head Start

Volunteer Rates

Occupation Rate Rate Calculation Job Summary
Bookkeeper $18.00 per hour | Average of highest Assist with performing a variety
and lowest paid of complex accounting clerical
employees in Finance | duties that require an
(excluding Finance understanding of established
Director). With 29% | accounting procedures.
for fringe benefits, Responsibilities may include
not included in total. | reconciling accounts and posting
to end balances on general
ledgers.

Consultant/Trainer OPEN A set rate has not been designed
for individuals that are
providing consultant or training
to staff and/or parents.
Individual(s) conducting these
types of services will determine
the rate.

Cook $10.84 per hour | Average of highest Assist with preparing meals for

and lowest paid
employee in this
position. With 29%
for fringe benefits,
not included in total.

group settings and planning
menus. Keep food service area
and preparation utensils clean
and orderly.

Data Entry Clerk

$10.00 per hour

No employee in this
position at this time.
With 29% for fringe
benefits, not included
in total.

Assist with operating data entry
terminals to record and verify a
variety of routine data: may
maintain a database.

Office Assistant $11.50 per hour | No employee in this | Assist with performing routine
position at this time. | clerical support for functional
With 29% for fringe | groups; including copying,
benefits, not included | distributing mail, performing
in total. simple calculations, maintaining
records and files.
Custodian $10.25 per hour | Average of highest Assist with keeping Head Start

and lowest paid
employees in this
position. With 29%
for fringe benefits,
not included in total.

facilities in clean and orderly
condition; sweeps and mops
floors, empties trash, cleans
restrooms, and performs related
maintenance activities.




Policy Council

Governing Board

$20.21 per hour
Policy Council

$40.78 per hour
Governing
Board

Average highest and
lowest paid employee
for the Head Start
Management Staff.
With 29% for fringe
benefits, not included
in total. The Governing
Board average was
taken from the hourly
wages of the Head
Start

Administrate staff
salaries.

Along side the Head Start
Director and the Executive
Director the members of the
Policy Council and Governing
Board provide assistance in
decisions about the
development, planning, and
operation of the Head Start
Program.

Receptionist

$10.00 per hour

No employee in this
position at this time.
Based on starting rate
of a new employee.
With 29% for fringe
benefits, not included
in total.

Assist with greeting and
directing visitors either in
person or on the telephone; take
messages, answers general
inquiries; may perform a variety
of clerical tasks.

Teacher Assistant

$11.78 per hour

Average of highest
and lowest paid
employee in this
position. With 29%
for fringe benefits,
not included in total.

Assists teaching staff with the
day-to-day classroom activities
and setting up classrooms.
Other duties may include
serving as field trip chaperon.

Other Parent $10.00 per hour | CSNT Head Start Assisting with or attending any

Activities minimum wage of Head Start sponsored activities.
$10.00. With 29%
for fringe benefits
not included in the
total

Bus Driver $10.00 per hour | Average of highest Must have a valid CDL driver
and lowest paid in license with type S endorsement
this position. With and Texas School Bus
29% for fringe Transportation Certification to
benefits, not included | drive a Head Start bus.
in total.

Social $15.50 per hour | Average of highest Assists Family Services with
Worker/Family and lowest paid in general duties. (Volunteers in
Service Worker this position. With this position are not allowed to

29% for fringe perform any confidential tasks.)
benefits, not included
in total.

Mileage Rate *.67 *Current rate for mileage

(Subject to change

These hourly rates are based on actual payroll figures for CSNT employees as of 10-7-24




2025 CA Update
Summary of Key Priority
Areal

/7

3.31%
5+ Population with
imited English Proficiency

50.83%
Service Area
Female Population

Geographic Locations 5.40%

Racial/Ethnic Composition of Population
Estimated Numbers
Estimated Languages Spoken 26.5

Foreign Born

Median Age of
Hispanic Population

30.06%

SUMMARY Service Area

Households w/Children

69.73%
145,920 PEOPLE LIVE IN THE SERVICE AREA Households w/

79.63% OF SERVICE AREA IS RURAL AND 20.37% Access to High Speed
IS URBAN Internet

»
»
»
» 12.15% POPULATION IS
>
»

POPULATION HAS DECREASED FOR 2nd YEAR

HISPANIC (OVER .31% DECREASE) Fast Fact

5.61% OF THE POPULATION IS CSNT Service Area
UNDER 4 YRS OF AGE (.31 Decrease) Population Density

41.1 1S THE MEDIAN AGE stimated at 62 persons per

IN THE SERVICE AREA (5 year decrease) quare mile (less than Texas
t 112 and the United States

at 94 persons)




2025 CA Update
Summary of Key Priority
Area 2

/7

11.6%
Increase in Homeless
Individuals

1.25%
Region 8 ESC Students
Experienced Homelessness

7.7%
Head Start Children
Experienced Homelessness

1.7%
Homeless Children
in Service Area 2024

Homelessness in Texas

SUMMARY rose after COVID

In 2023, AT ANY POINT-IN-TIME, Pandemic
TEXAS HAD 21,022 HOMELESS INDIVIDUALS 77,942

AN ESTIMATED 6,355 FAMILIES WITH
CHILDREN WERE HOMELESS IN TEXAS IN 2023

Students in Texas
were considered

8 IN EVERY 10,000 PEOPLE WERE HOMELESS
IN TEXAS DURING 2023 Homeless

» 1,385 ESTIMATED HOMELESS _

UNACCOMPANIED YOUTH

Fast Fact

On a Single Night in 2023, an
estimated 635,100 people in
2,036 ESTIMATED HOMELESS the United States were

VETERANS IN TEXAS experiencing homelessness
(3 in 10 were families)

4,886 ESTIMATED CHRONICALLY
HOMELESS INDIVIDUALS IN TEXAS




2025 CA Update
Summary of Key Priority
Area 3

36
Children in Foster Care
Bowie & Cass Counties

570
Bowie County Military
Families
5,411
Children in Cass County
Eligible Under Title 1

360
Morris County English
Language Learners
1,743
Children in Service Area

SUMMARY Gifted & Talented

36 PUBLIC SCHOOL CHILDREN IN SERVICE AREA WERE
IN FOSTER CARE

722 CHILDREN IN THE SERVICE AREA HAD PARENTS Region 8 Had 101
CONNECTED TO THE MILITARY

72% OF THE CHILDREN IN SERVICE AREA )
WERE CONSIDERED In the Service Area

ECONOMICALLY DISADVANTAGED

» 2,298 PUBLIC SCHOOL CHILDREN _

Children in Foster Care

WERE DYSLEXIC IN THE SERVICE AREA

3,856 PUBLIC SCHOOL CHILDREN IN THE Fast Fact

SERIVCE AREA HAD A DIAGNOSED DISABILITY According to the Texas
Education Agency the State of

92.77% OF PUBLIC SCHOOL CHILDREN Texas had 11,497 Children In
WERE ELIGIBLE UNDER TITLE 1 the Foster Care System in the

2023-2024 School Year.




2025 CA Update
Summary of Key Priority
Area 4
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Children With
Disabilities

4-1 Children with
Disabilities

SUMMARY

10.6% OF CHILDREN ENROLLED IN CSNT
HAD A DISABILITY 2023-2024

15.9% SCHOOL ENROLLMENT
WITH A DISABILITY 2023-2024

17.9% OF THE POPULATION
IN THE SERVICE AREA HAD A DISABILITY

SERVICE AREA UNDER 18 HAD A DISABILITY

4.6% OF CHILDREN UNDER 18
IN TEXAS HAD A DISABILITY

15.2% OF STUDENTS IN
REGION VIIl ESC HAD A DISABILITY

» 5.6% OF THE POPULATION IN THE

3,856 Students In
Service Area Diagnosed
with a Disability

3,000 Students
Diagnosed With a
Learning Disability

1,741 Students
Diagnosed With a
Speech Impairment

1,097 Students
Diagnosed With
Autism

389 Students
Diagnosed With
Emotional Disturbance

937 Students
Diagnosed With
Intellectual Disability

Fast Fact
CSNT Head Start works with
Local Education Agencies in
the Service Area to provide
Disability Services to Head
Start Children.




2025 CA Update
Summary of Key Priority
Area 5

//////////////////////////////////////////;;;;;;;

=. Socio-Economic 12.2%

AEE
SNAP Recipients in
g Factors the Service Area

56.8%
Students Eligible
For Free Lunches

Key Priority Area Five

Education Levels 72.8%
Health Statistics of Children Under 18
Nutrition Information Receiving Medicaid
Social Service Needs 19.0%

of Adults in the Service
Area were Obese

9.1%

SUMMARY Low-Birth Weights

11.9% OF PERSONS LIVING IN THE In Service Area
SERVICE AREA HAD NO HIGH SCHOOL DIPLOMA

68 DIRECT CARE PHYSICIANS WITHIN 10.5%
THE SERVICE AREA Population Under 18

21% OF ADULTS REPORTED FAIR OR With No Health Insurance
POOR HEALTH

» 19% OF ADULTS IN SERVICE

AREA HAD FREQUENT MENTAL DISTRESS

Fast Fact
20% OF ADULTS WITHIN —
THE SERVICE AREA SMOKED 27.3% of population under

age 4 in the service area

18% OF ADULTS WITHIN THE

SERVICE AREA DRANK EXCESSIVELY are living at or below the

Federal Poverty Level.




2025 CA Update
Summary of Key Priority

Area 6

/7

Yo Other Chi
Providers

are 7

ISD Partnerships

6-1 Private Child Care Providers
6-2 Publicly Funded Pre-K

SUMMARY

1
Early Head
Start Program

448
Students Enrolled in
ISD Partnerships

2%
Single-parent Male
Households

4,414
pre-kindergarten aged

37 LICENSED CHILD CARE CENTERS
IN THE SERVICE AREA

children in Service Area

903 CHILDREN ENROLLED IN
SUBSIDIZED CHILD CARE

47.9%
Students Considered

2,275 CHILDREN NOT ENROLLED
IN CHILD CARE

At-Risk by ISDs

IN SCHOOL PROGRAM

1,973 CHILDREN NOT ENROLLED
IN A SCHOOL PROGRAM

Fast Fact
CSNT Service Area has 23
Independent School

2,810 CHILDREN IN THE SERVICE AREA
BIRTH TO 2 YEARS Not Enrolled in Child Care

» 2,118 CHILDREN ENROLLED

Districts (7 are in
partnership with CSNT Head

Start).




2025 CA Update
Summary of Key Priority
Area 7

///__/////////////////////////////////////;;;;;;

17,599
Households Renting
in Service Area

$1,251
Average Median
Rent In Texas

306
Housing Units with
no plumbing facilities

14,872
Housing Units Are
Substandard

4,389

SUMMARY Housing Units Lacking

65,053 HOUSING UNITS IN THE Complete Kitchens
SERVICE AREA

14.3% OF THE HOUSING UNITS IN THE 9,308
SERVICE AREA ARE VACANT Vacant Rental Housing

$821 MEDIAN RENT IN THE SERVICE AREA Units in Service Area

» 27% OF THE HOUSING UNITS _

IN SERVICE AREA WERE SUBSTANDARD

42.6% OF RENTAL PAYMENTS Fast Fact
AT OR ABOVE 30% TOTAL INCOME 16.75% of Housing Units in

14 SUBSIDIZED HOUSING LOCATIONS the Service Area were built
IN THE SERVICE AREA before 1960




2025 CA Update
Summary of Key Priority
Area 8

./ ;7 /'

Impor&ah&
B, 1<
= Knows

23
School Districts
in the Service Area

Information

CSNT Head Start
Partners With
Region 8 ESC

Transportation
Preferred Services
Program Schedule
Barriers to Participation
School Readiness

Texas Public Schools
Implement the
STAAR Assessment

26 More Students Enrolled
in Service Area 2023/2024

SUMMARY

CSNT Follows CDC
Guidelines When

LITTLE OR NO PUBLIC TRANSPORTATION
IN THE SERVICE AREA

Encountering Viruses

3,599 HOUSEHOLDS IN THE SERVICE
AREA HAD NO MOTOR VEHICLE

All CSNT Partner School
Districts Ranked at or

HEAD START SCHEDULES MIRROR THE
PARTNERSHIP ISDs

Above "B" Rating

66% PARENTS SURVEYED REQUESTED
EARLY HEAD START SERVICES

RURAL LOCATIONS AND LANGUAGE CAN
BE BARRIERS TO PARTICIPATION

Fast Fact
CSNT IS Researching Ways to

5
»
"N
»
>
»

14 OUT OF 23 SCHOOL DISTRICTS
HAD A DECREASE IN ENROLLMENT

Bring More Early Head Start
Slots To The Service Area in
the Future .




2025 CA Update
Summary of Key Priority
Area 9

;.

Program Survey
~— Information

52.14%
Key Priority Area Nine Poor Parenting Skills/
Young Parents
9.40%
Substance Abuse/

9-1 Impacts To Service Area Addictive Behaviors

9-2 Impacts To Children & Families
6.84%
Child Behaviors /
Children Acting Out
5.98%
Children Raised by Other

SUMMARY Family Members

IMPACTS TO SERVICE AREA

5.13%
» 34.43% LACK OF JOBS/UNEMPLOYMENT Lack of Jobs/Job
Training/Lack of Skills

10.66% COST OF LIVING/RISING PRICES

Fast Fact
COVID did not place on this
year's survey. This was the
first time in four years that it

» e
» did not make either list. No
»

9.84% LACK OF AFFORDABLE HOUSING

7.38% NEW BUSINESSES/NEW JOBS/NEW HOUSING

4.10% LACK OF PUBLIC TRANSPORATION . . )
one listed it as having an

impact on the area or the
Campuses.

4.10% FAMILIES MOVING TO FIND JOBS




THE SALVATION ARMY ANGEL TREE
PROGRAM 1S TN FULL SWING: OLGA HAS
CASS COUNTY SET UP TN ATLANTA oV
TUESDAYS & FRIDAYS. TERESA W. HAS
MARLON COUNTY SET UP IN JEFFERSON
ON MONDAYS, WEDNESDAYS AND
FRIDAYS.

1 You wouLd LIKE To HELP BY
REEMIRYAND TERATAREHIOVINGIAZONS PONATING OR PECKING UP AW ANGEL,

TOWARDS SELF-SUFFICIENCY. gp\% PLEASE CALL THE MOUNT PLEASANT

OfFICE AND ASK FOR OLGA OR TERESA.
MOUNT PLEASANT OfFLCE IS PLAVNING oN HELPING ATLANTA FIRE
DEPARTMENT PAINT THE Toww RED o 6CTOBER 26TH,

ALL DEPARTMENTS OF COMMUNITY SERVICES ARE
HAVING A SPOOKY TIME HELPING FAMILIES,




Lomumnnity Services

— " Human Resources Report
of Nertheast Texas, Inc.
Submitted by: Jim Howard - Human Resources Manager
Total Employee Count 96 as of 10/5/2024
Total Full Time Part Time Sub/Temp Information
Employees Includes alloc  Regular Emp
Head Start 76 76 1 4
CSBG/CEAP 10 10 0 0
Early Head Start 3 3 0 0
ICP 7 7 0 0
Employee Attendance Report Personal Leave LWOP Total Hours Absent Information
Used Used
Head Start Staff 772.25 362.50 1134.75 Unfilled Positions 4
Pay Period 9/1/2024 - 9/30/2024
Hours worked by Subs 420.25 77.75
CSBG/CEAP Staff 0.00 Unfilled Positions 0
Number of Employer's Initial Report (DWC-1) Forms filed during this pay period
Resulting in time lost:| [ Requiring medical attention: 0
Head Start Staff 0.00 Unfilled Positions 3
Pay Period
Hours worked by Subs -
CSBG/CEAP Staff 0.00 0.00 Unfilled Positions O
Number of Employer's Initial Report (DWC-1) Forms filed during this pay period
Resulting in time lost:| 0| Requiring medical attention: 0
Total Hours Absent Both Pay Periods 850.00 362.50
LWOP Savings $ 5,542.63 $ 15.29 362.50 14.15 average hourly rate
HS Sub Usage Expense $ 4,20250 $ 10.00 420.25 $10.75 average hourly sub rate
Savings for both periods $ 1,340.13

Change in Potential
Liability with
Leave Earned and Used $ 3,653.65




Service Department Report
SEP 2024

Service Department

Department makeup
3 full time employees
0 temporary employees
0 Head Start employees under temporary supervision.

Head Start Transportation

Cost per child to transport:

Transportation Costs:
Children Staff
Vehicle Maintenance cost (Campus)
Vehicle Maintenance cost (Buses)
Vehicle Maintenance cost (Exec. Office)

Vehicle fuel cost (Gas Campus) 143.60
Vehicle fuel cost (Exec. Office) 1170.95
Vehicle fuel cost (BUS CAMPUS) 0

Vehicle insurance cost (Buses)
Vehicle driver cost buses

Total transportation cost: 631.26

Total number transported: 0

Children Staff

YTD =

YTD =

YTD =

YTD = 3425.26
YTD = 12553.59
YTD = 1720.82
YTD =

YTD =



Monthly Vehicle Cost Summary Aug
By Program
Fuel Repairs
TBRA - -
CSBG 345.29 389.81
CEAP - -
VSN - -
735.10
By Location
Fuel Repairs
Jefferson 65.49 13.95
Linden 243.81 41.85
Linden Shop - 306.11
Daingerfield 35.99 13.95
721.15
By Vehicle
# Fuel Repairs Total Location
801 - 292.16 292.16 Linden Shop
844 - - - Linden
888 - 13.95 13.95 Linden
881 - - - Linden
882 - - - Linden
883 - 13.95 13.95 Linden Shop
884 32.78 13.95 46.73 Linden
885 35.99 13.95 49.94 Daingerfield
886 65.49 13.95 79.44 Jefferson
887 179.61 13.95 193.56 Linden
838 31.42 - 31.42 Linden

721.15




Community Services of Northeast Texas, Inc.
Head Start Pre-School
CIRCLE Assessment —Wave 1 2024-2025

This data reflects demographic information on the students who

participated in this assessment session.

*Texarkana Pre-School not included in this data.

Total Students Participating: 313
Students Age
Three-Year-0Old : 43% Four-Year-Old: 57%
Race
White: Black/African American: Hispanic:
42% 34% 9%
Multiracial: Not Specified:
15% 0%
Language®
English: Spanish Unknown:

90% 10% 0%

Disabilities

Yes: 2% No: 98%




CSNT Head Start Pre- School
CIRCLE Assessment 2024-2025
Wave 1 Program Report

Monitor Needs Support

73%

32% 32%

68%

B On Track

76%

_

23%
18° 19%
8% I 8% ° 99, 1% 13%
Rapid Letter Naming  Rapid Vocabulary Phonological Math
Awareness
949
85% 84% A 87% 88%
12% 12%
3% 4% 4% 2-/,| 7% 6'/-I 4% 87’[
Science Social Studies Social Emotional Approaches to Physical
Learning Development
Optional Areas
85%
41% 45%
22% o 20% [\
’ 17% ° 18% 7% 8%
I ]
Listening Words In A Sentence Patterns

*Out of Range: The child is not within the specified age range or there is no

established threshold at this time.

Percentage for the Out-of-Range areas is Rapid Letter naming 18%, Listening

20%, and Words in a Sentence 18%.




CSNT Head Start Pre-School
CIRCLE Assessment Wave 1

Age Comparison Data 2024-2025

3-Year-Old 4-Year-Old
Rapid Letter Naming 16% 45%
Rapid Vocabulary 80% 67%
Phonological Awareness 78% 59%
Math 73% 77%
Science 93% 79%
Social Studies 91% 78%
Social Emotional 90% 97%
Approaches to Learning 83% 89%
Physical Development 88% 86%
Listening 2% 28%
Words in a Sentence 13% 21%
Patterns 83% 85%
Total Students Tested 134 179

Percentage based on “On Target”

Listening, Words in a Sentence and Patterns are Optional areas.



CSNT Head Start Pre-K School
CIRCLE Assessment Wave 1

Race Comparison Data 2024-2025

Black /
White African Hispanic | Multiracial
American

Rapid Letter Naming 24% 46% 19% 31%
Rapid Vocabulary 76% 78% 42% 61%
Phonological Awareness 68% 70% 36% 61%
Math 76% 73% 64% 75%
Science 89% 85% 64% 79%
Social Studies 86% 85% 56% 79%
Social Emotional 97% 91% 89% 93%
Approaches to Learning 88% 79% 74% 84%
Physical Development 87% 87% 74% 82%
Listening 21% 17% 8% 11%
Words in a Sentence 17% 21% 16% 14%
Patterns 83% 88% 76% 82%

Total Students Tested 132 105 28 48

Percentage based on “On Target”

Listening, Words in a Sentence and Patterns are Optional areas.




CSNT Head Start Pre-School

CIRCLE Assessment 2024-2025 Wave 1

Disability
67% 67% 67% 67%
50% 50% 50% 50%
33% 33%
17% 17%
Rapid Letter Rapid Phonological Math Science Social Social Approaches Perceptual Listening Wordsina Patterns
Naming  Vocabulary Awareness Studies Emotional toLearning Motor & Sentence
Physical
Dual Language Learners
98% 84% 84%
0 (} 0
65% 70% 61% 74%
42% 39%
21% 0
H B B > mm
_ N |
Rapid Letter Rapid Phonological Math Science Social Social Approaches Perceptual Listening Wordsina Patterns
Naming  Vocabulary Awareness Studies Emotional toLearning Motor & Sentence
Physical

Percentage based on “On Target”




Community Services of Northeast Texas, Inc.
Texarkana Head Start Pre-School
CIRCLE Assessment —Wave 1 2024-2025

This data reflects demographic information on the students who

participated in this assessment session.

Total Students Participating: 125
Students Age
Three-Year-0Old : 46% Four-Year-Old: 54%
Race
White: Black/African American: Hispanic:
Multiracial: Not Specified:
3% 0%
Language®
English: Spanish Unknown:

98% 2% 0%

Disabilities

Yes: 2% No: 98%




Texarkana Head Start Pre-School
CIRCLE Assessment 2024-2025
Wave 1 Program Report

® Needs Support B On Track
77%
69%
59% 56%
41% 44%
31%
23%
Rapid Letter Naming Rapid Vocabulary Phonological Awareness Math
100%
0,
93 /0 900/0
79% 79%
21% 21%

7% 10°/o

0% - ]

Science Social Studies Social Emotional Approaches to Physical

Learning Development



CSNT Texarkana Pre-School
CIRCLE Assessment Wave 1

Age Comparison Data 2024-2025

3-Year-Old 4-Year-Old

Rapid Letter Naming 29% 49%

Rapid Vocabulary 63% 47%

Phonological Awareness 86% 70%

Math 59% 72%

Science 79% 70%

Social Studies 79% 70%

Social Emotional 100% 97%

Approaches to Learning 91% 95%

Physical Development 87% 94%
Total Students Tested 57 68

Percentage based on “On Target”



CSNT Texarkana Pre-School
CIRCLE Assessment Wave 1
Race Comparison Data 2024-2025

White Black / African Hispanic | Multiracial
American

Rapid Letter Naming 60% 37% 42% 43%
Rapid Vocabulary 80% 49% 68% 71%
Phonological Awareness 100% 70% 77% 80%
Math 25% 50% 67% 40%
Science 100% 72% 75% 100%
Social Studies 100% 72% 72% 100%
Social Emotional 98% 98% 98% 98%
Approaches to Learning 100% 88% 83% 75%
Physical Development 83% 100% 100% 88%

Tota-l! eSsttt:;:'ents 5 109 . a

Percentage based on “On Target”




32%

Rapid Letter
Naming

43%

Rapid Letter
Naming

68%

Rapid
Vocabulary

1%

Rapid
Vocabulary

CSNT Texarkana Pre-School

CIRCLE Assessment 2024-2025 Wave 1

32%

Phonological
Awareness

80%

Phonological
Awareness

Disabilities
98% 100%
50% 48%
35%
Math Science Social Studies Social Emotional Approaches to
Learning
Dual Language Learners
= I I I I
Math Science Social Studies Social Emotional Approaches to
Learning

Percentage based on “On Target”

100%

Perceptual
Motor &
Physical

90%

Perceptual
Motor &
Physical



Community Services of Northeast Texas, Inc.
Early Head Start CIRCLE Assessment 2024-2025 Wave 1

This data reflects demographic information on the students who

participated in this assessment session.

Total Students Participating: 0 — Infants

No Infants Data for Wave 1 12-18 Months

Gender
Male: 0% Female: 0%
Race
White: Black/African American: Hispanic:
0% 0% 0%
Multiracial: Not Specified:
0% 0%
Language
English: Spanish Unknown:
0% 0% 0%
Disabilities

Yes: 0% No: 0%




Community Services of Northeast Texas, Inc.
Early Head Start CIRCLE Assessment 2024-2025 Wave 1

This data reflects demographic information on the students who

participated in this assessment session.

Total Students Participating: 3 — Toddlers

18- 24 Months

Gender
Male: 67% Female: 33%
Race

White: Black/African American: Hispanic:

0% 100% 0%

Multiracial: Not Specified:
0% 0%
Language
English: Spanish Unknown:
100% 0% 0%
Disabilities

Yes: 0% No: 100%




CSNT Early Head Start — CIRCLE Assessment 2024-2025
Wave 1 - Toddlers

Monitor Needs Support On Track

100% 100%
67% 67%
33% 33%
0% 0% 0% 0% 0% 0%
Health & Motor Social- Emotional Cognitive Language &
Literacy
No Disability

No Dual Language Learners

Race White Bla::rl;é'?:;l:‘:an Hispanic | Multiracial
Health & Motor 0% 100% 0% 0%
Social - Emotional 0% 67% 0% 0%
Cognitive 0% 67% 0% 0%
Language & Literacy 0% 100% 0% 0%
Total St nt
comiens | 0 | s o |

Percentage based on “On Target” for Race



Community Services of Northeast Texas, Inc.
Early Head Start CIRCLE Assessment 2024-2025 Wave 1

This data reflects demographic information on the students who

participated in this assessment session.

Total Students Participating: 13— Pre-School Entry
2-3 Years
Gender
Male: 46% Female: 54%
Race
White: Black/African American: Hispanic:
38% 54% 8%
Multiracial: Not Specified:
0% 0%
Language
English: Spanish Unknown:
92% 8% 0%
Disabilities

Yes: 8% No: 92%




CSNT Early Head Start — CIRCLE Assessment 2024-2025
Wave 1 - Pre School Entry

Monitor Needs Support On Track

100% 100%
92%
69%
31%
8%
0% 0% 0% 0% 0% 0%
Health & Motor Social- Emotional Cognitive Language &
Literacy
Disability
Monitor Needs Support On Track
100% 100% 100% 100%
0% 0% 0% 0% 0% 0% 0% 0%
Health & Motor Social- Emotional Cognitive Language &

Literacy




CSNT Early Head Start — CIRCLE Assessment 2024-2025
Wave 1 - Pre School Entry

Dual Language Learners

® Monitor Needs Support ® On Track

100% 100% 100% 100%
0% 0% I 0% 0% I 0% 0% I 0% 0%
Health & Motor Social- Emotional Cognitive Language &
Literacy
Black / African
Whit . Hispanic | Multiracial
Race 1€ American P
Health & Motor 100% 100% 100% 0%
Social - Emotional 100% 86% 100% 0%
Cognitive 100% 100% 100% 0%
Language & Literacy 80% 71% 100% 0%
Total Students 5 - 1 0
Tested

Percentage based on “On Target” for Race



The effective date of all accounting policies described in this manual is October 1, 2004. Revised December 3, 2014.
Revised August 25, 2015. Threshold for quote was revised 11-1-2017 without revision to any other part of the document.
Revised June 27, 2018 Revised and approved May 26, 2020 Revised and approved October 24, 2023.



TABLE OF CONTENTS

Page Number

Introduction 9

Section 100 GENERAL POLICIES

100.101 Organizational Structure 10
(a) The Role of the Board of Directors 10

(b) Committee Structure 10

(c) Finance Committee Responsibilities 10

(d) The Roles of the Executive Director 11
100.102 Finance Department Overview 12
(a) Organization 12

(b) Responsibilities 13
100.103 Business Conduct 14
(a) Practice of Ethical Behavior 14

(b) Conflict of Interest Policy 14

(1) Introduction 14

(2) What Constitues a Conflict of Interest 15

(3) Honoraria Acceptance 16

(4) Disclosure Requirements 17

(5) Resolution of Conflicts of Interest 18

(6) Disciplinary Action for Violations of This Policy 18

(c) Compliance with Laws, Regulations and Organization Policies 18

(d) Disciplinary Action 20
100.104 Fraud Policy 20
Introduction and Scope 20

Policy 20
Actions Constituting Misconduct and/or Fraud 21

Other Irregularities 22
Reporting Responsibilities 22
Reporting Procedures 22
Whistleblower Protection 23
Investigation Responsibilities 23
Confidentiality 24
Disclosure to Outside Parties 24
Protection of Records — Federal Matters 25
Disciplinary Action 25



100.105 Security

Finance Department

Access to Electronically Stored Accounting Data
Storage of Sensitive Data

Storage of Back-up Files

General Office Security

100.106 Technology and Electronic Communications

Purpose and Scope

Acceptable Use of Agency Property
Password Security

Telecommuting

Confidentiality

Copyrighted Information

Installation of Software

Other Prohibited Uses

Disciplinary Action for Violations
Reporting of Suspected Violations

100.107 Inventory

Purpose of Inventory

General Definitions

Adding items to the Capital Asset/Inventory List
Disposal of items on the Capital Asset/Inventory List
Cycle Inventory

Maintenance of Inventory Records

Property Security

Personal Property

Transfer of Property between programs

Capital Assets Property

Audits

100.108 General Ledger and Chart of Accounts

Chart of Accounts Overview
Distribution of Chart of Accounts
Control of Chart of Accounts
Account Definitions
Classification of Net Assets
Fiscal Year of Agency

Journal Entries

Section 200 FINANCIAL MANAGEMENT POLICIES

Budgeting

Overview
Preparation and Adoption

26
26
26
26
27
27

28
28
28
28
29
29
29
29
30
31
31

31
31
31
31
32
32
32
32
33
33
33
33

34
34
34
35
35
37
38
38

39

39

39
39



Monitoring Performance

Annual Audit
Role of the Independent Auditor
How Often to Review the Selection of the Auditor
Selecting an Auditor
Preparation for the Annual Audit
Concluding the Audit
Insurance
Overview
Coverage Guidelines

Section 300 POLICIES ASSOCIATED WITH REVENUES AND CASH RECEIPTS

Revenue
Revenue Recognition Policies
1. Federal Awards
State Pass-Through Grants
State Awards
Private Awards
Private Grants
Contributions and Donations
a. Donations by participants/clients
b. In-Kind donations
C. Sponsorships
d. Other Contributions and Donations
7. Fee-for-Service Income
8. Interest Income

ook whn

COST SHARING ANAD MATCHING (IN-Kind)
Overview

Definitions

Accounting for Contributions
Receipts and Disclosures

Head Start / Early Head Start In-Kind Policy
48
Introduction
Grant Requirements
In-Kind Responsibilities and Timing
In-Kind Homework
In-Kind Monitoring
In-Kind Reviews

39

40
40
40
40
42
42
43
43
43

44

44
44
44
44
44
44
44
44
44
44
44
44
44
44

44
44

45

46
47

48
49
50
50
50



In-Kind Forms

Cash Receipts
Overview
Processing of Checks and Cash Received in the Malil
Endorsement of Checks
Timeliness of Bank Deposits
Reconciliation of Deposits

GRANTS / RECEIVABLE MANAGEMENT
Monitoring and Reconciliations
ACCOUNTS RECEIVABLE MANAGEMENT

Monitoring and Reconciliations
Credits and Other Adjustments to Accounts Receivable

Section 400 POLICIES ASSOCIATED WITH EXPENDITURES AND DISBURSEMENTS
Cost Principles

Purchasing Policies and Procedures
Overview
Responsibility for Purchasing
Non-Discrimination Policy
Code of conduct in Purchasing
Use of Purchase Requisitions
Authaorizations and Purchasing Limits
Contract Authority
Competition

Procurement Policies
Cost Analysis
Thresholds and Triggers
Required Requests For Proposals from Contractors
Record Keeping Associated with Independent Contractors
Extension of Due Dates and Receipt of Late Proposals
Evaluation of Alternative Contractors
Affirmative Consideration of Minority, Small Business & Women-Owned Business
Special Purchasing Conditions
Contractor Files and Required Documentation
Receipt and Acceptance of Goods
Petty Cash Policies

50

51
51
51
51
52
52

52

52

52

52
53

53

53

53
53
53
54
54
55
56
56
56

56
56
57
57
58
58
58
59
60
60
60
61



Political Intervention
Prohibited Expenditures
Endorsements of Candidates
Prohibited Use of Agency Assets and Resources

Accounts Payable Management
Overview
Recording of Accounts Payable
Accounts Payable Classification
Establishment of Control Devices
Preparation of a Voucher Package
Processing of Voucher Packages
Payment Discounts
Employee Expense Reports
Reconciliation of A/P Subsidiary Ledger to General Ledger

Credit and Debit Card Policy
Storage of Debit and Credit Cards
Preparation of a Debit/Credit Authorization Voucher
Obtaining a Debit/Credit card for use
Returning Debit/Credit card

Travel Policy
Purpose
Necessity of Travel
Request/Authorization to Travel

Cash Disbursement (Check-Writing) Policies
Check Preparation
Check Signing
Mailing of Checks
Voided Checks and Stop Payments

Payroll and Related Policies
Classification of Workers as Independent Contractors or Employees
Payroll Administration
Changes in Payroll Data
Payroll Taxes
Preparation of Timesheets
Processing of Timesheets
Review of Payroll
Distribution of Payroll
Payroll Tax Returns
Third-Party Contracted Workers

62
62
62
62

63
63
63
63
63
64
64
64
64
64

65
65
65
65
65

66
66
66
67

67
67
68
69
69

70
70
71
72
72
73
73
74
74
74
74



Section 500 POLICIES PERTAINING TO SPECIFIC ASSET AND LIABILITY ACCOUNTS

Cash and Cash Management
Cash Accounts at Banks

Grant/Program Specific Accounts
Accounts Payable Bank Account
Payroll Account
Bank Reconciliations
Cash Flow Management
Stale Checks

Prepaid Expenses

Accounting Treatment
Procedures

Capital Asset Management

Capitalization Policy

Contributed Assets

Maintenance of a Capital Assets Listing
Repairs of Capital Assets

Disposing of Capital Assets

ACCRUED LIABILITIES

Identification of Liabilities
Personal Leave

NOTES PAYABLE
Record-Keeping

Accounting and Classification
Non-Interest-Bearing Notes Payable

Section 600 POLICIES ASSOCIATED WITH FINANCIAL AND TAX REPORTING

Financial Statements

Standard Financial Statements of the Agency

Frequency of Preparation
Review and Distribution

Government Returns
Overview

75

75

75

75
75
75
75
76
76

76

76
76

77

77
77
77
78
78

79

79
79

80

80
80
80

81

81
81
82
82

82
82



Filing of Returns
Public Access to Information Returns

Section 700 POLICIES PERTAINING TO FEDERAL AWARDS

700.701 Administration of Federal Awards

(a) Definitions

(b) Preparation and Review of Proposals

(c) Post-Award Procedures

(d) Billing and Financial Reporting

(e) Cash Drawdowns of Advances

(f) Accounts Receivable Entry Policies

(g) Classification of Income and Net Assets

(h) Procurement under Federal Awards

(i) Solicitation of Bids from Contractors

(i) Equipment and Furniture Purchased with Federal Funds
(k) Standards for Financial Management Systems
(I) Document Administration

(m) Close Out of Federal Awards

(n) Record Retention Policy

83
84

85

85
85
85
85
86
87
87
87
88
89
89
89
90
91
91



INTRODUCTION [top]

The following accounting manual is intended to provide an overview of the accounting policies and
procedures applicable to Community Services of Northeast Texas, Inc., which shall be referred to as
“Community Services of Northeast Texas, Inc.,” “CSNT”, or “the Agency” throughout this manual.

Community Services of Northeast Texas, Inc. is a Texas corporation, exempt from federal income tax
under IRS Section [501(c) (3)] as a nonprofit entity. The Agency’s mission is:

CSNT applies all available strategies enabling Northeast Texas
families to lead improved, empowered, and self-reliant lives.

This manual shall document the financial activities of the Agency. Its primary purpose is to formalize
accounting policies and selected procedures for the accounting staff and to document Internal Controls.

The contents of this manual were approved as official policy of the Agency by the Executive Director,
Chief Financial Officer, Policy Council and Board of Directors. All Agency staff are bound by the policies
herein, and any deviation from established policy is prohibited.



Section 100 GENERAL POLICIES

100.101 Organizational Structure
100.101 (a) The Role of the Board of Directors [t

Community Services of Northeast Texas, Inc. is governed by its Board of Directors, which is responsible
for the oversight of the organization by:

Planning for the future

Establishing broad policies

Identifying and proactively dealing with emerging issues

Interpreting the Agency’s mission to the public

Soliciting prospective contributors

Hiring and managing the Executive Director

Establishing and maintaining programs and systems designed to assure compliance with terms
of contracts and grants

No gk wbdE

The Board is responsible for hiring and periodically evaluating the Agency’s Executive Director, who shall
be responsible for the day-to-day oversight and management of Community Services of Northeast Texas,
Inc.

100.101 mmi [ [

The Board of Directors shall form committees in order to assist the Board in fulfilling its responsibilities.
These committees provide a means for distributing the Board’s work to smaller groups, thereby removing
the responsibility for evaluating all of the details of particular issues from the full Board’'s consideration.
Standing Board-level committees of Community Services of Northeast Texas, Inc. consist of the following:

Executive Committee

Finance Committee

Personnel Committee

Planning and Evaluation Committee

E A

Specific guidelines regarding the composition and election of the Board of Directors and committees are
described in the Agency’s by-laws. However, roles of committees with direct responsibilities for the
financial affairs of the Agency are further described in this manual. These committees shall be referred
to in appropriate sections of this manual.

100.101 (c) Finance Committee Respaonsibilities [top]

The Finance Committee is responsible for direction and oversight regarding the overall financial
management of Community Services of Northeast Texas, Inc., In the performance of its functions, the
Finance Committee shall:

10



1. Review Agency financial operations, reports, budgets, etc.

2. Review financial operations of any third party with which the Agency has contracted for the
purpose of providing financial services.

3. Review the procurement of the Agency’s auditor, ensuring fair and open competition.

4. Recommend which independent auditing firm (CPA) should conduct the annual audit.

5. Review audit reports in detail and recommend actions to assure resolution of any questionable
items in the audit.

6. Monitor any material weaknesses identified in the annual audit.

7. Make recommendations to the Board on matters regarding the Agency’s financial well-being.

8. Serve as the ultimate point of contact for any person who reports a suspicion of financial fraud,
waste, or abuse against the Agency by one of its employees, a Board member, or a third party.

9. Serve as the primary point of contact for any person reporting a suspicion of wrongdoing by the
Executive Director or a Board member.

The review of the Agency’s financial statements shall not be limited to the Finance Committee, but shall
involve the entire Board of Directors.

100.101 (d) The Roles of the Executive Director [top]

The Board of Directors hires the Executive Director, who reports directly to the Board of Directors. The
Executive Director is responsible for hiring and evaluating Department Directors for each of the Agency’s
departments. Each Department Director reports to the Executive Director.

The Executive Director is responsible for the overall coordination and successful execution of all
programs in the Agency.

Additionally, the Executive Director is to:

Maintain Agency stability by establishing and improving the functional structure through delegation of
authority, enforcement of Board decisions, developing, monitoring and enforcing policies and procedures
in all areas of Agency responsibility

Contribute to the Board’s effectiveness by identifying short-term and long-range issues to be addressed,;
provide information and commentary pertinent to the Board’s deliberations; recommend options and
courses of action especially where professional considerations are involved; implement Board decisions
and directives; recruit Board candidates

Keep Board of Directors informed by collecting, analyzing, and summarizing information and trends,
remaining accessible and answering questions and requests

Maintain and develop entire Agency staff by supervising -- directly (Administrative staff, Departmentand
Program Directors) and through delegating -- all personnel including: hiring; transferring; promoting;
demoting; disciplining; counseling; coaching; appraising job results; terminating; providing educational
and experiential growth opportunities and morale-maintaining incentives
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Maintain the financial viability of the Agency through budgeting and controlling expenses, performing
audit activities, submitting grant proposals, and participating in fundraising activities

Protect the physical and financial resources of the Agency by inspecting, maintaining, and keeping
accurate inventories of the facilities, physical properties, and equipment, according to the Agency’s
financial policies and procedures and the various funding regulations

Maintain Agency credibility by working with the executives and staff of funding agencies, other sponsoring
groups, and related service agencies

Identify actual and anticipated community-wide service needs by establishing a personal rapport with
potential and actual clients and other individuals who are in a position to understand and identify
opportunities to serve in those communities

Promote a positive Agency image by ensuring an understanding in the community of program services
available; publicizing accomplishments of the Agency, and adhering to a professional code of ethics

Act as a liaison between the Agency and the community’s civic, social and religious leaders

Maintain professional and technical knowledge by attending education workshops, reviewing
professional publications, establishing professional networks, and participating in professional societies

Comply with federal state and local legal requirements by studying existing and new legislation and
enforcing adherence to those requirements

Perform any other duties as may arise through the day-to-day operations of a Community Action Agency

100.102 Finance Department Overview

100.102 (a) Organization [top]

The finance department shall manage and process financial information for the Agency. The positions
comprising the finance department of the Agency, and the abbreviations of each position used throughout
this manual, are as follows:

Chief Financial Officer (CFO)
Assistant Finance Director (AF)
Payroll Specialist (PS)
Accounting Clerk (AC)

Other officers and employees of the Agency, who have financial responsibilities, and the abbreviations
of each position that is or may be used throughout this manual, are as follows:

Executive Director (ED)
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Director of Operations (DO)
Division Directors (DD)
Treasurer — Board-Level (TR)
Financial/Audit Committee (FC)
Executive Committee (EC)

Full Board of Directors (BOD)

100.102 (b) Responsibilities [top]
The primary responsibilities of the Finance Department consist of:

General Ledger

Budgeting

Cash and Investment Management

Asset Management

Asset Security

Agency Risk Management

Internal Control Management

Grants and Contracts Administration
Purchasing

Accounts Receivable

Cash Receipts

Accounts Payable

Cash Disbursements

Payroll

Financial Statement Processing

External Reporting of Financial Information
Bank Reconciliation

Reconciliation of Sub-Ledgers

Compliance with Government Reporting Requirements
Gather and provide information for Annual Audit
Leases

Insurance Policies

Prepare Financial Statements, including Fund Balance Reports
Donor Management

In-Kind Donation Management

Inventory

Local Matching Funds Tracking

Audit Coordination

13



BUSINESS CONDUCT

Practice of Ethical Behavior [top]

Unethical actions, or the appearance of unethical actions, are unacceptable under any conditions. The
policies and reputation of the Agency depend to a very large extent on the following considerations.

Each employee must apply her/his own sense of personal ethics, which should extend beyond
compliance with applicable laws and regulations in business situations, to govern behavior where no
existing regulation provides a guideline. It is each employee's responsibility to apply common sense in
business decisions where specific rules do not provide all the answers.

In determining compliance with this standard in specific situations, employees should ask themselves the
following questions:

1. Is my action legal?

2. Is my action ethical?

3. Does my action comply with the Agency’s policy?

4, Am | sure my action does not appear inappropriate?

5. Am | sure that | would not be embarrassed or compromised if my action became known within

the Agency or publicly?
6. Am | sure that my action meets my personal code of ethics and behavior?
7. Would | feel comfortable defending my action on the 6 o’clock news?
Each employee should be able to answer "yes" to all of these questions before taking action.
Each Director, Manager and Supervisor is responsible for the ethical business behavior of her/his
subordinates. Directors, Managers and Supervisors must weigh carefully all courses of action suggested

in ethical as well as economic terms, and base their final decisions on the guidelines provided by this
policy as well as their personal sense of right and wrong.

Conflict of Interest Policy [top]

Introduction [top]

In the course of business, situations may arise in which an Agency decision maker has a conflict of
interest, or in which the process of making a decision may create an appearance of a conflict of
interest.
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All Directors and employees have an obligation to:

1. Avoid conflicts of interest, or the appearance of conflicts, between their personal interests and
those of the Agency in dealing with outside entities or individuals, and

2. Disclose real and apparent conflicts of interest to the Board of Directors, and

3. Refrain from participation in any decisions on matters that involve a real conflict of interest or
the appearance of a conflict.

What Constitutes a Conflict of Interest [top]

All employees and Directors of the Agency owe a duty of loyalty to the Agency. This duty necessitates
that in serving the Agency, they act solely in the interests of the Agency, not in their personal interests
or in the interests of others.

The persons covered under this policy shall hereinafter be referred to as “interested persons.”
Interested persons include all members of the Board of Directors and all employees, as well as persons
with the following relationships to directors or employees:

1. Spouses or domestic partners

2. Brothers and sisters

3. Parents, children, grandchildren, and great-grandchildren

4. Spouses of individuals listed in 2 and 3

5. Corporations, partnerships, limited liability companies (LLCs), and other forms of businesses in
which an employee or director, either individually or in combination with individuals listed in 1, 2,3, or 4,
collectively possess a [35%)] or more ownership or beneficial interest

The above list is not comprehensive. Other relationships such as close friendships may also cause a
conflict of interest. Each situation must be evaluated for potential conflict, and it is the duty of each
person who becomes an “interested person” to disclose the potential conflict.

Conflicts of interest arise when the interests of an interested party may be seen as competing with
those of the Agency. Conflicts of interest may be financial (where an interested party benefits financially
directly or indirectly) or non-financial (e.g., seeking preferential treatment, using confidential
information).

A conflict of interest arises when a Director or employee involved in making a decision is in the position

to benefit, directly or indirectly, from his or her dealings with the Agency or person conducting business
with the Agency. (A potential conflict of interest exists when the Director or employee, or his or her
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immediate family {spouse, parent, child, brother, sister and spouse of parent, child, brother, or sister}
owes/receives more than 1% of the benefiting business/profits.)

Examples of conflicts of interest include, but are not limited to, situations in which a Director or
employee:

1. Negotiates or approves a contract, purchase, or lease on behalf of the Agency and has a direct or
indirect interest in, or receives personal benefit from, the entity or individual providing

the goods or services.

2. Negotiates or approves a contract, sale, or lease on behalf of the Agency and has a direct or indirect
interest in, or receives personal benefit from, the entity or individual receiving the
goods or services.

3. Employs or approves the employment of, or supervises a person who is an immediate family
member of the director or employee.

4. Sells products or services in competition with the Agency.
5. Uses the Agency’s facilities, other assets, employees, or other resources for personal gain.

6. Receives a substantial gift (any gift with a value of more than $25) from a contractor, if the Director or
employee is responsible for initiating or approving purchases from that contractor.

Honoraria Acceptance

An Agency employee shall not accept an honorarium for an activity conducted where
agency-reimbursed travel, work time, or resources are used or where the activity can be construed as
having a relationship to the employee's position with Agency; such activity would be considered official
duty on behalf of Agency. A relationship exists between the activity

and the employee's position with Agency if the employee would not participate in the

activity in the same manner or capacity if they did not hold their position with Agency.

The employee should make every attempt to avoid the appearance of impropriety. An employee may
receive an honorarium for activities performed during regular non-working hours or while on annual
leave if the following conditions are met:

* All expenses are the total responsibility of the employee or the sponsor of the activity in which the
employee is participating.

» The activity has no relationship to the employee's Agency duties.

Nothing in this policy shall be interpreted as preventing the payment to the Agency by an outside
source for actual expenses incurred by an employee in an activity, or the payment of a fee to Agency
(in lieu of an honorarium to the individual) for the services of the employee. Any

such payments made to Agency should be deposited to the Agency account and an appropriate entry
should be made coded to the same program or department to which the employee’s corresponding
time was charged.
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Disclosure Requirements

A Director or employee who believes that he or she may be perceived as having a conflict of interest in
a discussion or decision must disclose that conflict to the group making the decision. Most concerns
about conflicts of interest may be resolved and appropriately addressed through prompt and complete
disclosure.

Therefore, Agency requires the following:

1. At the inception of employment or volunteer service to the Agency, and on an annual basis
thereafter, the accounting department shall distribute a list of all contractors with whom

the Agency has transacted business at any time during the preceding year, along with a

copy of the disclosure statement to all members of the Board of Directors, the Executive
Director, members of senior management, and employees with purchasing and/or hiring
responsibilities or authority. Using the prescribed form, these individuals shall inform, in writing
and with a signature, the Executive Director and the chair of the Finance Committee,

of all potential reportable conflicts.

2. During the year, these individuals shall submit a signed, updated disclosure form if any new
potential conflict arises.

3. The Executive Director shall review all forms completed by employees, and the Finance Committee
shall review all forms completed by Directors and the Executive Director and determine appropriate
resolution in accordance with the next section of this policy.

4. Prior to management, Board, or committee action on a contract or transaction involving a conflict of
interest, a staff, director, or committee member having a conflict of interest and who is in attendance at
the meeting shall disclose all facts material to the conflict of interest. Such

disclosure shall be reflected in the minutes of the meeting.

5. A staff, Director, or committee member who plans not to attend a meeting at which he or she
has a reason to believe that the management, Board, or committee will act on a matter in which
the person has a conflict of interest shall disclose to the chair of the meeting all facts material to
the conflict of interest. The chair shall report the disclosure at the meeting and the disclosure
shall be reflected in the minutes of the meeting.

6. A person who has a conflict of interest shall not participate in or be permitted to hear
management’s, the Board’s, or the committee’s discussion of the matter except to disclose
material facts and to respond to questions. Such person shall not attempt to exert his or her
personal influence with respect to the matter.

7. A person who has a conflict of interest with respect to a contract or transaction that will be voted on
at a meeting shall not be counted in determining a quorum for purposes of the vote. The person having
a conflict of interest may not vote on the contract or transaction and shall not be present in the meeting
room when the vote is taken, unless the vote is by secret ballot. Such

person’s ineligibility to vote and abstention from voting shall be reflected in the minutes of the
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meeting. For purposes of this paragraph, a member of the Board of Directors of the Agency has a
conflict of interest when he or she stands for election as an officer or for reelection as a member of the
Board of Directors.

8. If required by Federal awarding agencies, Agency will notify those agencies in writing of any potential
conflict of interest. (2 CFR Part 200.112, Conflict of interest)

Resolution of Conflicts of Interest

All real or apparent conflicts of interest shall be disclosed to the Finance Committee and the Executive
Director of the Agency. Conflicts shall be resolved as follows:

* The Finance Committee shall be responsible for making all decisions concerning resolutions of
conflicts involving Directors, the Executive Director, and other members of senior management.

* The chair of the committee shall be responsible for making all decisions concerning resolutions of
conflicts involving Finance Committee members.

» The chair of the Board shall be responsible for making all decisions concerning resolutions of

the conflict involving the chair of the Finance Committee.

» The Executive Director shall be responsible for making all decisions concerning resolutions of
conflicts involving employees below the senior management level, subject to the approval of the
Finance Committee.

An employee or Director may appeal the decision that a conflict (or appearance of conflict) exists as
follows:

* An appeal must be directed to the chair of the Board.

* Appeals must be made within 30 days of the initial determination.

* Resolution of the appeal shall be made by vote of the full Board of Directors.

» Board members who are the subject of the appeal, or who have a conflict of interest with

respect to the subject of the appeal, shall abstain from participating in, discussing, or voting on

the resolution, unless their discussion is requested by the remaining members of the board.

Disciplinary Action for Violations of This Policy [top]

Failure to comply with the standards contained in this policy will render the violator subject to Policy 716
under the Agency’s Personnel Policies and Procedures.

A Board member who violates this policy may be removed from the Board by majority vote.

Compliance with Laws. Requlations and Agency Policies

The Agency does not tolerate the willful violation or circumvention of any Federal, state, local, or foreign
law by an employee during the course of that person's employment; nor does the Agency tolerate the
disregard or circumvention of policy or engagement in unscrupulous dealings. Employees should not
attempt to accomplish by indirect means, through agents or intermediaries, that which is directly
forbidden.
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Implementation of the provisions of this policy is one of the standards by which the performance of all
levels of employees will be measured.

The Agency recognizes that as a recipient of federal funds, the Agency is responsible for compliance
with all applicable laws, regulations, and provisions of contracts and grants. To ensure that the Agency
meets this responsibility, the following policies apply with respect to every grant or contract received
directly or indirectly from a federal agency:

1. For each federal award, an employee within the department responsible for administering the award
will be designated as the Single Point of Accountability (SPA) for that grant or contract.

2. Each designated SPA shall attend a training on grant management prior to beginning his or her role
as such (or as early as possible). Thereafter, all designated SPAs shall attend periodic refresher/update
courses on grant management. The suggested timeframe for these courses would be once within each
three calendar-year period.

3. The designated SPA shall take the following steps to identify all applicable laws, regulations, and
provisions of each grant and/or contract:

a. Read each award and, if necessary, prepare a summary of key changes to compliance
requirements and specific laws and regulations.

b. Review the 2 CFR Part 200 Appendix Xl, Compliance Supplement (updated annually)
published by the Office of Management and Budget (OMB) for compliance requirements unique
to the award and for compliance requirements common to all federal awards.

c. Review the section of the Catalog of Federal Domestic Assistance (CFDA) applicable to the
award.

d. The designated SPA will communicate grant requirements to those who will be responsible for
carrying them out, or impacted by them.

4. The Finance Department shall forward copies of applicable laws regulations to the designated SPA
(such as OMB Circulars, pertinent sections of compliance supplements, and other regulations).

5. The designated SPA and/or the Finance Department shall identify and communicate any special
changes in policies and procedures necessitated by federal awards as a result of the review of each
award.

6. The designated SPA shall inform the independent auditors of applicable laws, regulations, and
provisions of contracts and grants. The designated SPA shall also communicate known instances of

noncompliance with laws, regulations, and provisions of contracts and grants to the auditors.

Disciplinary Action [to
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Failure to comply with the standards contained in this policy will render the violator subject to Policy 716
under the Agency’s Personnel Policies and Procedures.

A Board member who violates this policy may be removed from the Board by majority vote.

FRAUD POLICY

Intr tion an

This policy communicates the actions to be taken for suspected misconduct committed, encountered,
or observed by employees and volunteers.

Like all organizations, the Agency faces many risks associated with fraud, abuse, and other
forms of misconduct. The impact of these acts, collectively referred to as misconduct throughout this
policy, may include, but not be limited to:

» Financial losses and liabilities.

* Loss of current and future revenue and customers.

* Negative publicity and damage to the Agency’s good public image.

» Loss of employees and difficulty in attracting new personnel.

» Deterioration of employee morale.

» Harm to relationships with clients, contractors, bankers, and subcontractors.
+ Litigation and related costs of investigations, etc.

The Agency is committed to establishing and maintaining a work environment of the highest
ethical standards. Achievement of this goal requires the cooperation and assistance of every employee
and volunteer at all levels of the Agency.

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

Policy

Management is responsible for the detection and prevention of fraud, misappropriations, and other
irregularities. Fraud is defined as the intentional, false representation or concealment of a material fact
for the purpose of inducing another to act upon it to his or her injury. Each member of the management
team will be familiar with the types of improprieties that might occur within his or her area of responsibility,
and be alert for any indication of irregularity.

Any misconduct or fraud that is detected or suspected must be reported immediately to the Executive
Director, Chief Financial Officer or, alternatively, to the Chair of the Board of Directors or Finance

Committee, who coordinates all investigations.
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Actions Constituting Misconduct and/or Fraud

For purposes of this policy, misconduct includes, but is not limited to:

10.

Actions that violate the Agency’s Code of Conduct, Personnel Policies and Procedures, Financial
Policies or any other policies as set forth by the Agency.

Fraud (see below).

Forgery or alteration of checks, bank drafts, documents or other records (including electronic
records).

Destruction, alteration, mutilation, or concealment of any document or record with the intent to
obstruct or influence an investigation, or potential investigation, carried out by a department or

agency of the federal government or by the Agency in connection with this policy.

Disclosure to any external party of proprietary information or confidential personal information
obtained in connection with employment with or service to the Agency.

Unauthorized personal or other inappropriate (non-business-related) use of equipment, assets,
services, personnel, or other resources.

Acts that violate federal, state, or local laws or regulations.

Accepting or seeking anything of material value from contractors or persons providing goods or
services to Agency. Exception: gifts valued at $25 or less.

Impropriety of the handling or reporting of money in financial transactions.

Failure to report known instances of misconduct in accordance with the reporting responsibilities
described herein (including tolerance by supervisory employees of misconduct of subordinates).

Fraud is further defined to include, but not be limited to:

Theft, embezzlement, or other misappropriation of assets (including assets of or intended for the
Agency, as well as those of our clients, subcontractors, contractors, contractors, suppliers,

and others with whom the Agency has a business relationship).

Intentional misstatements in the Agency’s records, including intentional misstatements of
accounting records or financial statements.

Authorizing or receiving payment for goods not received or services not performed.

Authorizing or receiving payments for hours not worked.

Forgery or alteration of documents, including but not limited to checks, timesheets, contracts,
purchase orders, receiving reports.

21



Agency prohibits each of the preceding acts of misconduct on the part of employees, officers,
executives, volunteers, and others responsible for carrying out the Agency’s activities.

Other Irreqularities

Irregularities concerning an employee’s moral, ethical, or behavioral conduct should be resolved by the
departmental management and the Human Resources Department.

If there is a question as to whether an action constitutes fraud, a determination may be made by the
Executive Director, Chief Financial Officer or the Chair of the Finance Committee. The external auditor
and /or legal counsel may be consulted if necessary for additional guidance.

Reporting Responsibilities

All employees, officers, and volunteers are responsible for immediately reporting suspected misconduct
to their supervisor, Internal Audit, Chief Financial Officer, or the Chair of the Finance Committee.

When supervisors have received a report of suspected misconduct, they must immediately report such
acts to their manager, Internal Audit, the Chief Financial Officer, or the Finance Committee.

Employees, Directors, volunteers, contractors, or other interested parties may report misconduct by
calling the CSNT 24-hour Whistleblower Hotline at 1-800-959-6143.

R rting Pr r

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 or Chief
Financial Officer or the Board Chair or the Chair of the Finance Committee 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 Finance Committee 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.
The reporting individual should be informed of the following:
1. Do not contact the suspected individual in an effort to determine facts or demand restitution.

2. Do not discuss the case, facts, suspicions, or allegations with anyone unless specifically asked
to do so by the Agency’s legal counsel or the Finance Committee.

Whistleblower Protection [top]
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The Agency will consider any reprisal against a reporting individual an act of misconduct subject

to disciplinary procedures. A “reporting individual” is one who, in good faith, reported a suspected act of
misconduct in accordance with this policy, or provided to a law enforcement officer any truthful information
relating to the commission or possible commission of a federal offense or any other possible violation of
the Agency’s Code of Conduct.

Employees, Directors, volunteers, contractors, or other interested parties may report misconduct by
calling the CSNT 24-hour Whistleblower Hotline at 1-800-858-6143.

Investigation Responsibilities

Due to the sensitive nature of suspected misconduct, supervisors and managers should not, under any
circumstances, perform any investigative procedures.

The Executive Director has the primary responsibility for investigating suspected misconduct involving
employees below the Executive Director level. The Executive Director shall provide a summary of all
investigative work pertaining to misconduct to the Finance Committee. The Finance Committee has the
primary responsibility for investigating suspected misconduct involving the Executive Director, as well as
Board members and officers. However, the Finance Committee may request the assistance of the Chief
Financial Officer in any such investigation.

Investigation into suspected misconduct will be performed without regard to the suspected individual’s
position, length of service, or relationship with the Agency.

In fulfilling its investigative responsibilities, the Finance Committee shall have the authority to seek the
advice and/or contract for the services of outside firms, including but not limited to law firms, CPA firms,
forensic accountants and investigators, etc. The Finance Committee must confer with knowledgeable
employees about the availability of funds for such expenditures.

During an official investigation, members of the investigative team, as authorized by the Finance
Committee, shall have free and unrestricted access to all Agency records and premises, whether owned
or rented, at all times. Members of any investigative team shall be versed and oriented with regard to
confidentiality and shall have a confidentiality agreement on file with the Agency.

The investigative team shall also have the authority to examine or copy all or any portion of the contents
(in paper or electronic form) of filing cabinets, storage facilities, desks, credenzas and computers without
prior knowledge or consent of any individual who might use or have custody of any such items or facilities
when it is within the scope of an investigation into suspected misconduct or related follow-up procedures.
No items shall be removed from the premises unless it is determined by a law enforcement agency that
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such items must be held as evidence in a criminal case. The team may, however, restrict access to a
certain area by way of lock and key to safeguard items under investigation.

The existence, the status, or results of investigations into suspected misconduct shall not be disclosed
or discussed with any individual other than those with a legitimate need to know in order to performtheir
duties and fulfill their responsibilities effectively.

Confidentiality

The Finance Committee and the Chief Financial Officer must treat all information received
confidentially. Any employee who suspects dishonest or fraudulent activity will notify the appropriate
person(s) and should not attempt to personally conduct investigations or interviews/interrogations related
to any suspected fraudulent act. (see Reporting Responsibilities section above)

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. 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 Agency from potential civil liability.

An employee who discovers or suspects fraudulent activity 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 Finance Committee or legal counsel. No
information concerning the status of an investigation will be given out. The proper response to any inquiry
is “l 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.

The reporting individual should be informed of the following:

1. Do not contact the suspected individual in an effort to determine facts or demand restitution.

2. Do not discuss the case, facts, suspicions, or allegations with anyone unless specifically asked to do
so by the Agency legal counsel or the Finance Committee.

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 Agency from potential
civil liability.

Disclosure to Qutside Parties
Allegations of and information related to allegations of suspected misconduct shall not be disclosed to

third parties except under the provisions described in this policy (such as disclosure to outside
investigators hired by the Agency to aid in an investigation).
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However, all known fraud involving the Executive Director, senior management, or members of the
Board of Directors, as well as all material fraud involving employees below the senior management
level, shall be disclosed by the Finance Committee to the Agency’s external auditors.

The Agency will disclose, in a timely manner, in writing to Federal awarding agencies all violations of

Federal criminal law involving fraud, bribery, or gratuity violations potentially affecting the Federal
award. (200.113 Mandatory disclosures)

Protection of Records — Federal Matters

The Agency prohibits the deliberate destruction, alteration, mutilation, or concealment of any

record, document, or tangible object with the intent to obstruct or influence the investigation or proper
administration of any matter within the jurisdiction of any department or agency of the United States
government, or in relation to or contemplation of any such matter or case.

Violations of this policy will be considered violations of the Agency’s Code of Ethics and subject to the
investigative, reporting, and disclosure procedures described earlier in this policy.

Disciplinary Action

Failure to comply with the standards contained in this policy will render the violator subject to Policy 716
under the Agency’s Personnel Policies and Procedures.

A Board member who violates this policy may be removed from the Board by majority vote.
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SECURITY

Finance Department

A lock will be maintained on the door leading into the Agency’s Finance Department. This door shall be
closed and locked in the evenings and whenever the Finance Department is vacant. The
key/combination to this lock will be provided to key Finance Department personnel and the

Executive Director, and other personnel as approved by the Executive Director. The lock will

be changed whenever any of these individuals leaves the employment of Agency.

Agency’s blank check stock shall be stored in a fireproof file cabinet in the Finance Department. This
cabinet will be locked with a key that is kept in the Finance Department. Access to this file cabinet shall
be by keys in the possession and/or control of the Chief Financial Officer and any other person in the
Department as deemed necessary by the Chief Financial Officer. No more than two employees shall
possess keys concurrently.

Access to Electronically Stored Accounting Data

Agency utilizes passwords to restrict access to accounting software and data. Only duly

authorized accounting personnel with data input responsibilities will be assigned passwords that allow
access to the system. Employees whose duties are limited to Information Technology are restricted
from accessing accounting software.

Accounting personnel are expected to keep their passwords secret and to change their passwords on a
regular basis, no less frequently than every 90 days. Administration of passwords shall be performed by
a responsible individual independent of programming functions.

Each password enables a user to gain access to only those software and data files necessary for each
employee's required duties. On an annual basis, Agency performs a review of accounting software
users to ensure they have the appropriate access levels. Unnecessary access will be rescinded.

Note: The Agency’s accounting software provides for permissions to be assigned to each password
holder. The Chief Financial Officer is responsible for ensuring that password holders only have
permissions which allow them to access the necessary sections of the software relevant to their job
duties. While one password holder may have access to input or posting capabilities, another may only
have access to certain reporting features.

Storage of Sensitive Data [top]

In addition to accounting and financial data stored in the Finance Department, other sensitive data,
including protected personally identifiable information (PIl) such as social security numbers of
employees and/or clients may be stored in areas other than the Finance Department. Locations of
sensitive data include, but are not limited to:

1. Other Agency departments such as Head Start / Early Head Start, Community Services, Adult
Nutrition, Human Resources, or other programs which require the storage of client or employee data
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2. Electronic or on-line storage

The Organization’s policy is to minimize the storage of sensitive data outside the Accounting
Department by shredding documents with such data or deleting the sensitive data from documents that
are stored outside the Finance Department as soon as possible. Please see the Agency’s technology
policies for standards for electronic and on-line storage.

Storage of Back-Up Files

It is the policy of the Agency to maintain back-up copies of electronic data files in a secure environment.
Access to back-up files shall be limited to individuals authorized by management, such as the Executive
Director, Chief Financial Officer, and Information Technology Coordinator. The Information Technology
Coordinator is responsible for making daily and weekly external back-ups.

General Office Security

During normal business hours, the entry door remains locked to outside visitors, but is easily opened
from the inside for safety reasons. A rear exit exists for emergency egress. After hours, a key is required
for access to the offices of the Department. Keys are issued only to employees designated by the
Department.
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TECHNOLOGY AND ELECTRONIC COMMUNICATIONS

Pur n

The purpose of this policy is to identify guidelines for the use of the Agency’s technologies and
communications systems. This policy establishes a minimum standard that must be upheld and enforced
by users of the Agency’s technologies and communications systems.

The term “user” as used in these policies refers to employees (whether full-time, part-time or limited-
term), independent contractors, consultants, and any other user having authorized access to, and using
any of, the Agency’s computers or electronic communications resources.

Computer and electronic communications resources include, but are not limited to, host computers, file
servers, stand-alone computers, laptops, printers, fax machines, phones, on-line services, E-mail
systems, bulletin Board systems, and all software that is owned, licensed or operated by the Agency.

A | f Adencyv Proper

Use of the Agency’s computers and electronic communications technologies is for programmatic and
business activities of the Agency. All use of such resources shall be in an honest, ethical, and legal
manner that conforms to applicable license agreements, contracts, and policies regarding their intended
use. Although incidental and occasional personal use of the Agency’s communications systems are
permitted, users automatically waive any rights to privacy.

In addition, the information, ideas, concepts and knowledge described, documented or contained in the
Agency’s electronic systems are the intellectual property of the Agency. The copying or use of the
Agency’s intellectual property for personal use or benefit during or after employment (or period of
contract) with the Agency is prohibited unless approved in advance by the Executive Director.

All hardware (laptops, computers, monitors, mice, keyboards, printers, telephones, fax machines, etc.)
issued by Community Services of Northeast Texas, Inc. is the property of the Agency and should be
treated as such. Users may not physically alter or attempt repairs on any hardware at any time. Users
must report any problems with hardware to the Service Manager.

Password Security

Users are responsible for safeguarding their login passwords. Passwords may not be shared, nor should
they be printed or stored on-line. Users should not leave their computers unattended without logging off.

In an effort to safeguard areas that may need to be accessed in the absence of the employee assigned
to such particular password-protected area, a password storage system is in place. The Information
Technology employee will keep the passwords in a safe, locked area. To store the needed passwords,
employees are to:

* obtain a card and sleeve from the IT department

 write the user name and password on one side of the card
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« fold the card in half once

* write your name and employee number on the outside of the card

* write the area, URL, or software requiring the password on the outside of the card

* write the date on the outside of the card

* place the card in the plastic sleeve

* stable the sleeve once in such a fashion as to prevent the card from being removed
+ do not staple through the card

* return the sleeve to the IT department

* repeat this procedure each time the password is changed or updated

The password, key, code, or combination used to lock the password sleeves away shall itself be housed

in two duplicate sleeves. One shall be kept in a locked container and its location known only to the
Executive Director, and the other shall be kept off-site by a person designated by the Executive Director.

Telecommuting
Telecommuting is the practice of accessing the Agency’s computer system from an approved alternate

location instead of physically traveling to an employee’s usual workplace. This work alternative must
be approved by the Executive Director.

The Agency maintains a GoToMyPc.com account for the purpose of telecommuting. In order for an
employee to access their computer via telecommuting, the computer to be accessed must remain in
logged-on status and must be secured to the extent possible to prevent unauthorized use.

Confidentiality
All information about individuals, families or organizations served by the Agency is confidential. No
information may be shared with any person, contractor, or organization outside the Agency unless
express written permission is given by:

* the individual whose information is to be shared

* the parent or guardian of any minor child whose information is to be shared

* an authorized person of any organization whose information is to be shared

The Agency shall maintain proof of the permission granted in the appropriate files._

Copyrighted Information

Use of the Agency’s electronic communication systems to copy, modify, or transmit documents, software,
information or other materials protected by copyright, trademark, patent or trade secrecy laws, without
obtaining prior written permission from the owner of such rights in such materials, is prohibited.

Installation of Software
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The installation of new software on the computers of the Agency without the prior approval of the
Information Technology Coordinator is prohibited. If an employee desires to install any new programs
onto an Agency computer, written permission from the Information Technology Coordinator and/or the
Executive Director must first be obtained.

Other Prohibited Uses

Other prohibited uses of the Agency’s communication systems include, but are not limited to:

1.

10.

11.

12.

Engaging in any communication that is discriminatory, defamatory, pornographic, obscene, racist,
sexist, evidences religious bias, or is otherwise of a derogatory nature toward any specific person,
or toward any race, nationality, gender, marital status, sexual orientation, religion, disability,
physical characteristic, age group, or any other protected class;

Browsing or downloading and/or forwarding and/or printing pornographic, profane, discriminatory,
threatening or otherwise offensive material from any source including, but not limited to, the
Internet;

Engaging in any communication that is in violation of federal, state or local laws;

Proselytizing or promoting religious belief or tenet;

Campaigning for or against any candidate for political office or any ballot proposal or issue;

Sending, forwarding, redistributing or replying to “chain letters;”

Unauthorized use of passwords to gain access to another user’s information or communications
on the Agency’s systems or elsewhere;

Advertising, solicitation or other commercial, non-programmatic use;

Knowingly introducing a computer virus into the Agency’s communication system or otherwise
knowingly causing damage to the Agency’s systems;

Using the Agency’s systems in a manner that interferes with normal business functions in any
way, including but not limited to, intentionally streaming non-business related video from the
Internet during business hours, continuous-feed stock tickers, or other programs, websites, or
widgets that cause a decrease in the Agency’s Internet bandwidth;

Excessive personal use of the Agency’s technologies that preempts any business activity or
interferes with organizational productivity;

Sending E-mail messages under an assumed name or obscuring the origin of an E-mail message
sent or received.
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Disciplinary Action for Violations

Failure to comply with the standards contained in this policy will render the violator subject to Policy 716
under the Agency’s Personnel Policies and Procedures.

A Board member who violates this policy may be removed from the Board by majority vote.

R rting of ted Violation

Suspected violations of these policies should be immediately and confidentially reported to your
immediate supervisor. If you prefer not to discuss it with your supervisor, you may contact the Executive
Director or the Board Chair.

The Agency reserves the right to install programs that monitor employee use of the Internet and electronic
communication systems and to act on any violations of these policies found through use of such
programs. The Agency further reserves the right to examine any and all electronic communications sent
or received by employees via the Agency’s electronic communications systems.

Purpose of Inventory

The purpose of conducting inventory practices is to establish property control and accountability in
compliance with the Rules and Regulations as established by the Office of the State Comptroller and the
Federal Government. Further, these practices establish a basis for projecting and budgeting property
replacement associations, provide accountability for increased security against pilferage of vulnerable
property, maximize property utilization and identification of assets which are excess or surplus, and
establish a basis for projecting future budgets to support new or renovated facilities.

General Definitions
Capital Assets: Any depreciable piece of property or furniture with an original unit cost of $5,000.00 or
greater, and a life expectancy of one or more years.

Non-capital — Major: Any depreciable and non-consumable piece of property or equipment with an
original unit cost of at least $500, but less than $5,000.

Non-capital —Minor: Any non-depreciable and non-consumable piece of property or equipment with an
original unit cost of less than $500.
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Owner: While it is recognized with few exceptions that the title of all assets is held by Community
Services of Northeast Texas Inc., regardless of federal interest, for the purpose of inventory control and
accountability, “owner” shall be defined as the program which is in control of the item.

Adding items to th ital A t/Inventory List

When an item has been purchased for a unit cost of $50 but less than $5000, cannot be depreciated,
and is non-consumable, the item must be added to that Program’s inventory list.

When property and/or equipment has been purchased with a unit cost of $5,000 or more, has a useful
life of one or more years, and can be depreciated, the item must be added to the Agency’s Capital Asset
List and the Program’s inventory list.

Dj | of items on th ital A Inventory Li

All disposition policies and procedures must be followed according to the funding source of the item.

UNDER NO CIRCUMSTANCES SHALL ASSETS (PROPERTY/SUPPLIES) UNDER COMMUNITY
SERVICE’'S JURISDICTION, LOCATED ON ANY CAMPUS OR AT ANY OF ITS LOCATIONS, AND
INCLUDING OFFICES, BE PERMANENTLY REMOVED, SCRAPPED, DONATED, CANNABLIZED OR
DESTROYED WITHOUT PRIOR WRITTEN APPROVAL FROM THE ADMINISTRATIVE OFFICE.

Cycle Inventory

To ensure that a program’s request for additions, deletions or other changes to the inventory were
properly recorded; it is necessary to make comparison between the revised Inventory report and the
original that was previously supplied. After making the comparison, additions or changes to the inventory
are made.

Maintenance of Inventory Records

Once the comparison is complete and all the necessary additions or change requests have been
submitted, all information is forwarded to the Inventory Agent.

Property Security
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It is the responsibility of each Program Director to convey the importance of building and room security
to all members of the Program. Guidelines addressing room and assets security should be established
and practiced within each Program location, incorporating the following essential elements:

* Maintaining adequate key control of areas within each Program

* Inventory record of keys

Conducting periodic building surveys so that access to restricted areas is limited only to those who
are authorized to use the area

» Purchasing special deterrents such as lockdown pads and alarm systems to secure valuable assets
such as computers, small scientific devices

If an item is stolen, call the Program Director immediately. The Program Director will then report this
to the Service Department to follow-up on the report

Personal Property

All personal property should be registered with the Inventory Agent.

Transfer of Property

Transfer of Property Within Program Locations

Property may be transferred from one location to another location on a permanent basis. These transfers
within the purchasing program are permitted, with the approval of the Program Director. Form 904 should
be completed to denote the transfer of the property to a new location. The updated Form 904 should be
submitted to the Inventory Agent.

Transfer of Property Between Programs

Each Funding source has regulations regarding the transfer of property between programs. These
regulations are to be followed when assessing the transfer of property between programs. (This may
include written permission from the funding source and may take an extended period of time.) Programs
or individual staff, who are aware of and interested in obtaining such property, must obtain written
approval from the Program Director and the Executive Director to process property transfers from one
program to another. Support Services staff will not allow the transfer of assets from one program to
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another until they have written approval from the Program Director and the Executive Director.

Capital Assets Property

Standards and Procedures require CSNT to screen all proposed property purchases. These procedures
must ensure that the property is placed in the Inventory Database System and on the Capital Assets List,
if applicable. The Chief Financial Officer is responsible for ensuring this is handled properly.

Audits are conducted by designated personnel annually to assess the accuracy of inventory record
information for each Program. The holdings of every Program are spot-checked throughout the course
of the year through on-going monitoring and audit reports are immediately provided to each chairperson
or director citing the results of such audits/monitorings. A physical audit, in the form of a cycle inventory,
of all property is taken every two years with the results reconciled with the inventory records by the
Inventory Agent and/or their designee. Division Directors are required to address discrepancies between
inventory records and audit findings as reported.

As part of CSNT’s Internal Controls, designated Service Department staff will periodically spot-check
selected property items under $5,000 to verify their existence and condition.

If any inventory items cannot ultimately be located, they should be routinely reported to the Program
Director as stolen or unaccountable. The Director will report this to the Services Manager. After an
investigation, the Services Manager will report the theft, loss, or misuse of any/all assets to the Executive
Director. In addition to submitting the report to the Executive Director, the Services Manager is also
required to send a copy of the report to the Program Director.

For more information on Inventory, consult the Agency’s Inventory Policies and Procedures.

GENERAL LEDGER AND CHART OF ACCOUNTS

The general ledger is defined as a group of accounts that supports the information shown in the major
financial statements. The general ledger is used to accumulate all financial transactions of the Agency,
and is supported by subsidiary ledgers that provide details for certain accounts in the general ledger. The
general ledger is the foundation for the accumulation of data and reports.
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Chart of Accounts Overview [top]

The chart of accounts is the framework for the general ledger system, and therefore the basis for the
Agency's accounting system. The chart of accounts consists of account titles and account numbers
assigned to the titles. General ledger accounts are used to accumulate transactions and the impact of
these transactions on each asset, liability, net asset, revenue, expense and gain and loss account.

The Agency’s chart of accounts is comprised of six types of accounts:

Assets

Liabilities

Net Assets
Revenues
Expenses

Gains and Losses

ok wnE

Each four-digit account number is preceded by a two-digit grant code, a two-digit program/ administration
code, and a three-digit location code.

Distribution of Chart of Accounts

All Agency employees involved with account coding responsibilities (assignment or review of coding) or
budgetary responsibilities will be issued a current chart of accounts. As the chart of accounts is revised,
an updated copy of the chart of accounts shall be distributed to these individuals promptly.

Control of Chart of Accounts

The Agency's chart of accounts is monitored and controlled by the Chief Financial Officer.
Responsibilities include the handling of all account maintenance, such as additions and deletions. Any
additions or deletions of accounts should be approved by the Chief Financial Officer, who ensures that
the chart of accounts is consistent with the organizational structure of the Agency and meets the needs
of each division and department.

Account Definitions
General Ledger

Account Range Category Definition
1000 - 1999 Assets

Assets are probable future economic benefits obtained
or controlled by the Agency as a result of past
transactions or events. Assets of the Agency are
classified as current assets, fixed assets, contra-assets,
and other assets.
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2000 - 2999

Account Definitions (Continued)

General Ledger
Account Range

Liabilities

Category

Current assets are assets that are available or can be
made readily available to meet the cost of operations or
to pay current liabilities. Some examples are cash,
temporary investments, and receivables that will be
collected within one year of the statement of financial
position date.

Fixed assets are tangible assets with a useful life of
more than one year that are acquired for use in the
operation of the Agency and are not held for resale.

Contra-assets are accounts that reduce asset accounts,
such as accumulated depreciation and reserves for
uncollectible accounts receivable

Other_assets include long-term assets that are assets
acquired without the intention of disposing them in the
near future. Some examples are security deposits, and
long-term investments.

Liabilities are probable future sacrifices of economic
benefits arising from present obligations of the Agency
to transfer assets or provide services to other entities in
the future as a result of past transactions or events.
Liabilities of the Agency are classified as current or long-
term.

Definition

Current liabilities are probable sacrifices of economic
benefits that will likely occur within one year of the date
of the financial statements or which have a due date of
one year or less. Common examples of current liabilities
include accounts payable, accrued liabilities, short-term
notes payable, and deferred revenue.

Long-Term Liabilities are probable sacrifices of
economic benefits that will likely occur more than one
year from the date of the financial statements. An
example is the non-current portion of a mortgage loan.
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3000 — 3999 Net Assets

4000 — 4999 Revenues

5000 - 9990 Expenses

Account Definitions (Continued)

General Ledger
Account Range Category

Net Assets is the difference between total assets and
total liabilities. See the next section for the Agency’s
policies on classifying net assets.

Revenues are inflows or other enhancements ofassets,
or settlements of liabilities, from delivering or producing
goods, rendering services, or other activities that
constitute an Agency’s ongoing major or central
operations.

Revenues of the Agency also include grants received
from government agencies, private foundations and
corporations and contributions received from donors.

Expenses are outflows or other encumbrance of assets
or establishment of liabilities from delivered or produced
goods, rendered services, or carrying out other activities
that constitute the Agency’s ongoing major or central
operations.

Definition

Gains and Losses

Gains are increases in net assets from peripheral or
incidental transactions and from all other transactions
and other events and circumstances affecting the
Agency except those that result from revenues or
contributions.

Losses are decreases in net assets from peripheral or
incidental transactions and from all other transactions
and other events and circumstances affecting the
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Agency except those that result from expenses.
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Gains or losses occur when the Agency sells a fixed
asset or writes off as worthless a fixed asset with
remaining book value.

Individual Tracking
00000001 — 99999999 These numbers are used for tracking expenses by
individual household. The number is generated by the
client tracking software and entered into the accounting
software.

Classification of Net Assets

Net assets of the Agency shall be classified based upon the existence or absence of donor-imposed
restrictions as follows:

Unrestricted Net Assets - Net assets that are not subject to donor imposed
stipulations.

Temporarily Restricted Net Assets - Net assets subject to donor imposed
stipulations that may or will be satisfied through the actions of the Agency and/or
the passage of time.

Permanently Restricted Net Assets - Net assets subject to donor imposed
stipulations that the Agency permanently maintain certain contributed assets.
Generally, donors of such assets permit the Agency to use all or part of the income
earned from permanently restricted net assets for general operations or for specific
purposes.

Net assets accumulated by the Agency that are not subject to donor imposed restrictions, but which the
Board of Directors of the Agency has earmarked for specific uses, shall be segregated in the accounting
records as "Board-designated" funds within the unrestricted category of net assets.

Fiscal Year of Agency

The Agency shall operate on a fiscal year that begins on October 15t and ends on September 30" of each
calendar year. Any changes to the fiscal year of the Agency must be ratified by majority vote of the
Agency’s Board of Directors.

Journal Entries
All general ledgers entries that do not originate from a subsidiary ledger shall be supported by journal

vouchers or other documentation, which shall include a reasonable explanation of each such entry.
Examples of such journal entries include:
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1. Recording of noncash transactions
2. Corrections of posting errors
3. Non-recurring accruals of income and expenses

Certain journal entries are recorded at year end. These entries may include, but are not limited to:

1. Depreciation of fixed assets

2. Amortization of prepaid expenses
3. Accruals of recurring expenses

4 Amortization of deferred revenue

Support for recurring journal entries shall be in the form of a schedule associated with the underlying
asset or liability account or, in the form of a journal voucher.

It is the policy of the Agency that all non-routine adjusting journal entries not originating from subsidiary
ledgers shall be authorized in writing by the Chief Financial Officer by initialing or signing the entries. If
the non-routine adjusting journal entry is originated by the Chief Financial Officer, it shall be approved by
the Executive Director.

EINANCIAL MANAGEMENT POLICIES
BUDGETING

Overview

Budgeting is an integral part of managing any Agency in that it is concerned with the translation of
organizational goals and objectives into financial and human resource terms. A budget should be
designed and prepared to direct the most efficient and prudent use of the Agency's financial and human
resources. A budget is a management commitment of a plan for present and future organizational
activities that will ensure survival. It provides an opportunity to examine the composition and viability of
the Agency's programs and activities simultaneously in light of the available resources.

Preparation and Adoption

It is the policy of the Agency to prepare an annual budget on the accrual basis of accounting. To prepare
the Agency budget, the Chief Financial Officer in conjunction with the Program Directors shall gather
proposed budget information from all Department Directors and others with budgetary responsibilities
and prepare the first draft of the budget. Budgets proposed and submitted by each department should be
accompanied by a narrative explanation of the sources and uses of funds and explaining all material
fluctuations in budgeted amounts from prior years and discuss said budgets with the Chief Financial
Officer in their preparation of said budget.

After appropriate revisions and a compilation of all department budgets by the Chief Financial Officer, a

draft of the Agency-wide budget, as well as individual department budgets, is presented to the Executive
Director for discussion, revision, and initial approval.
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The Agency overall budget shall be submitted to the Board of Directors for approval prior to the Agency’s
new fiscal year. Each program budget shall be submitted to the Finance Committee prior to the Program’s
year for approval. Additionally, the Head Start / Early Head Start budget will be submitted to the Policy
Council for approval.

Monitoring Performance

It is the policy of the Agency to monitor its financial performance by comparing and analyzing actual
results with budgeted results. This function shall be accomplished in conjunction with the monthly
financial reporting process described earlier.

On a monthly basis, financial reports comparing actual, month-to-date and year-to-date revenues and
expenses with budgeted year-to-date amounts shall be produced by the Chief Financial Officer and
distributed to each employee with budgetary responsibilities. These individuals shall be responsible for
responding with a written explanation of all budget variances in excess of five percent on a monthly basis.
Additionally, these reports are submitted to the Finance Committee monthly and quarterly to the Board
of Directors.
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ANNUAL AUDIT
Role of the In ndent Auditor

It is the policy of the Agency to arrange for an annual audit of the Agency's financial statements to be
conducted by an independent accounting firm. The independent accounting firm selected by the Agency
will be required to communicate directly with the Agency's Board upon the completion of their audit. In
addition, members of the Board of Directors, the Executive Director and the Chief Financial Officer are
authorized to initiate communication directly with the independent accounting firm upon completion of the
audit.

Audited financial statements, including the auditor's opinion thereon, will be submitted and presented to
the Board of Directors by the independent accounting firm at the Agency’s Board meeting, after the
financial statements have been reviewed and approved by the Finance Committee.

How Often to Review th lection of the Auditor

The Agency’s Finance Committee in conjunction with the Executive Director and the Chief Financial
Officer shall review the selection of its independent auditor in the following circumstances:

1. Anytime there is dissatisfaction with the service of the current firm
2. When a fresh perspective and new ideas are desired
3. Every 4 years to ensure competitive pricing and a high quality of service

Selecting an Auditor
The following factors shall be considered by the Agency and/or its Finance Committee in selecting an
accounting firm:

1. The firm’s reputation in the non-profit community

2. The depth of the firm’s understanding of and experience with non-profit agencies and federal
reporting requirements under 2 CFR Part 200, Uniform Administrative Requirements, Cost
Principles, and Audit Requirements for Federal Awards, Yellow Book and all governmental grant
requirements of the Agency

3. The firm’s demonstrated ability to provide the services requested in a timely manner

4, The ability of firm personnel to communicate with Agency personnel in an effective manner

The Agency will prepare and issue a written Request for Proposal (RFP) to be sent to prospective audit
firms. The RFP process must be performed no less frequently than every four years. The following
information shall be included:

Period of services required

Type of contract to be awarded (fixed fee, cost basis, etc.)

Complete description of the services requested (audit, management letter, tax returns, etc.)
Notice that the successful bidder shall prepare a draft of the audit report, to be provided to the
Agency in electronic form prior to the finalization of the audit

N
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9.

10.
11.
12.

13.

Notice that the successful bidder shall present the audit to the Finance Committee and/or the full
Board of Directors at their next monthly meeting following completion of the audit (Identification
of additional meetings requiring their attendance, if any)

Financial information about the Agency

Copy of prior year reports (financial statements, management letters, etc.)

Notice that the audit is to be performed accordance with 2 CFR Part 200, Uniform
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards
Other information considered appropriate

Description of proposal and format requirements

Due date of proposals

Overview of selection process (i.e. whether finalists will be interviewed, when a decision shall be
made, etc.)

Identification of criteria for selection

Minimum Proposal Requirements from prospective CPA firms shall be:

o0k wN R

Firm’s auditing background

Biographical information (resumes) of key firm member(s) who will serve the Agency
Client references

Information about the firm's capabilities

Firm's approach to performing an audit

Copy of the firm’s most recent quality/peer review report, including any accompanying letter of
findings

Other resources available with the firm

Expected timing and completion of the audit

Expected delivery of reports

Cost estimate including estimated number of hours per staff member

Rate per hour for each auditor

Other information as appropriate

The Finance Committee of the Board of Directors will narrow down the proposals to the top selections
with the input of the Executive Director and the Chief Financial Officer.
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Preparation for the Annual Audit

The Agency shall be actively involved in planning for and assisting with the Agency’s independent
accounting firm in order to ensure a smooth and timely audit of its financial statements. In that regard,
the finance department shall provide assistance to the independent auditors in the following areas:

Planning - The Chief Financial Officer is responsible for delegating the assignments and responsibilities
to accounting staff in preparation for the audit. Assignments shall be based on the list of requested
schedules and information provided by the independent accounting firm.

Involvement - Agency staff will do as much work as possible in order to assist the auditors and, therefore,
reduce the cost of the audit.

Interim Procedures - To facilitate the timely completion of the annual audit, the independent auditors
may perform selected audit procedures prior to the Agency’s year-end. By performing significant portions
of audit work as of an interim date, the work required subsequent to year-end is reduced. Agency staff
will provide requested schedules and documents and otherwise assist the auditors during any interim
audit fieldwork.

Throughout the audit process, it shall be the policy of the Agency to make every effort to provide
schedules, documents and information requested by the auditors in a timely manner.

Concluding the Audit

Upon receipt of a “DRAFT” of the audited financial statements of the Agency from its independent auditor,
the Executive Director and the Chief Financial Officer shall perform a detailed review of the "DRAFT”,
consisting of the following procedures:

1. Carefully read the entire report for typographical errors

2. Trace and agree each number in the financial statements and accompanying footnotes to the

accounting records and/or internal financial statements of the Agency

Review each footnote for accuracy and completeness

Review all supporting information for accuracy as defined above

5. Read and review all federal sections of the report for accuracy and understanding, as well as,
responses required to any findings stated in the report

hw

Any questions or errors noted as part of this review shall be communicated to the independent auditor in
a timely manner and resolved to the satisfaction of the Chief Financial Officer and Executive Director.

It shall also be the responsibility of the Executive Director and Chief Financial Officer to review and

respond in writing to all management letter or other internal control and compliance report findings and
recommendations made by the independent auditor.
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INSURANCE

Overview

It is fiscally prudent to have an active risk management program that includes a comprehensive insurance
package. This will ensure the viability and continued operations of the Agency.

It is the policy of the Agency to maintain adequate general liability insurance, as well as coverage for
buildings and contents.

The Executive Director is responsible to monitor these policies to assure that adequate coverage
amounts are maintained. At least every two years, the Executive Director will select 2 to 3 Management
Staff to form a committee. This committee will analyze the Risk Management policies and procedures for
the Agency. This committee will also assure adequate insurance coverage amounts are maintained.

ver idelin

As a guideline, the Agency will arrange for the following types and levels of insurance as a minimum:

Type of Coverage Amount of Coverage

Comprehensive Liability $1,000,000

Automobiles for use by Employees $1,000,000

Employee Theft $500,000 per occurrence

Fire and Water Damage Coverage for all items with acquisition cost

greater than $1,000
Directors and Officers $1,000,000 (with an appropriate deductible level)

Theft Coverage for all items with acquisition cost
greater than $1,000

Workers' Compensation To the extent required by law

The Agency shall maintain a detailed listing of all insurance policies in effect. This listing shall include
the following information at a minimum:

1. Description (type of insurance)
2. Coverage and deductibles
3. Policy effective dates

45



POLICIES ASSOCIATED WITH REVENUES AND CASH RECEIPTS

REVENUE

Revenue Recognition Policies

The Agency receives revenue from several types of transactions. Revenue from each of these types of
transactions is recognized in the financial statements of the Agency in the following manner:

1. Federal Awards — Revenues from Federal Awards are recorded in the general ledger upon receipt.
At Fiscal Year End (FYE) and Program Year End (PYE) an entry is made to Grants Receivable to ensure
an accurate accounting of the award revenue.

2. State Pass-Through Grants — Revenues from State Pass-Through Grants are recorded in the general
ledger upon on receipt. At Fiscal Year End (FYE) and Program Year End (PYE) an entry is made to
Grants Receivable to ensure an accurate accounting of the award revenue.

3. State Awards — Currently the Agency does not receive any State awards.
4. Private Awards — Revenues from Private Awards are recorded in the general ledger upon receipt.
5. Private Grants — Revenues from Private Grants are recorded in the general ledger upon receipt.

6. Contributions and Donations

a. Donations by participants/clients — Revenues received are recorded on the appropriate form
required by the recipient program and recorded in the appropriate general ledger account and are
recorded in the period in which it is received.

b. In-kind donations — In-kind contributions and donations received are recorded in the general
ledger separately from other revenue. Such contributions are posted to the appropriate benefitting
program or grant. Such contributions are recorded in the period in which they are received.

c. Sponsorships — Sponsorships received are recorded in the general ledger to the appropriate
program or grant such Sponsorship is intended to benefit in the period in which it is received.

d. Other Contributions and Donations — Other contributions and donations including those
considered to be unrestricted funds will be recorded in the general ledger in one of the unrestricted fund
categories and are recorded in the period in which it is received.

7. Fee-for-Service Income — Recognized as income when services are rendered unless collection
of amounts due is in question. In this case, revenue is recognized when payments are received.

8. Interest income — monthly accrual based on when it was earned.

Immaterial categories of revenue may be recorded on the cash basis of accounting (i.e., recorded as
revenue when received) as deemed appropriate by the Chief Financial Officer.
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COST SHARING AND MATCHING (IN-KIND)
Qverview

The Agency values contributed services and property that are to be used to meet a cost sharing or
matching requirement at their fair market values at the time of contribution, unless award documents or
federal agency regulations identify specific values to be used.

The Agency shall claim contributions as meeting a cost sharing or matching requirement of a federal
award only if all of the following criteria are met:

1. They are verifiable from Agency records.

2. They are not included as contributions (or match) for any other federally-assisted project or
program.

3. They are necessary and reasonable for proper and efficient accomplishment of project or
program objectives.

4. They are allowable under the federal cost principles, 2 CFR Part 200 Subpart E, Cost Principles.

5. They are not paid by the federal government under another award, except where authorized by
federal statute to be used for cost sharing or matching.

6. They are provided for in the approved budget when required by the federal awarding agency.

7. They conform to all provisions of federal administrative regulations, 2 CFR Part 200 Subpart D, Post
Federal Awards Requirements.

8. In the case of donated space, (or donated use of space), the space is subject to an independent
appraisal performed by a certified appraiser as defined by 2 CFR Part 200.306(i)I1) to establish
its value.

Definitions
The following definitions shall apply with respect to the policies described in this section:

Contribution (Contribution by Participant) - An unconditional transfer of cash or other assets to the
Agency, or a settlement or cancellation of the Agency's liabilities, in a voluntary nonreciprocal transfer by
another entity acting other than as an owner.

Condition - A donor-imposed stipulation that specifies a future and uncertain event whose occurrence
or failure to occur gives the promissory a right of return of the assets it has transferred to the Agency or
releases the promissory from its obligation to transfer its assets.

Restriction - A donor-imposed stipulation that specifies a use for the contributed asset that is more
specific than broad limits resulting from the nature of the Agency, the environment in which it operates,
and the purposes specified in the Agency's articles of incorporation and bylaws. Restrictions on the
Agency's use of an asset may be temporary or permanent.
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Nonreciprocal Transfer - A transaction in which an entity incurs a liability or transfers assets to the
Agency without directly receiving value from the Agency in exchange.

Promise to Give - A written or oral agreement to contribute cash or other assets to the Agency.

Exchange Transaction - A reciprocal transaction in which the Agency and another entity each receive
and sacrifice something of approximately equal value.

Non Federal Share — That portion of any federal program’s required expenditures not funded by a
federal grant.

In-kind — Goods and services donated to the Agency for which the Agency does not pay, but instead,
accounts for the value of said goods or services as Non Federal Share.

A nting for ntri ion

The Agency shall recognize contributed income or assets by donors or participants in the period in which
the Agency receives them. Assets in nonreciprocal transfers from donors or participants shall be
classified as increases in unrestricted, temporarily restricted, or permanently restricted net assets based
on the existence or absence of such restrictions.

When the final time or use restriction associated with a contributed asset has been met, a reclassification
between temporarily restricted and unrestricted net assets shall be recorded.

When the Agency receives support in the form of volunteer labor, the contribution income shall be
recorded as GAAP asset entry if one of the following two criteria is met:

1. The contributed service creates or enhances a nonfinancial asset (such as a building or
equipment), or

2. The contributed service possesses all three of the following characteristics:
a. It is the type of service that would typically be purchased by the Agency if it had not been
contributed,
b. It requires specialized skills (i.e. formal training in a trade or profession), and
c. It is provided by an individual possessing those specialized skills.

Contributed services that meet one of the two preceding criteria shall be recorded as GAAP In-Kind at
the fair market value of the service rendered. However, all other volunteer hours are considered Non-
GAAP In-Kind.

Examples of contributed services received and recorded as income by the Agency may include, but are
not limited to:
e Volunteer Participation
e Consultants
e Supplies
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e Medical services

e Field Trips
e Training
e Space

Receipts and Disclosures

The Agency and its donors are subject to certain disclosure and reporting requirements imposed under
the Internal Revenue Code and the underlying Regulations. To comply with those rules, the Agency shall
adhere to the following guidelines with respect to contributions received by the Agency.

For any separate contribution received by the Agency it shall provide a receipt to the donor. The receipt
shall be prepared by the Agency. All receipts prepared by the Agency shall include the following
information:

1. The amount of cash received and/or a description (but not an assessment of the value) of any
noncash property received;

2. A statement of whether the Agency provided any goods or services to the donor in consideration,
in whole or in part, for any of the cash or property received by the Agency from the donor, and

3. If any goods or services were provided to the donor by the Agency, a description and good faith
estimate of the value of those goods or services.

When the Agency receives cash in excess of $75, or noncash property with a value in excess of $75, as
part of a quid pro quo transaction, the Organization shall follow additional disclosure procedures. For
purposes of this paragraph, a quid pro quo transaction is one in which the Agency receives cash or
property in a transaction that is part contribution and part exchange transaction (i.e. the value of the
goods or services provided to the donor by the Agency is less than the value of cash or property provided
by the donor). In such instances, the Agency shall provide to the donor a receipt stating that only the
amount contributed in excess of the fair market value of the goods or services provided by the Agency
may be deducted as a charitable contribution. The receipt shall also include a good-faith estimate of the
fair market value of the goods or services provided to the donor by the Agency.

IRS rules provide for certain exceptions to the preceding disclosure rules applicable to quid pro quo
transactions. As such, the Agency shall not provide receipts when it receives cash or property in excess

of $75 in any of the following circumstances:

1. The goods provided to the donor during a year bear the Agency hame or logo and have an
aggregate cost of $7.60 or less;

2. The goods provided to the donor in a year have a fair market value equal to no more than 2% of
the contribution or $76, whichever is less; or
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3. The gift received by the Agency resulted from any fundraising appeal that included articles worth
no more than $7.60 as adjusted by the Internal Revenue Service each year, as well as arequest
for contributions and a statement that the recipient may keep the article even if a contribution is
not made.

The preceding thresholds are adjusted for inflation by the IRS on an annual basis. Inflation adjustments
subsequent to 2002 are not incorporated into this policy manual by reference.

All estimates of the fair market value of goods or services provided by the Agency shall be approved by
the Chief Financial Officer and the Executive Director.

It is the policy of the Agency to comply with all current federal and state rules regarding solicitation and
collection of charitable contributions, whether specifically addressed in this manual or not, as well as all
future revisions to those rules.

Head Start / Early Head Start In-kind Policy

Introduction

The following policies and procedures are intended to provide an overview of the in-kind activities of
CSNT Head Start / Early Head Start. The primary purpose of the in-kind policies and procedures is to
document how CSNT Head Start / Early Head Start is gathering and documenting in-kind in compliance
with the requirements of the Head Start / Early Head Start Performance Standards and 2 CFR Part
200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal
Awards.

These policies and procedures have been approved by the CSNT Governing Board and the CSNT
Head Start / Early Head Start Policy Council. All CSNT Head Start / Early Head Start staff are to
comply with these policies and procedures when gathering and documenting in-kind.

Grant Reguirements

The CSNT Head Start / Early Head Start Grant requires that 20 percent of the total grantee budget be
submitted as non-federal share. To wit: 20 percent of the total Head Start / Early Head Start Budget
must come from donations made by the communities served by Head Start / Early Head Start. This
non-federal share shall be met within following guiding principles:

e The goods or services are necessary, reasonable, allocable and allowable (2 CFR Part 200,
Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards)

e The goods or services support an activity that is included in the program plan and covered by the
Head Start / Early Head Start Program Performance Standards (45 CFR Chapter XllI)

e The goods or services are legally and appropriately allowable under a federal contract
50



e The goods or services are a normal and customary expenditure under a federal contract

e The services are performed by the donor for the program

e Cash becomes non-federal share when it is spent on an allowable program cost and is recorded as
non-federal share when the goods or services are purchased and reported on a monthly in-kind

report, not when the cash is received

¢ Any program income generated and approved for use by the program must be generated and used
in the budget year during which it is generated and is not counted as non-federal share

e The goods or services were provided during the applicable program period

e Source documentation exists in sufficient detail to support the claim of the goods or services as
non-federal share

e Services are valued similarly to the wages and benefits paid for a similar service performed by
program or Agency staff

¢ Where no similar service function or job exists in the program or Agency, services are valued based
on documented wage and benefits rates for similar services performed in the community at large

¢ Value lies in the service performed, not in the person performing the service
e Goods are valued at a rate consistent with their market value in the service area

¢ Discounts for goods or services are claimed only if those discounts are not available to the general
public

¢ Valuations for donations of space are supported by up-to-date, written professional appraisals. In
cases of less-than-arm’s-length leases, no in-kind will be calculated or used for non-federal share

e Time spent by parents or other volunteers on fundraising is not claimed as non-federal share
e Funds used for non-federal share match in one program are not used for match in another program

e Exceptin special circumstances where allowed by the state, federal dollars cannot be used for match
of other federal funds

In-Kind Responsibilities and Timing

CSNT Head Start / Early Head Start in-kind will be gathered on a monthly basis. All CSNT Head Start /
Early Head Start employees are responsible for gathering in-kind. All acquired in-kind must be
documented and submitted to the Finance General Support Staff. Each Campus Director is
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responsible for totaling and submitting their campus in-kind to the Finance General Support Staff by
the 1st and 3rd Friday of each month. All administrative in-kind will be collected by the appropriate staff
and submitted to the Program Monitor by the 5th of each month.

The Executive Director, Head Start Director and Financial Director will be responsible for maintaining a
current and accurate Real Estate Appraisal for all CSNT Head Start / Early Head Start properties. This
document must include the listed property, actual square footage, monthly rental amount based on fair
market value, actual monthly rental amount paid by CSNT Head Start / Early Head Start, and the in-
kind difference. This document must be dated and signed by a real estate agent.

In-Kind Homework

The Education Specialist will provide the teaching staff with in-kind homework by the 30™" of each
month for the following month. The homework will coincide with the monthly curriculum as well as be
age appropriate. It is the teacher’s responsibility to get the homework to the parents. It is also the
teacher’s responsibility to give the parent instructions on how to complete homework as well as the
volunteer timesheet in the correct way in order for it to be counted as in-kind. Any additional in-kind
homework the campus staff would like to use should be presented to the Education Specialist for
approval before being sent home with the child as in-kind homework. All in-kind homework must be
turned in along with other campus in-kind by the 5" of each month. Homework should include a
complete and signed volunteer timesheet with corresponding homework attached to the back of
timesheet. All volunteer timesheets must be complete with time, services performed, totals and
signatures in order to be counted.

In-Kind Monitorin

Each Campus Director will be responsible for monitoring the amount of in-kind collected for their
campus. It is the Campus Director responsibility to make sure all in-kind submitted to the Accounting
Clerk has the signed correct forms with the corresponding documentation attached. Any in-kind
submitted to Accounting Clerk with missing information, signatures or is unexplainable will be sent back
to the campus for correction.

In-Kind Reviews

Monthly In-kind Reports will be reviewed periodically as a part of the ongoing monitoring of the CSNT
Head Start / Early Head Start Program. Policy Council Budget Reports will also be reviewed on a
regular basis as a part of the monitoring/tracking process. Campus In-kind Reports will be tracked by
the Program Monitor

and submitted to the Head Start Director by the 10" of each month.

The results of reviews will be discussed openly with staff when a finding has been documented. The
resolution of any findings will be considered a joint effort between the campus staff and administrative
staff. All findings should be corrected within 45 days of the original notification unless otherwise
documented.

In-Kind Forms
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Approved forms are to be used when documenting and tracking in-kind. Completed forms should
accompany all submitted in-kind. Any in-kind questions should be directed to the Program Monitor
through the Campus Director.

CASH RECEIPTS

QOverview

Due to the liquid nature of Cash Receipts (including checks payable to the Agency), it is the objective of
the Agency to establish and follow the strongest possible Internal Controls. The Internal Controls Path
will be notated by the responsible party, or Internal Control Employee (ICE) and their numerical
designation, based on the number of employees required to deliver the highest level of Internal Controls.

In order to maintain adequate segregation of duties, staff not normally involved in accounting procedures
such as assistants, a receptionist, or program director may be assigned incoming cash-handling tasks
such as daily mail receipts.

The following is the internal control procedure for cash handling within the Agency. This particular
procedure requires five ICE employees:

1. Two individuals, ICE 1 and ICE 2, receive incoming funds together and, in the presence of one
another, create a permanent record of the funds received by documenting the receipt in the mail
log.

2. Someone other than the person(s) involved in Step 1, ICE 3, prepares a deposit slip.

ICE 4 takes the deposit to the bank to be credited to the proper bank account.

4. Someone other than the person(s) in Steps 1 through 3, ICE 5, will compare the list prepared in
Step 1 to the bank deposit records to verify that all funds were properly deposited.

5. When necessary, receipts are entered into the accounts receivable records by the ICE 3 and
approved by ICE 4.

6. Posting of any subsequent write-off or write-down of accounts receivable may only be done by
someone who does not have access to incoming funds. Such action requires proper review and
approval.

7. Reconciliations of anticipated revenue with actual recorded revenue are performed by individuals
who do not have access to incoming funds, typically ICE 4.

w

Processing of Checks and Cash Received in the Mail

Malil is retrieved from the Post Office Box. (ICE 1) Mail is opened by designated staff (ICE 2) and a listing
of cash/checks received shall be prepared in an open area, with another employee (ICE 1) present at the
opening of envelopes that may potentially contain cash, checks, or negotiable instruments. The mail shall
be recorded in the Mail Log. (ICE 2) All cash, checks, or negotiable instruments received via US Mail, or
any other method of delivery, shall be photocopied, a date-stamp applied to the photocopy, and delivered
(ICE 1) (with date-stamped photocopy) to the Finance Department (ICE 3) to be restrictively endorsed.
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Endorsement of Check

The restrictive endorsement shall be a rubber stamp that includes the following information:

1. For Deposit Only
2. Community Services of Northeast Texas, Inc.
3. A space for the bank account number of the proper account

A deposit slip is prepared by the Assistant Finance Director (ICE 3) from the cash/checks/instruments
received, and enters the information into the Program Activity Log. The Chief Financial Officer (ICE 4)
verifies the Program Activity Log. Deposits are then taken to the bank by an individual named by the
Chief Financial Officer. Different employees complete this task so that no one employee makes bank
deposits consistently.

Timeliness of Bank Deposits

Bank deposits will be made on a daily basis, unless the cumulative total amount received for deposit is
less than $500, or the proper account for the deposit is in question due to its nature. Once the cumulative
amount received exceeds $500, and/or the proper account has been established, a deposit will be made.
Regardless of the cumulative total of receipts, a deposit will be made weekly.

Reconciliation of Deposits
On a periodic basis, the Chief Financial Officer (ICE 4), and/or a non-Finance employee (ICE 5) reconcile

the listings of receipts to bank deposits reflected on the monthly bank statement. Any discrepancies shall
be immediately investigated.

GRANTS / RECEIVABLE MANAGEMENT

Monitoring and Reconciliations

The Agency records grants receivable and income as it is earned and billed during the grant year. The
Chief Financial Officer is responsible for monitoring budget-to-actual expenditures throughout the grant
year, and will meet semi-monthly with the Program Director and the Executive Director to discuss grant
fiscal results.

ACCOUNTS RECEIVABLE MANAGEMENT

Monitoring and Reconciliations

54



On a monthly basis, a detailed accounts receivable report is generated and reconciled to the general
ledger by the finance department. All differences are immediately investigated and resolved, and the
reconciliation is reviewed by the Chief Financial Officer.

redits an ther Adjustments to A nts R ivabl|

From time to time, credit against accounts receivable from transactions other than payments and bad
debt will occur. Examples of other credits include returned products and adjustments for billing errors.
An employee who is independent of the cash receipts function will process credits and adjustments to
Accounts Receivable, and all credits shall be authorized by the Chief Financial Officer.

Notes: Bad debt write-off are not allowable costs for federal grants.

POLICIES ASSOCIATED WITH EXPENDITURES AND DISBURSEMENTS

COST PRINCIPLES

All purchases, expenditures, and/or disbursements will be conducted under the principles that each will
be allowable, allocable, and reasonable.

PURCHASING POLICIES AND PROCEDURES

Overview
The policies described in this section apply to all purchases made by the Agency.

The Agency requires the practice of ethical, responsible, and reasonable procedures related to
purchasing, agreements and contracts, and related forms of commitment. The policies in this section
describe the principles and procedures that all staff shall adhere to in the completion of their designated
responsibilities.

The goal of these procurement policies is to ensure that materials and services are obtained in an
effective manner and in compliance with the provisions of applicable federal statutes and grant
requirements.

Responsibility for Purchasing

All Department Directors shall have the authority to initiate purchases on behalf of their department, within
the guidelines described herein. In addition, Department Directors may delegate purchasing authority to
responsible individuals within their department. Department Directors shall inform the Finance
Department of all individuals that may initiate purchases or prepare Purchase Requisitions.

Persons initiating Purchase Requisitions are responsible for acquiring the necessary approvals to begin
the purchase process. Once all approvals are obtained (Division Director, Chief Financial Officer,
Executive Director, or any official designee of each of these) the purchase may be completed.
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The person completing the purchase is responsible for adherence to all policies including cost principles,
procurement, and inventory requirements.

Non-Discrimination Policy

All contractors who are recipients of Agency’s funds, or who propose to perform any work or furnish any
goods under agreements with the Agency, shall agree to these principles:

1. Contractors will not discriminate against any employee or applicant for employment because of
race, religion, color, sexual orientation or national origin, except where religion, sex, or national
origin is a bona fide occupational qualification reasonably necessary to the normal operation of
the contractors.

2. Contractors agree to post in conspicuous places, available to employees and applicants for
employment, notices setting forth the provisions of this non-discrimination clause. Notices,
advertisements, and solicitations placed in accordance with Federal law, rule or regulation shall
be deemed sufficient for meeting the intent of this section.

Code of Conduct in Purchasing

Pursuant to 2 CFR Part 200.318 (c)(1);

Ethical conduct in managing the Agency’s purchasing activities is expected. Staff are mindful that they
represent the Board of Directors and share a professional trust with other staff and the general
membership.

Staff shall discourage the offer of, and decline, individual gifts or gratuities of value in any way that might
influence the purchase of supplies, equipment, and/or services. Staff shall notify their immediate
supervisor if they are offered such gifts.

No officer, Board member, employee, or agent of the Agency shall participate in the selection or
administration of a contractor if a real or apparent conflict of interest would be involved. Such a conflict
would arise if an officer, Board member, employee or agent, or any member of his/her immediate family,
his/her spouse/partner, or an organization that employs or is about to employ any of the parties indicated
herein, has a financial or other interest in the contractor selected.

Officers, Board members, employees and agents of Community Services of Northeast Texas, Inc. shall
neither solicit nor accept gratuities, favors, or anything of monetary value from contractors or parties to

sub-agreements. However, unsolicited gifts of a nominal value of $25 or less may be accepted with the
approval of the Executive Director.

Use of Purchase Requisitions
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It is the policy of the Agency to utilize a Purchase Requisition system. A properly completed Requisition
(Agency FORM 101) shall be required for each purchase decision, including disbursements which may
also require the preparation of separate forms described elsewhere in this manual.
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Authorizations and Purchasing Limits

All completed Purchase Requisitions must be signed by the preparer and approved by the appropriate
Department Director(s), Chief Financial Officer, and Executive Director.

Contract Authority

All contracts, agreements, memoranda of understanding, and renewals of same, between the Agency
and outside parties must be approved by the Executive Director. Only the Executive Director may legally
bind the Agency, and thus is the only employee who is authorized to enter into any contract, agreement,
or memorandum of understanding on behalf of the Agency.
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Competition
Pursuant to 2 CFR Part 200.319;
In order to promote open and full competition, purchasers will:

* Be alert to any internal potential conflicts of interest.

* Be alert to any noncompetitive practices among contractors that may restrict, eliminate, or restrain trade.
* Not permit contractors who develop specifications, requirements, or proposals to bid on such
procurements.

* Award contracts to bidders whose product or service is most advantageous in terms of price,

guality, and other factors.

* Issue solicitations that clearly set forth all requirements to be evaluated.

* Reserve the right to reject any and all bids when it is in the Organization’s best interest.

* Not give preference to state or local geographical areas unless such preference is mandated by Federal
statute. (200.319(b))

* “Name brand or equivalent” description may be used as a means to define the performance or
requirements (200.319(c)(1))

PROCUREMENT POLICIES [top]

Cost Analysis

Every purchase made by the Agency requires a cost analysis. At times, such as a purchase of a single
item costing a minimal amount, this analysis can be as simple as using good judgement about the
reasonable cost of an item. A minimal amount would be characterized as an item costing less than five
dollars and a minimal purchase would be characterized as an order of three or less of said item.

The cost principle of allowability, allocability, and reasonableness should be used in each cost analysis.
As the unit cost of the item rises, so does the complexity and depth of the cost analysis.

An in-depth, written cost analysis is required for purchases with a unit cost over $25,000.

Thresholds and Triggers

$5 Minimal Purchase

Under $25 Can be purchased from petty cash

Over $100 Requires Price Quote Form

Over $50 Requires Inventory Tag (unless item is consumable)
Over $50, less than $500 Considered Minor Equipment

Over $500, less than $5,000 Considered Major Equipment

Over $5,000 Requires written bid from contractor

Over $5,000 Requires funding source approval
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Over $5,000 Considered Capitalized Equipment
Over $25,000 Requires Sealed Bid Process

Required Requests For Proposals from Contractors

Purchases in excess of $100 require the completion of a Price Quote Form. The completed Price Quote
Form is to be attached to a completed requisition and submitted for approval.

Purchases where the cost of labor, services, annual lease, or the price of a single item exceeds $5,000,
the Agency shall receive written quotations and/or proposals from at least three (3) contractors. After
selecting which contractor should obtain the contract, and prior to awarding said contract, the Agency
shall secure written approval of the purchase from the prevailing funding source and any other funder
which shall hold an interest in the purchase.

Purchase decisions exceeding $25,000 for labor, equipment, supplies or services purchased, leased or
contracted for shall be made only after receiving written bids from at least three (3) contractors.
Recommendations shall be based on consideration of all applicable criteria as described under
“Evaluation of Alternative Contractors” below, plus funding source approval, where required. Sealed bids
shall be utilized when required by a Federal awarding Agency, and/or when the decision will be based
primarily on price.

Requests For Proposals (RFP) should include the following:
1. A clear and accurate description of the requirements for the material, product or service to be

procured. In competitive procurements, such a description shall not contain features, which
unduly restrict competition.

2. Requirements which the bidder/offeror must fulfill and all other factors to be used in evaluating
bids or proposals (see the next section entitled “Evaluation of Alternative Contractors” for required
criteria)

3. A description, whenever practicable, of technical requirements in terms of functions to be

performed or performance required, including the range of acceptable characteristics or minimum
acceptable standards.

4. The specific features of "brand name or equal" descriptions that bidders are required to meet
when such items are included in the solicitations.

5. The acceptance, to the extent practicable and economically feasible, of products and services
dimensioned in the metric system of measurement.

6. Preference, to the extent practicable and economically feasible, for products and services that
conserve natural resources and protect the environment and are energy efficient.
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7. A description of the proper format, if any, in which proposals must be submitted, including the
name of the Community Services of Northeast Texas, Inc. person to whom proposals should be

sent.
8. The date by which proposals are due.
9. Required delivery or performance dates/schedules.

10. Clear indications of the quantity (ies) requested and unit(s) of measure.

R rd-K ing A iated with In ndent ntractor

The Agency shall obtain a completed Form W-9 or equivalent substitute documentation from all
contractors to whom 1099-qualifying payments are made. A record shall be maintained of all contractors
to whom a Form 1099 is required to be issued at year-end. Payments to such contractors shall be
accumulated over the course of a calendar year.

Extensions of Due D nd Receipt of L Pr |

Solicitations should provide for sufficient time to permit the preparation and submission of offers before
the specified due date. However, in the event that a prospective offeror requests an extension to a due
date specified in a solicitation, and such an extension is both justified and compatible with the
requirements of the Agency, an extension may be granted by the purchasing representative.

Contractor proposals are considered late if received after the due date and time specified in the
solicitation. All such late proposals shall be marked “Late Proposal” on the outside of the envelope and
retained, unopened, in the procurement folder. Contractors that submit late proposals shall be sent a
letter notifying them that their proposal was late and could not be considered for award.

Evaluation of Alternative Contractors
Alternative contractors shall be evaluated on a weighted scale that considers the following criteria:

Adequacy of the proposed methodology of the contractor

Skill and experience of key personnel

Demonstrated company experience

Other technical specifications as designated by proposal request
Compliance with administrative requirements of the request for proposal
Contractor’s financial stability

Contractor’'s demonstrated commitment to the nonprofit sector

© N o g bk~ w NP

Results of communications with references supplied by contractor
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9. Ability to meet time deadlines

10. Cost
11. Historically Underutilized Business status of contractor
12. Other criteria as specified by proposal request

Not all of the preceding criteria may apply in each purchasing scenario. However, in each situation
requiring consideration of alternative contractors, the department responsible for the purchase shall
establish the relative importance of each criterion prior to requesting proposals and shall evaluate each
proposal on the basis of the criteria and weighting that have been determined.

Affirmative Consideration of Minority, Small Business and Women-Owned Businesses

Positive efforts shall be made by the Agency. to utilize small businesses, minority-owned firms, and
women's business enterprises, whenever possible. The following steps shall be taken in furtherance of
this goal:

1. Ensure that small business, minority-owned firms, and women's business enterprises are used to
the fullest extent practicable.

2. Make information on forthcoming opportunities available and arrange time frames for purchases
and contracts to encourage and facilitate participation by small business, minority-owned firms
and women's business enterprises.

3. Consider in the contract process whether firms competing for larger contracts tend to subcontract
with small businesses, minority-owned firms and women's business enterprises.

4. Encourage contracting with consortiums of small businesses, minority owned firms and women's
business enterprises when a contract is too large for one of these firms to handle individually.

5. Use the services and assistance, as appropriate, of such organizations as the Small Business
Administration and the Department of Commerce's Minority Business Development Agency in the
minority-owned firms and women's business enterprises.

Special Purchasing Conditions
The following special purchasing conditions require documentation showing the condition was met.

Emergencies:
Where equipment, materials, parts, and/or services are needed, quotations will not be necessary if the
health, welfare, and safety of staff and protection of Agency property is involved.

Single Source:
Where there is only one (1) distributor/contractor for merchandise/services needed and no other product
meets the stated needs or specifications, quotations will not be necessary.
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Federally-Funded Programs:
Purchases that will be charged to programs funded with federal awards are subject to additional policies.

Contractor Files and Required Documentation

The Finance Department shall create a contractor folder for each new contractor from whom the Agency
purchases goods and/or services.

Prior to paying the first invoice from a new 1099-qualifying contractor, a completed W-9 or substitute
documentation must be received in the Finance Department. Completed, signed Forms W-9 or substitute
documentation are filed alphabetically.

See the section on “Payroll and Related Policies” for guidance on determining whether a contractor
should be treated as an employee.

Receipt and Acceptance of Goods

All goods shall be received at each location by the location supervisor, or designated employee, or at the
Executive Office by an Internal Control Employee who shall inspect all goods received. Upon receipt of
any item from a contractor, the following actions shall immediately be taken:

Review hill of lading for correct delivery point,

Verify the quantity of boxes/containers with the bill of lading,

Examine boxes/containers for exterior damage,

Note on the bill of lading any discrepancies (missing or damaged boxes/containers, etc.),
Sign and date the bill of lading, and

Retain a copy of the bill of lading.

S e o

When goods are moved to another area for thorough inspection the following inspection procedures shall
be performed:

Remove the packing slip from each box/container,

Compare the description and quantity of goods per the Purchase Requisition to the packing slip,
Examine goods for physical damage,

Count or weigh items, if appropriate, and

Record an indication of counts on the Purchase Requisition.

abrwde

It is the policy of the Agency to perform the preceding inspection procedures in a timely manner in order
to facilitate prompt return of goods and/or communication with contractors.

Petty Cash Policies

Petty Cash funds will be created only with the approval of a Division Director, the Chief Financial
Officer, and Executive Director. All three must approve the creation of a Petty Cash Fund.
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Petty Cash Funds cannot exceed $100, except as otherwise allowed by policy herein.

When a Petty Cash Fund is created, the Petty Cash Custodian will be provided a summary of the
Community Services of Northeast Texas, Inc. Petty Cash Policies for the care of the fund. The Petty
Cash Custodian will also be asked to acknowledge receipt of the fund and their understanding of the
policies governing Petty Cash.

The fund is to be stored in a locked and secure place. Where possible, such location should be within
the field of view of one of the Agency’s security video cameras.

The Petty Cash Fund is only to be used for authorized purchases or reimbursements to employees for
authorized purchases of $100.00 or less with the presentation of an original store receipt.

Original store receipts are required for the replenishment of the Petty Cash Fund. All reimbursements
are to be properly documented with the following:

» A Petty Cash voucher showing the nature of each expenditure
* Original receipts for the purchase that support the voucher

Reimbursements in excess of $100.00 are completed by submitting a Requisition to the Finance
Department with the original receipt, justification and/or authorization attached.

Cashing of personal checks from the Petty Cash Fund is prohibited.
Employee advances from the Petty Cash Fund is prohibited.

At any time, cash on hand and all receipts should be equal to the original amount of the Petty Cash
Fund issued.

In special circumstances, the Executive Director may approve a larger Petty Cash fund for a particular
location, but in no instance shall any Petty Cash fund exceed $200.00.

Petty Cash Funds may be monitored at any time as part of the Agency’s ongoing monitoring and
compliance process.

Replenishment of a Petty Cash Fund shall be accomplished by the issuance of an Agency check made
payable to the individual responsible, and shall include in the payee line, the title “Petty Cash
Custodian” as to establish the check is not part of the individual’s compensation.

POLITICAL INTERVENTION
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Prohibited Expenditures

Consistent with its tax-exempt status under the Internal Revenue Code, it is the policy of the Agency not
to incur any expenditure for political activity, including, but not limited to:

Contributions to political action committees,

Contributions to the campaigns of individual candidates for public office,

Contributions to political parties,

Expenditures to produce printed materials (including materials included in periodicals) that
support or oppose candidates for public office,

5. Expenditures for the placement of political advertisements in periodicals.

E e

Endorsements of Candi

It is the policy of the Agency not to endorse any candidates for public office in any manner, either verbally
or in writing. This policy extends to the actions of management and other representatives of the Agency,
when these individuals are acting on behalf of, or are otherwise, representing the Agency.

Prohibited Use of Agency Assets and Resources

No assets or human resources of the Agency shall be utilized for political activities as defined above.
This prohibition extends to the use of Agency assets or human resources in support of political activities
that are engaged in personally by Board members, members of management, employees, or any other
representatives of the Agency. While there is no prohibition against these individuals engaging in political
activities personally (on their own time, and without representing that they are acting on behalf of the
Agency), these individuals must at all times be aware that Agency resources cannot at any time be utilized
in support of political activities.

ACCOUNTS PAYABLE MANAGEMENT

Qoverview

The Agency strives to maintain efficient business practices and good cost control. A well-managed
accounts payable function can assist in accomplishing this goal from the purchasing decision through
payment and check reconciliation.

The recording of assets or expenses and the related liability is performed by an employee independent
of ordering and receiving. The amounts recorded are based on the contractor invoice for the related
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goods or services. The contractor invoice shall be supported by an approved Purchase Requisition where
necessary, and shall be reviewed and approved by the appropriate Department Director(s), Chief
Financial Officer, and Executive Director prior to being processed for payment. Invoices and related
general ledger account distribution codes are reviewed prior to posting to the subsidiary system.

The primary objective for accounts payable and cash disbursements is to ensure:

1. Disbursements are properly authorized
2. Invoices are processed in a timely manner
3. Contractor credit terms and operating cash are managed for maximum benefits

R rding of A nts P |

All valid accounts payable transactions, properly supported with the required documentation, shall be
recorded as accounts payable in a timely manner.

Accounts payable are processed on a daily basis. Information is entered into the system from approved
invoices or disbursement vouchers with appropriate documentation attached.

Only original invoices will be processed for payment. In the case of lost invoices, copies of invoices may
be used only when such invoices have been verified as unpaid by researching the contractor records. No
contractor-provided statements shall be used as the sole document to process payments for invoices.

A nts P le Classification

Expenses and encumbrances shall be classified and posted in the month for which the program received
the benefit of said purchase. For purposes of the preparation of the Agency’s monthly financial
statements, a suspension date is used to determine which invoices will require subsequent classification
and posting in the event a contractor is late in providing required documentation. The generally accepted
suspension date is the tenth (10") day of the month, with adjustments allowed based on reasonable
factors.

Establishment of Control Devices

A Chain of Custody Control of invoices is established by the appropriate Internal Control Employee as
soon as invoices are received. Upon receipt of invoices, each invoice shall be recorded on a log of
invoices received, “date received” stamped, and distributed to the Finance Department. Upon receipt, the
Accounts Clerk shall stamp invoices with date and time received, prepare check requests, and log all
check requests with amounts prior to distributing to the appropriate authorizing supervisors. The log is
reviewed prior to each check run to determine which, if any, invoices have not been returned to the
finance department.

Preparation of a Voucher Package

Prior to any account payable being submitted for payment, a package called a “voucher package” shall
be assembled. Each voucher package shall contain the following documents:
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Contractor invoice (or employee expense report)

Packing slip (where appropriate)

Receiving report (or other indication of receipt of merchandise and authorization of acceptance)
Purchase Requisition (when required)

Any other supporting documentation deemed appropriate

arwdE

Processing of Voucher Packages

The following procedures shall be applied to each voucher package by the Finance Department:

1. Check the mathematical accuracy of the contractor invoice.

2. Compare the nature, quantity and prices of all items ordered per the contractor invoice to the
Purchase Requisition, packing slip and receiving report

3. Document the general ledger distribution, using the Agency’s current chart of accounts

4, Properly allocate among funding sources referring to Agency’s current cost allocation plan.

5. Obtain the review and approval of the Department Director (or their designee) associated with the

goods or services purchased

Payment Discounts

To the extent practical, it is the policy of the Agency to take advantage of all prompt payment discounts
offered by contractors. When availability of such discounts is noted, and all required documentation in
support of payment is available, payments will be scheduled so as to take full advantage of the discounts.

Emplovee Expense Reports

Reimbursements for travel expenses, or other approved costs will be made only upon the receipt of a
properly approved and completed expense reimbursement form. All receipts must be attached, and a
brief description of the business purpose of trip or meeting must be noted on the form. Expense reports
will be processed for payment in the next contractor payment cycle if received within two business days
of the deadline.

Reconciliation of A/P Subsidiary Ledger to General Ledger

At the end of each monthly accounting period, the total amount due to contractors per the accounts
payable subsidiary ledger shall be reconciled to the total per the accounts payable general ledger account
(control account). All differences are investigated and adjustments are made as necessary. The
reconciliation and the results of the investigation of differences are reviewed and approved by the Chief
Financial Officer.

Also on a monthly basis, the Accounting Clerk shall perform the following procedures:

1. Check all statements received for unprocessed invoices
2. Check the Purchase Requisition/Order file for open purchase orders that are more than 60 days
old and follow up
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CREDIT AND DEBIT CARD POLICY

Storage of Debit and Credit Cards

It is the policy of the Agency to store debit and credit cards in a locked box in the Executive Director’s
office. Access to this box is limited. Only the Executive Director, Executive Assistant, Human
Resources Director, and Service Manager have access to the box.

Pr ration of a Debit/Credit Authorization V her

Some purchasing situations require use of a credit card. When use of a credit card is deemed
necessary for a purchase, a requisition and debit/credit authorization voucher must be completed. The
requisition shows the reason and amount of the purchase. The debit/credit authorization shows the
amount of the purchase and the manner in which it will be completed.

Obtaining a Debit/Credit card for use

Once all approving signatures have been obtained on the requisition and debit/credit authorization
voucher, the approved documentation is presented to the Executive Assistant. The Executive Assistant
will obtain the initials and date of the individual requesting the card. The card will not be issued for
longer than twenty-four hours. A placeholder card with the receiving individual’'s name shall be placed
in the location left void by the issuance of the card until such time as the card is returned. The
placeholder card shall then be removed.

Returning Debit/Credit card

After use, the card is to be returned to the Executive Assistant. Original receipts from purchases made
with the debit card are to be given to the Assistant Finance Director.

TRAVEL POLICY

Purpose
Community Services of Northeast Texas, Inc. (CSNT) (Agency) recognizes Board Members, Officers,

and employees of the Agency may be required to travel or incur other expenses from time to time to
conduct Agency business and to further the mission of this Community Action Agency.
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The purpose of this policy is to ensure that adequate cost controls are in place, travel and other
expenditures are appropriate, and to provide a uniform and consistent approach for the timely
reimbursement of authorized expenses.

It is the policy of CSNT to reimburse only reasonable and necessary expenses actually incurred by
Board Members, Officers and/or employees. Employee travel and the expenses associated with said
activities shall be authorized only in circumstances, which are clearly consistent with the Agency’s
mission. Travel should be via the most reasonable and cost-effective alternative, consistent with good
business practices. Neither luxury, nor sub-standard modes of transportation and accommodations
shall be used.

Employees who are uncertain about a particular expense or policy will need to contact the supervisor
prior to the expenditure. Those traveling are reminded to exercise good business judgment and
discretion with respect to incurred expenses. Reported expenses must be supported by appropriate
documentation.

Necessity of Travel

Travel must be reasonable and/or necessary to be considered allowable. Employees shall consider
the ways in which the Agency will benefit from the travel and weigh those benefits against the
anticipated costs of the travel. The same considerations shall be taken into account in deciding
whether a particular individual's participation is necessary. In determining whether the benefits to
CSNT outweigh the costs, less expensive alternatives, such as participation by telephone or video
conferencing, or the availability of local programs or training opportunities, shall be considered.

Instances of travel should be as a result of one of the following situations:

e Attendance is required by a funding source

¢ Attendance is part of a planned, approved, and budgeted training schedule

e Attendance is part of an employee’s Agency-approved fulfillment of responsibilities as an
Officer or Board Member of a county, regional, state, or national association

¢ Attendance is required in order to facilitate an approved task within an employee’s job
description which cannot be completed by other means

¢ Attendance has been deemed necessary by the Executive Director as a prudent measure in
the fulfillment of the Agency’s mission

Request/Authorization to Travel
Travel plans must be pre-approved.

The requesting employee is required to complete the approved travel request form(s) and submit the
completed form(s) to their supervisor.
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Supervisors will assess the request and its conformity with the Agency’s Necessity of Travel
statement and other factors to determine if the travel meets the needs of the program. If approved,
the completed and signed form shall be forwarded to the appropriate Division Director(s).

Division Directors will also assess the request to ensure the request meets with all program concerns,
including necessity, feasibility, allowed activities, budget conformity, and other factors. Once
approved, the form(s) shall be forwarded to the Executive Assistant who will ensure all transportation
needs are completed following strict procedural guidelines with respect to lodging and/or airfare bids
and other transportation expenses.

The Continued Service Agreement form shall be signed prior to the release of any funds for the
requested travel.

Once all Agency-approved travel forms are signed, the travel package shall be forwarded to the Chief
Financial Officer who will assess the request to ensure that adequate budgeted funds are, or will be,
available from all affected programs to meet the financial responsibility created by the travel. Once
approved, the form(s) shall be forwarded to the Executive Director.

The Executive Director shall assess the request, weighing all presented factors, including compliance

with state and federal regulations, to ensure the request is in the best interest of the Agency. The
request shall be analyzed to avoid unnecessary expenses.

CASH DISBURSEMENTS (CHECK-WRITING) POLICIES

Check Preparation

It is the policy of the Agency to print contractor checks and expense reimbursement checks on a weekly
or as needed basis. Checks shall be prepared by persons independent of those who initiate or approve
expenditures, as well as those who are authorized check signers.

All contractor and expense reimbursement checks shall be produced according to the following policies:

1. Expenditures must be reasonable, allowable, and allocable in accordance with 2 CFR Part
200, and any other relevant federal or state statutes.

2. Expenditures must be supported in conformity with the purchasing, accounts payable, and
travel policies described herein.

3. Where possible, the Finance Department will take advantage of any early-payment
discounts offered by contractors.

4. Where possible, all contractors shall be paid within 30 days of submitting a proper invoice.
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Proof of delivery of the requested goods or services is required.

5. Cash requirements associated with each disbursement shall be verified prior to the
preparation of checks.

6. Supporting documentation required to substantiate each expenditure shall be attached to
the corresponding check prior to forwarding the entire package to an authorized check
signer.

7. Checks shall be utilized in numerical order. Safeguards are in place to prevent the

intentional or unintentional utilization of a check out of numerical order.

8. Unused checks are stored in a locked, secure, fire-resistant, location within the Finance
Department.
9. Checks shall not be made payable to “bearer” or “cash.”

10. Checks shall not be signed prior to being prepared.

11. The Internal Control Employee who prepares checks for mailing shall mark invoices and
other supporting documentation with a “paid” designation in order to prevent duplicate
payments.

Check Signing

Checks require two signatures. The two required signatures shall be those of either two authorized Board
members or one authorized Board member and the Executive Director. The Board shall determine which
Board members are authorized signers, and on which accounts they are authorized to sign. No checks
shall be signed prior to the check being completed in its entirety (no signing of blank checks). With the
exception of payroll checks created by the Agency’s third-party payroll contractor, no signatures other
than hand-written, original signatures shall be affixed to any Agency check.

Check signers should examine all original supporting documentation to ensure that each item has been
properly checked prior to signing a check. Checks should not be signed if supporting documentation
appears to be missing or there are any questions about a disbursement.

Mailing of Checks

After signature, checks are processed for immediate mailing. This task shall be performed by an individual
(Internal Control Employee) who has not authorized the expenditures being paid nor been involved in the
preparation of said checks.

Voided Checks and Stop Payments
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Checks may be voided due to processing errors by making proper notations in the check register and
defacing the check by clearly marking it as “VOID,” and by removing and destroying the signature area
of the check. All voided checks shall be retained to aid in preparation of bank reconciliations.

Stop payment orders may be made for checks lost in the mail or other valid reasons. Stop payments are
processed on-line through the bank’s online banking system by accounting personnel with this authority.
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community Services of Northeast 1exas, lie.

PAYROLL AND RELATED POLICIES
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Classification of Workers as Independent Contractors or Employees

It is the policy of the Agency to consider all relevant facts and circumstances regarding the relationship
between the Agency and the individual in making determinations about the classification of workers as
independent contractors or employees. This determination is based on the degree of control and
independence associated with the relationship between the Agency and the individual. Facts that provide
evidence of the degree of control and independence fall into three categories:

1. Behavioral control
2. Financial control
3. The type of relationship of the parties

Facts associated with each of these categories that will be considered by the Agency in making
employee/contractor determinations shall include:

1. Behavioral control:

a. Instructions given by the Agency to the worker that indicate control over the worker
(establishing an employee/employer relationship), such as:
Q) When and where to work
(2) What tools or equipment to use
3) What workers to hire or to assist with the work
(4) Where to purchase supplies and services
(5) What work must be performed by a specified individual
(6) What order or sequence to follow

b. Training provided by the Agency to the worker (i.e. employees typically are trained by their
employer, whereas contractors typically provide their own training)

2. Financial control:

a. The extent to which the worker has unreimbursed business expenses (i.e. employees are
more likely to be fully reimbursed for their expenses than is a contractor)

b. The extent of the worker’s investment in the facilities/assets used in performing services
for the Agency (greater investment associated with contractors)

C. The extent to which the worker makes services available to the relevant market

d. How the Agency pays the worker (i.e. guaranteed regular wage for employees vs. flatfee
paid to some contractors)

e. The extent to which the worker can realize a profit or loss

3. Type of Relationship:

a. Written contracts describing the relationship the Agency and the individual intend to
create,
b. Whether the Agency provides the worker with employee-type benefits, such asinsurance

or any type of paid leave

The regularity and length of the relationship

d. The extent to which services performed by the worker are a key aspect of the regular
business of the Agency

o
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If an individual qualifies for independent contractor status, the individual will be sent a Form 1099 if total
compensation paid to that individual for any calendar year, on the cash basis, is $600 or more. The
amount reported on a Form 1099 is equal to the compensation paid to that person during a calendar year
(on the cash basis). Excluded from “compensation” or reimbursements of business expenses that have
been accounted for by the contractor by supplying receipts and business explanations.

If an individual qualifies as an employee, such person shall be subject to all Human Resources policies
and procedures.

Payroll Administration

The Agency operates on a bi-weekly payroll. For all Agency employees, a personnel file is established
and maintained with current information and relevant historical documentation, as described throughout
this section and more fully described in the Agency's Personnel Policies and Procedures Manual.

The following forms, documents and information shall be obtained and included in the personnel files of
all new employees:

1. The Agency Employment Application

2. Applicant references (work & personal)

3. Interview questions and answers

4, Form W-4 Employee Federal Withholding Certificate

5. Form 1-9 Employment Eligibility Verification (under separate file)

6. Copy of driver’s license

7. Copy of Social Security card issued by the Social Security Administration
8. Hire date and scheduled hours

9. Job title, description, pay grade, and starting salary

10. Information about any applicable benefits

11. Authorization for direct deposit of paycheck, along with a voided check or bank letter

Each employee personnel file shall also indicate whether the employee is exempt or non-exempt from
the provisions of the Fair Labor Standards Act.

An employee’s personnel file is the sole property of the Agency and the contents therein, unless otherwise
prescribed by law, shall not be made available to any person, including the employee, without the express
permission of the Executive Director. Each file contains a log of persons gaining access to the file.

Changes in Payroll Data

Itis the policy of the Agency that all of the following changes in payroll data are to be authorized in writing:

New hires

Terminations

Changes in salaries and pay rates
Voluntary payroll deductions

PwnNpRE
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5. Changes in income tax withholding status
6. Court-ordered payroll deductions
7. Changes in program allocation

New hires, terminations, and changes in salaries or pay rates shall be authorized in writing by the
appropriate Division Director with final authorization by the Executive Director.

Changes to the salary of the Executive Director shall be approved by the Board of Directors.

Voluntary payroll deduction shall be authorized in writing by the individual employee. Changes in federal
income tax withholding status must be made by completing a Form W-4.

Documentation of all changes in payroll data shall be maintained in each employee’s personnel file.

Pavroll Taxes

The Finance Department is responsible for ensuring all required tax forms are properly completed and
submitted, and that all required taxes are withheld and paid. The Finance department may utilize the
services of a third-party payroll service center for the processing of payroll, as determined by the
Executive Director.

It is the policy of the Agency to obtain an updated Form W-4 from each employee in January of each
year. Withholding of federal income taxes shall be based on the most current Form W-4 provided by each
employee.

Preparation of Timesheets

Each Agency employee shall submit to the Payroll Specialist a signed and approved timesheet no later
than 12:00 noon on the 1%tday following the close of each pay period. Timesheets shall be prepared in
accordance with the following guidelines:

1. Each timesheet shall reflect all hours worked during the pay period
2. Timesheets shall be prepared in black or blue ink
3. Errors shall be corrected by crossing through the incorrect entry with one horizontal line, filling in

the correct entry, and placing the employee’s initials next to the change. The use of correction
fluid, correction tape, or erasure devises is prohibited

4, Employees shall identify and record hours worked based on the nature of the work performed

5. Compensated absences should be clearly identified as such. An authorized Leave Request
Form shall accompany the timesheet when such absences: a) require adjustment to the
employee’s accrued leave hours; b) are for specific types of leave as set forth in the Agency
Personnel Policies and Procedures; or c) the leave is to be voluntarily uncompensated

6. Timesheets shall be signed by the employee prior to submission

Each employee shall submit, along with their completed timesheet, an Agency-approved personnel
activity report (Form 211) which expressly lists the program activities, and to which funding source those
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activities should be charged. When Payroll has extracted necessary data from this form, it is forwarded
to the Service Manager, who prepares a cost allocation analysis report using the data. This report is used
to analyze, augment, and/or adjust the cost allocation plan on a schedule determined by policy.

After preparation, timesheets shall be approved and signed by Department Directors or their designees,
prior to submission to the Payroll Specialist. Corrections identified by an employee’s supervisor shall be
authorized by the employee by placing the employee’s initials next to the change.

An Agency employee who is on leave, on travel, or is ill on the day that timesheets are due may telephone
or e-mail timesheet information to his/her supervisor. Information submitted in this manner must reflect
the actual time worked and any appropriate notations. The employee must sign a timesheet submitted in
this manner immediately upon his/her return to the office. Timesheets submitted in this manner shall bear
the following notation: "Time reported via telephone or e-mail by employee to supervisor." The timesheet
shall be signed by the supervisor.

Altering or falsifying time records, recording time on another employee's time record, or willfully violating
any other timesheet policy or procedure may result in disciplinary action, up to and including termination.

Processing of Timesheets

Supervisors review timesheets for personnel in their charge. After approval, the timesheets are submitted
to the Payroll Specialist for review and input into the third-party payroll contractor’s software.

Review of Payroll

The Payroll Specialist prepares Register Prior to Processing report from all timesheet and allocation data.
This report is submitted to an appropriate Internal Control Employee for review.

The Payroll Specialist electronically submits the payroll to the payroll service provider. The payroll data
is processed by the payroll service provider and the entire data packet is returned to the Agency
electronically. The Payroll Specialist uses the processed data to prepare the Labor Distribution report.
This report is delivered to the Assistant Finance Director who uses the information to make the required
transfer of funds to cover payroll expenses.

The payroll service provider delivers to the Agency via secure carrier, two sealed packages containing
the final payroll. One is a collection of reports, and the other contains pay stubs and any live checks. One
of the payroll reports is the Final Payroll Register. The reports are delivered to the Assistant Finance
Director who shall secure them until needed. The stubs and/or live checks are delivered to an appropriate
Internal Control Employee who shall secure them until needed.

Prior to the distribution of the payroll payments, the Chief Financial Officer will review the Register Prior
to Processing, the Labor Distribution and, the Final Payroll Register reports to verify they have calculated
the same payroll liability to the Agency. The Executive Director, as a part of the Agency'’s fraud prevention
procedures, will inspect the three reports to verify and attest to their consistency.

Distribution of Payroll
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The final payroll, as delivered from the payroll service provider may include live checks and/or check
stubs for electronic deposits. Any documents requiring distribution to employees shall only be distributed
by an appropriate Internal Control Employee who does not control any aspect of the preparation of
payroll.

Payroll Tax Returns
Federal and all applicable state payroll tax returns are prepared by the Agency's external Payroll_Service

Center. The Agency shall verify, on a regular basis, that the returns filed by the payroll service provider
are consistent with those reports received by the taxing entity.

Third-party contracted workers

In the event the Agency contracts for the services of personnel such as the MET program, those workers
will be subject to the Policies and Procedures that pertain to any other non-employee and any policies
which are deemed necessary, such as mandatory training and safety issues.

END OF PAYROLL POLICIES
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POLICIES PERTAINING TO SPECIFIC ASSET AND LIABILITY ACCOUNTS

CASH AND CASH MANAGEMENT

Cash Accounts at Banks

Grant/ Program Specific Accounts:

Separate bank accounts are maintained for each grant or program operated by the Agency.

Accounts Payable Bank Account:

The Accounts Payable bank account provides for routine business check disbursements.

Funds are transferred from each grant/program bank account into the Accounts Payable bank account
in the amounts necessary to fund disbursements that satisfy authorized encumbrances by each grant or
program.

Payroll Account:

The payroll account is separate. As such, only the amount needed for the payroll and all payroll liabilities
to cover each payroll is transferred into this account from the appropriate grant/ program account, based

on the amount calculated and communicated by the outside payroll service center.

Transfers from the grant/program account into the payroll account are initiated by the Assistant Finance
Director and approved by the Chief Financial Officer.

Authorized signers on the payroll account will be the same as those on the accounts payable account.

Bank Reconciliations

Reconciliation between the bank balance and general ledger balance may not be conducted by an
individual who is an authorized check signer on said account. It is the policy of the Agency to complete
the bank reconciliation process within three weeks of receipt of each bank statement.

Bank reconciliations are prepared by the Assistant Finance Director on a monthly basis. Any adjusting
journal entries resulting from preparing bank reconciliations are prepared by the Chief Financial Officer.

Bank reconciliations and copies of resulting journal entries are filed in the current year's accounting files.

Copies of canceled checks are included with bank statements in either an electronic format or in paper
form, depending on the financial institution.
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Cash Flow Management

The Chief Financial Officer monitors cash flow needs on a weekly basis to ensure that payment
obligations can be met. Fund transfers between bank accounts are performed when needed and
authorized.

Stale Checks

It is the policy of the Agency to write off checks of $1,000 or less that are more than 6 months old that
have not cleared the Agency's bank. For uncashed checks that are more than 6 months old and that
exceed $1,000, contact will be made with the payee to resolve the issue.

All stale checks that are written off shall be credited to the same expense or asset account that was
debited when the check was written, or the expenditure incurred.

PREPAID EXPENSES

Accounting Treatment

It is the policy of the Agency to treat payments of expenses that have a time-sensitive future benefit as
prepaid expenses and to amortize these items over the corresponding time period. For purposes of this
policy, payments of less than $500 shall be expensed as paid and not treated as prepaid expenses,
regardless of the existence of a future benefit.

Prepaid expenses with future benefits that expire within one year from the date of the financial statements
shall be classified as current assets. Prepaid expenses that benefit future periods beyond one year from
the financial statement date shall be classified as non-current assets.

Procedures

As part of the account coding process performed during the processing of accounts payable, all incoming

contractor invoices shall be reviewed for the existence of time-sensitive future benefits. If future benefits
are identified, the payment shall be coded to a prepaid expense account code.
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CAPITAL ASSET MANAGEMENT

Capitalization Policy

Physical assets acquired with unit costs in excess of $5000 are capitalized on the financial statements.
Items with unit costs below this threshold shall be expensed in the year purchased.

ntributed A {

Assets with fair market values in excess of $5000 (per unit, on the day of delivery) that are contributed to
the Agency shall be capitalized on the financial statements. Contributed items with market values below
this threshold shall be posted in the year received.

Capitalized contributed assets are accounted for at their market value at the time of donation and all such
assets, except land and certain works of art and historical treasures, are subject to depreciation over their
estimated useful lives, as described later.

Maintenance of a Capital Assets Listing

All capitalized assets, whether they be fixed assets, intellectual property, real property, or major
equipment, shall be recorded within the Capital Assets List. This list shall include the following information
with respect to each asset:

Inventory Tag Number
Item Description
Model Number

Serial Number
Acquisition Cost
Acquisition Date
Source Award Number
Federal Interest Status
Federal Interest Percentage
Item Status

Item Condition

Age

Useful Life

Disposition Information
Location
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A physical inventory of all assets capitalized under the preceding policies will be taken on an annual
basis. This physical inventory shall be reconciled to the Capital Assets List and adjustments made as
necessary. All adjustments resulting from this reconciliation will be approved by the Chief Financial
Officer.

Capitalized assets are maintained by program and depreciations of said items are not to be included as

operating expenses. Depreciation is calculated based on an item’s estimated useful life using the
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straight-line method. For accounting and interim financial reporting purposes, depreciation expense will
be recorded on an annual basis.

Repair of ital Asset

Expenditures to repair capitalized assets shall be expensed as incurred if the repairs do not materially
add to the value of the property or materially prolong the estimated useful life of the property.

Expenditures to repair capitalized assets shall be capitalized if the repairs increase the value of property,
prolong its estimated useful life, or adapt it to a new or different use. Such capitalized repair costs shall
be depreciated over the remaining estimated useful life of the property. If the repairs significantly extend
the estimated useful life of the property, any remaining non-depreciated portion of the original cost of the
property shall also be depreciated over its new, extended useful life.

Disposing of Capital Assets

In the event a non-expendable asset is sold, scrapped, donated or stolen, adjustments need to be made
to the fixed asset listing and property log. If money is received for the asset, then the difference between
the money received and the "book value" (purchase price less depreciation) of the asset will be recorded
as a loss if the money received is less than the book value and a gain if the money received is more than
the book value.
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ACCRUED LIABILITIES
Identification of Liabiliti

The finance department shall establish a list of commonly incurred expenses that may have to be accrued
at the end of an accounting period. Some of the expenses that may be accrued by the Agency at the end
of an accounting year are:

Salaries and wages

Payroll taxes

Personal leave (see policy below)
Rent

Insurance

Maintenance contracts

Notes payable

In addition, the Agency shall record a liability for deferred revenue (revenue received but not yet earned)

in accordance with the revenue recognition policies described elsewhere in this manual. Adjustments to
deferred revenue accounts shall be made at least annually.

Personal Leave

The Chief Financial Officer will adjust the personal leave potential liability on the financial statements at
year end. See personnel policy #380 for details of the personal leave policy.
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NOTES PAYABLE
R rd-K in

It is the policy of the Agency to maintain a schedule of all notes payable, mortgage obligations, lines of
credit, and other financing arrangements. This schedule shall be based on the underlying loan documents
and shall include all of the following information:

Name and address of lender

Date of agreement or renewal/extension
Total amount of debt or available credit
Amounts and dates borrowed

Description of collateral, if any

Interest rate

Repayment terms

Maturity date

Address to which payments should be sent
Contact person at lender
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A nting and Cl ification

An amortization schedule shall be maintained for each note payable. Based upon the amortization
schedule, the principal portion of payments due with the next year shall be classified as a current liability
in the statement of financial position of the Agency. The principal portion of payments due beyond one
year shall be classified as long-term/non-current liabilities in the statement of financial position.

Demand notes and any other notes without established repayment dates shall always be classified as
current liabilities.

Unpaid interest expense shall be accrued as a liability at the end of the accounting year.

A detailed record of all principal and interest payments made over the entire term shall be maintained
with respect to each note payable. Periodically, the amounts reflected as current and long-term notes
payable per the general ledger shall be reconciled to these payment schedules and the amortization
schedules, if any, provided by the lender. All differences shall be investigated.

Non-Interest-Bearing Notes Payable

Community Services of Northeast Texas, Inc. may from time to time receive notes payable that do not
require the payment of interest, or that require the payment of a below-market rate of interest for the type
of obligation involved. In such cases, it shall be the policy of the Agency to record contribution income for
any unpaid interest.
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For demand loans, recording of interest expense and contribution income shall be performed at the end
of each accounting period, based on the outstanding principal balance of the loan during that period,
multiplied by the difference between a normal interest rate for that type of loan and the rate, if any, that
is required to be paid by the Agency.

For loans with fixed maturities or payment dates, the note payable shall be recorded at the present value
of the future principal payments, using as a discount rate the difference between a normal interest rate
for that type of loan and the rate, if any, that is required to be paid by the Agency. The difference between
the cash proceeds of the note and the present value shall be recorded as contribution income in the
period the loan is made. Thereafter, interest expense shall be recorded in each accounting period using
the effective interest method, with the corresponding credit entry increasing the note payable account to
reflect the amount(s) that shall be repaid.

POLICIES ASSOCIATED WITH FINANCIAL AND TAX REPORTING

FINANCIAL STATEMENTS

ndard Financial men f the Agen

Preparing financial statements and communicating key financial information is a necessary and critical
accounting function. Financial statements are management tools used in making decisions, in monitoring
the achievement of financial objectives, and as a standard method for providing information to interested
parties external to the Agency. Financial statements may reflect year-to-year historical comparisons or
current year budget to actual comparisons.

The basic financial statements of the Agency that are maintained on an Agency-wide basis shall include:

1. Statement of Financial Position - reflects assets, liabilities and net assets of the Agency and
classifies assets and liabilities as current or non-current/long-term. A Statement of Financial
Position is prepared at year end as part of the annual audited financial statements.

2. Statement of Activities - presents support, revenues, expenses, and other changes in net assets
of the Agency, by category of net asset (unrestricted, temporarily restricted and permanently
restricted). A Statement of Activities is prepared on a monthly basis and at year end as part of the
annual audited financial statements.

3. Statement of Cash Flows - reports the cash inflows and outflows of the Agency in three

categories: operating activities, investing activities, and financing activities. A Statement of Cash
Flows is prepared on an annual basis as part of the audited financial statements.
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Frequency of Preparation

The objective of the finance department is to prepare accurate financial statements in accordance with
generally accepted accounting principles and distribute them in a timely and cost-effective manner. In
meeting this responsibility, the following policies shall apply:

A standard set of financial statements described in the preceding section shall be produced on a monthly
basis prior to the monthly Board meeting. The standard set of financial statements described in the
preceding section shall be supplemented by the following schedules:

1. Individual statements of activities on a departmental and functional basis (and/or program/grant
basis)
2. Comparisons of actual year-to-date revenues and expenses with year-to-date budgeted amounts

The monthly set of financial statements shall be prepared on the accrual method of accounting, including
all receivables, payables, and annual adjustments for depreciation expense.

Review and Distribution

All financial statements and supporting schedules shall be reviewed and approved by the Chief Financial
Officer prior to being issued by the Finance department.

After approval by the Chief Financial Officer, a complete set of monthly financial statements, including
the supplemental schedules described above, shall be distributed to the following individuals:

Executive Director

Department Directors and any other employee with budget-monitoring responsibilities
Finance Committee

Board of Directors

L

Financial statements may include an additional supplemental schedule prepared or compiled by the Chief
Financial Officer.

GOVERNMENT RETURNS

Qoverview

To legitimately conduct business, the Agency must be aware of its tax and information return filing
obligations and comply with all such requirements of federal, state and local jurisdictions. Filing
requirements of the Agency include, but are not limited to, filing annual information returns with IRS.

Filing of Returns
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It is the policy of the Agency to become familiar with the obligations in each jurisdiction and to comply

with all

known filing requirements. The Chief Financial Officer shall be responsible for identifying all filing

requirements and assuring that the Agency is in compliance with all such requirements.

It is also the policy of the Agency to file complete and accurate returns with all authorities. The Agency
shall make all efforts to avoid filing misleading, inaccurate or incomplete returns.

Filings made by the Agency include, but are not limited to, the following returns:

Form 990 - Annual information return of tax-exempt organizations, filed with IRS. Form 990 for
the Agency is due on the fifteenth day of the fifth month following year-end. An automatic 3-month
extension of time to file Form 990 may be obtained by filing Form 8868. Upon expiration of the
first 3-month extension, a second 3-month extension may be requested using Form 8868.

W-2's and 1099's - Annual report of employee and non-employee compensation, based on
calendar-year compensation, on the cash basis. These information returns are due to employees
and independent contractors by January 31 and to federal government by February 28.

Form 940 - Annual federal unemployment tax return filed with IRS, for all employers [other than
charitable organizations exempt from FUTA (but not necessarily state unemployment tax) under
IRC section 501(c)(3)], due January 31.

Form 941 - Quarterly payroll tax return filed with IRS to report wages paid to employees and
federal payroll taxes. Form 941 is due by the end of the month following the end of each quarter,
or 10 days later if all payroll tax deposits have been made in a timely manner during the quarter.
Form 269 — June 30", December 31%t, and February 28th

Form 272 — 45 days after quarter end.

ETCOG Monthly Financial Statements— 5" business day of the subsequent month

CSBG Monthly Financial Statement — 20" day of the subsequentmonth

CEAP Monthly Financial Statement — 15" of the subsequentmonth

The Agency's fiscal and tax year-end is September 30. All annual tax and information returns of the
Agency (Form 990) are filed on the accrual basis of reporting.

Federa
Center.

Itis the
payroll

| and all applicable state payroll tax returns are prepared by the Agency's external Payroll_Service

policy of the Agency to comply with all state payroll tax requirements by withholding and remitting
taxes to the state of residency of each Agency employee.
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Public Access to Information Returns

The Agency is subject to federal requirements to make the following forms "widely available" to all
members of the general public:

1. The three most recent annual information returns (Form 990), excluding the list of significant
donors (Schedule B)

2. The Agency's recognition of its tax-exempt status (Form 1023 or Form_1024), filed with IRS, and
all accompanying schedules and attachments

It is the policy of the Agency to adhere to the following guidelines in order to comply with the preceding
public disclosure requirements:

Community Services of Northeast Texas, Inc. is a non-profit entity that is eligible to receive funds under
the Federal Community Services Block Grant Program and is authorized by the State of Texas to service
a geographic area of the state; thereby making it subject to the Public Information Act.

All copies of documents requested by anyone, other than those provided to the Members of the Board of
Directors or Policy Council for the purpose of conducting normal Agency business shall be processed
according to the Public Information Act and thereby subject to the allowable costs as outlined in the Public
Information Act.

In accordance with the Texas Administrative Code Title 1 — Part 3 — Chapter 70 — Rule §70.9, the following
rate schedule has been adopted:

Fewer than 50 pages of paper records - $.10 per copy (standard-size paper copies)
More than 50 pages of paper records - $.10 per copy

(standard-sized paper copies)
Plus the actual cost of postage if applicable

The total amount incurred for the copies of records and postage, if applicable, shall be due upon receipt
of the requested documents.

4, After payment is received by the Agency, all requested copies shall be shipped to requesters
within 30 days. Making of all copies and shipping within the 30-day time period shall be the

responsibility of the finance department.

5. For requests for copies made in person during normal business hours, copies shall be provided
while the requester waits, time permitting, subject to collection of applicable fees.

6. The Agency shall accept certified checks and money orders for such payments.

POLICIES PERTAINING TO FEDERAL AWARDS
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Administration of Federal Awards

Definitions

The Agency may receive financial assistance from a donor/grantor agency through the following types
of agreements:

Grant: A financial assistance award given to the Organization to carry out its programmatic purpose.

Contract: An agreement between the Agency and a funding source that includes the terms under
which the grant or award will be administered.

Preparation and Review of Proposals

Individual divisions or programs are responsible for preparing proposals for projects that the Agency
intends to pursue. All proposals shall be reviewed by the Chief Financial Officer prior to submission to
government agencies or other funding sources to ensure the proposed budget includes all appropriate
costs.

Final proposals and grant applications shall be reviewed and approved in writing by the Board of
Directors and/or the Executive Director, as directed by the funding source.

The full Board (or appropriate Board committee) will approve acceptance of all grants.

The full Board will be involved in all decisions concerning new funding sources.

The Agency may refuse to consider grants based on the cost/benefit of administering such awards.
“Proposal costs of the current accounting period of both successful and unsuccessful bids and
proposals normally should be treated as indirect costs and allocated currently to all activities.” (2 CFR

Part 200.460)

Post-Award Procedures
After an award has been made, the following steps shall be taken:

1. Verify the specifications of the grant or contract. The Chief Financial Officer shall review the terms,
time periods, award amounts and expected expenditures associated with the award. A CFDA
(Catalog of Federal Domestic Assistance) number shall be determined for each award. All
reporting requirements under the contract or award shall be summarized.

2. Create new general ledger account numbers as required. New accounts shall be established for
the receipt and expenditure categories in line with the grant or contract budget.

3. Gather documentation. A file is established for each grant or contract. The file contains the

proposal, all correspondence regarding the grant or contract, the final signed award document
and all reports submitted to the funding sources.
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Billin

nd Financial R rtin

The Agency’s primary source of revenue are:

Reimbursement grants — Billed monthly, or as funders require, based on allowed,

incurred expenses

Federal/State grants — Funds are received once funding is approved, per grant regulations
Fee-for-service income — Billed according to contract requirements based on number of units or
services provided

Private grants — Funds are usually received once funding is approved. Financial expenditure
reports, if required, are submitted as required by funding source.

Donations/Contributions — May be solicited or unsolicited

The Agency strives to provide management, staff and funding sources with timely and accurate financial
reports applicable to federal awards. These reports include monthly and cumulative expenditures, a
project budget, and a balance remaining column.

The Agency shall prepare and submit financial reports as specified by the financial reporting clause of
each grant or contract award document. Preparation of these reports shall be the responsibility of the
Chief Financial Officer, subject to review and approval by the Executive Director.

The following policies shall apply to the preparation and submission of billings to federal agencies under
awards made to the Agency:

It is the policy of the Agency to request reimbursement after expenditures have been incurred,
unless an award specifies another method.

The Agency will strive to minimize the time between receipt and disbursement of grant funds as
administratively feasible (2 CFR Part 200).

Each award normally specifies a particular billing cycle; therefore, a schedule is established for
each grant and contract to ensure that reimbursement is made on a timely basis along with any
other reporting that is required in addition to the financial reports.

Requests for reimbursement of award expenditures will use the actual amounts as posted to the
general ledger as the source for all invoice amounts.

All financial reports required by each federal award will be prepared and filed on a timely basis.
To the extent the Agency’s year-end audit results in adjustments to amounts previously reported
to federal agencies, revised reports shall be prepared and filed in accordance with the terms of
each federal award.
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The Agency shall maintain separate billing records in addition to the official general ledger accounting
records. Billing records shall be reconciled to the general ledger on a monthly basis.

At the time invoices (requests for reimbursement) are prepared, revenue and accounts receivable shall
be recorded on the books of the Agency by the Chief Financial Officer.

If a federal award authorizes the payment of cash advances to the Agency, the Chief Financial Officer
may request that a request for such an advance be made. Upon receipt of a cash advance from a federal
Agency, the Agency shall reflect a liability equal to the advance. As part of the monthly close-out and
invoicing process, the liability shall be reduced, and revenue recognized, in an amount equal to the
allowable costs incurred for that period.

Cash drawdowns of Advances

Cash drawdowns from federal agencies shall be made as needed in conjunction with the accounts
payable and payroll schedule, based on need. All federal funds shall be deposited into an interest-bearing
cash account under the cash receipts policies and procedures described in this manual. The Agency
requires that federal funds will be disbursed within 24 hours of receipt using the following process:

1. The Chief Financial Officer determines which checks will be printed
2. The Chief Financial Officer only selects those expenditures which have been properly
approved

The Chief Financial Officer draws down the cash required
The Accounting Clerk prints the checks selected by the Chief Financial Officer
The Accounting Clerk prepares the checks for signing, including a list of payee’s and

amounts
6. The Chief Financial Officer posts (approves) the printed checks in the accounting software
7. The checks, backup, and check list are forwarded to the proper authorized check signers

Accounts Receivable Entry Policies

Where necessary, individuals independent of the cash receipts function shall post customer invoices,

credit adjustments, and other adjustments to the accounts receivable subsidiary ledger.

Classification of Income and Net Assets

All income received by the Agency is classified as “unrestricted” with the exception of the following:

1.  Grants and other awards received from government agencies or other grantors, which are
classified as temporarily restricted.

2. Special donations received from donors requesting that the funds be permantely restricted for

specific purposes.
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As with all temporarily restricted net assets, when the restriction associated with the contribution has
been met (due to the passing of time or the use of the resource for the purpose designated by the
donor), the Agency will reclassify the related assets from “temporarily restricted” to “unrestricted” in its
Statement of Financial Position and reflect the reclassification as an activity in its Statement of

Activities.

Pr rement under E ral Awar

Procurement of goods and services whose costs are charged to federal awards received by the Agency
are subject to all of the specific Agency purchasing policies described earlier, under “Purchasing Policies
and Procedures.” In addition, procurements associated with Federal awards are subject to the following
supplemental policies:

1. The Agency shall avoid purchasing items that are not necessary for the performance of the
activities required by a Federal award.

2. Where appropriate, an analysis shall be made of lease and purchase alternatives to determine
which would be the most economical and practical procurement for the Federal government.

3. Documentation of the cost and price analysis associated with each procurement decision shall be
retained in the procurement files pertaining to each Federal award.

4. For all procurements in excess of the small purchase acquisition threshold, procurement records
and files shall be maintained to include all of the following:

a. The basis for contractor selection.
b. Justification for lack of competition when competitive bids or offers are not obtained.
C. The basis for award cost or price.
5. The Agency shall make all procurement files available for inspection upon request by a Federal

Awarding Agency.

6. All contracts with contractors shall require the contractor to certify in writing that it has not been
suspended or disbarred from doing business with any federal Agency.

In addition, no employee, officer, or agent of the Agency shall participate in the selection, award or
administration of a contract supported by Federal funds if a real or apparent conflict of interest would be
involved. Such a conflict would arise when the employee, officer, or agent, any member of her or his
immediate family, his or her partner, or an Agency which employs or is about to employ any of the parties
indicated herein, has a financial or other interest in the firm selected for an award.
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Solicitations of Bids from Contractors

All purchases in excess of $5,000 but less than $25,000 shall be made by obtaining oral or written
quotations from at least two responsible contractors.

All purchases of at least $25,000, but less than $100,000, shall be made by obtaining written quotations
from at least three responsible contractors.

All purchases of $100,000 or more shall be made by obtaining competitive proposals from at least three
responsible contractors. Sealed bids shall be utilized when required by the Federal awarding Agency.

The Agency shall not utilize the “cost-plus-a-percentage-of-cost” method of contracting with contractors.

All other policies and procedures associated with procurement under Federal awards shall be governed
by the policies applicable to all purchases of the Agency, described in the section of this manual on
“Policies Associated with Expenditures and Disbursements.”

Eauipment and Furniture Purch With F ral Fun

For purposes of Federal award accounting and administration, "equipment" shall include all assets with
a unit cost equal to the lesser of $5,000 or the capitalization threshold utilized by the Agency, described
under Asset Management.

All purchases of “equipment” with federal funds shall be approved in advance in writing by the federal
awarding Agency. In addition, the following policies shall apply regarding equipment purchased and
charged to federal awards:

1. Any equipment that is owned by the Federal government and given to the Agency for use in a
program shall be marked as such.

2. Adequate insurance coverage will be maintained with respect to equipment and furniture charged
to Federal awards.

3. A physical inventory of all equipment purchased with federal funds shall be performed at least
once annually. The results of the physical inventory shall be reconciled to the accounting records
of and federal reports filed by the Agency.

Standards for Financial Management Systems

In accordance with 2 CFR Part 200, Uniform Administrative Requirements, Cost Principles, and Audit
Requirements for Federal Awards, it is the policy of the Agency to maintain a financial management
system that provides for the following:

1. Identification, in all its accounts, of all Federal awards received and expended and the Federal
programs under which they were received.
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2. Accurate, current and complete disclosure of the financial results of each federally-sponsored
project or program in accordance with the reporting requirements of 2 CFR Parts 200.327,
Financial Reporting, and 200.328, Monitoring and Reporting Program Performance, and/or
the award.

3. Records that identify adequately the source and application of funds for federally funded
activities. These records must contain information pertaining to Federal awards, authorizations,
obligations, unobligated balances, assets, expenditures, income, and interest, and be fully
supported by source documentation.

4. Effective control over and accountability for all funds, property and other assets. The Agency
must adequately safeguard all such assets and assure they are used solely for authorized
purposes.

5. Comparison of outlays with budget amounts for each award.

6. Information that relates financial data to performance accomplishments and demonstrates cost
effective practices as required by funding sources. (2 CFR Part 301, Performance
Measurement)

7. Written procedures to minimize the time elapsing between the transfer of funds and
disbursement by the Agency. Advance payments must be limited to the minimum amount
needed and be timed to be in accordance with actual, immediate cash requirements. (2 CFR
Part 200.305 Payment)

8. Written procedures for determining the reasonableness, allocability and allowability of costs in
accordance with the provisions of the 2 CFR Part 200, Subpart E, Cost Principles and the terms
and conditions of the award.

Document Administration

For each grant/award/contract received by the Agency from a federal, state, or local government
agency, a master file of documents applicable to the award shall be prepared and maintained. The
responsibility for assembling each master file shall be assigned to the designated SPA assigned to
administer the program.

The master file assembled for each government award shall include all of the following documents,
including originals (where possible) of all documents received from the awarding entity:

1. Copy of the initial application for the award and corresponding budget
2. All correspondence to and from the awarding agency post-application, leading up to the award
3. The final, approved budget and program plan, after making any modifications

4. The grant agreement and any other documents associated with the initial making of the award
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5. Subsequent grant modifications (financial and programmatic)

6. Copies of program and financial reports

7. Subsequent correspondence to/from the awarding agency

8. Notices of any monitoring visits to be conducted by the awarding agency

9. Correspondence and other documents resulting from the closeout process of the award

| tof F ral Awar

The Agency shall follow the close out procedures described in 2 CFR Part 200.343-345, Closeout, and
in the grant agreements as specified by the granting Agency.

The Agency shall liquidate all obligations incurred under the grant or contract within 90 days of the end
of the grant or contract agreement.
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Community Services of Northeast Texas, lnc.

RECORDS RETENTION POLICY
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Paper Records

The following guidelines will ensure adequate record keeping while making the most efficient use of
valuable office and storage space. The retention periods listed here are based on the needs of the
organization and requirements set forth by the various funding sources and may need to be modified
from time to time.

RM CODES: All retention periods begin as of the ‘store’ date, that is, the date the records are removed
from the current filing system and archived in a storage facility. On the day a box is given a code
number, added to the RM List, the box is given the appropriate RM code. Files are kept ‘current’ for
two years after the close of any particular program, calendar period, or fiscal period prior to receiving an
RM code and being added to storage. RM Code 99 is given to all information that gives an overview of
the Agency’s activities in perpetuity. This includes, but is not limited to employee records, real estate
records, annual reports, and audits.

99 = Permanent 7 = seven years 5 =five years 3 =three years 1=one year

All records, except those expressly designated as not necessary to retain, shall have an RM
Code of 3.

TYPE OF RECORD RM CODE
Accident reports/claims (settled Cases) 7
Accounts payable ledgers and schedules 7
Accounts receivable ledgers and schedules 7
Audit reports 99
Bank reconciliations 3
Bank Statements 3
Chart of Accounts 99
Cancelled Checks (Regular purchases) 7
Cancelled Checks (Capital Asset purchases) 99
Contracts, notes and leases:

Expired 7

Still in effect 99
Correspondence:

General and/or routine 3

Legal and matters relating to capital expenditures 99
Deeds, mortgages and bills of sales 99
Depreciation schedules 99
Duplicate deposit slips 3
Employee time records 7
Employment applications (persons not hired) 1
Expense analyses/expense distribution schedule 7

Financial statements:

Year end 99
Other 3
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Garnishments
General ledgers/year end trial balance
Head Start / Early Head Start:
Children’s files
Children’s attendance records
In-kind
USDA
Insurance policies (expired)
Insurance records (policies, claims, etc.)

Internal audit reports
Internal reports
Inventories of products, materials and supplies
Invoices (to customers, from contractors)
Journals
Minute books of governing bodies
Notes receivable ledgers and schedules
Nutrition client files
Payroll records and summaries
Personnel records
Personnel medical records
Petty cash vouchers
Physical inventory tags
Property records (incl. depreciation schedules)
Property records (Capital Asset information)
Purchase requisitions:
Purchasing department copy
Other copies
Receiving sheets
Retirement and pension records
Requisitions
Sales records
Sign-in sheets (visitors)
Subsidiary ledgers

Tax returns and worksheets, examination reports

and other documents relating to determination
of income tax liability
TDHCA Client files

Trademark registrations and copyrights
Training manuals (no longer in use)
Voucher register and schedules
Withholding tax statements

Electronic Records

Place policy here
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Community Services of Northeast Texas
Policy Council
By Laws

ARTICLE I: NAME

The name of this organization shall be Community Services of Northeast Texas Head Start Policy
Council.

ARTICLE II: PURPOSE

The purpose for which this Council shall be is to provide for participation of parent and
community representatives in the decision making processes concerning the Community Services
of Northeast Texas Head Start Program as set forth in the Head Start Program Performance
Standards, 45 CFR 1301.1 of the Performance Standards, effective November 7, 2016.

ARTICLE Ill: MEMBERSHIP
SECTION |

The Head Start Policy Council shall be composed of at least thirteen (13) members as follows:

Atlanta — One (1) representative and One (1) alternate

Bloomburg — One (1) representative and One (1) alternate

Daingerfield/Lone Star — One (1) representative and One (1) alternate

Hughes Springs — One (1) representative and One (1) alternate (Head Start)
One (1) representative and One (1) alternate (Head Start - ISD Campus)
One (1) representative and One (1) alternate (Early Head Start)

Naples/Omaha — One (1) representatives and One (1) alternate

New Boston — One (1) representative and One (1) alternate

Pittsburg — One (1) representative and One (1) alternate

Texarkana — One (1) representative and One (1) alternate

* % %

L

There shall be nine (9) parent/guardians and four (4) community representatives on the Policy
Council. There will be one representative appointed to the Policy Council from the Governing
Board and one member from Policy Council will be appointed to the Governing Board. The
Policy Council Representative that serves on the Governing Board must be a Parent and/or
Former Parent. These members will serve the purpose of acting as a liaison and advisor between
the Governing Board and the Policy Council. Community representatives must be from one of the
four counties served by CSNT Head Start. These counties include Bowie, Camp, Cass, and
Morris Counties.

Parent representatives and alternates must meet the following definition as a Head Start parent:
“A Head Start child’s mother or father, other family member who is the primary care-giver, foster
parent, guardian or the person with whom the child has been placed for purposes of adoption
pending a final adoption decree”.

Policy Council By-laws
Page 1



SECTION II: Term of Office

Terms of office for Policy Council members shall be for one (1) year. Elections shall take place
in August or September at the first Campus Parent Committee Meeting with installation in
September/October. Terms of membership are limited to five (5) calendar years. Policy Council
members will remain as members on the Council until a successor is elected and seated in
September/October.

SECTION IlI: Voting Rights

Each Policy Council member will have one (1) vote on all issues at all meetings. The Chairperson
of the Policy Council votes only in the case of a tie. An Alternate Member will vote only in the
absence of a Policy Council Member.

SECTION IV: Member Obligations

All members shall attend meetings regularly; arrive promptly for scheduled meetings and
actively participate in meetings. It shall be the responsibility of each current
parent/guardian Policy Council member to report information back to the parent
committee in his/her Campus at the next Parent Committee Meeting following each
Policy Council Meeting.

SECTION V: Confidentiality

Each Policy Council Member is bound by the same Confidentiality Policy of CSNT
employees. A breach of confidentiality will result in immediate termination, and possible
legal action.

SECTION VI: Termination of Membership

If a member misses two (2) meetings, he/she may be replaced. Any member may resign
at any time and must be replaced immediately. When a parent representative’s seat on
the Policy Council becomes vacant, the Campus Parent Committee will elect a new
member to fill the vacancy. This process will be reflected on the Parent Committee
Meeting minutes.

SECTION VII: Alternates

Each Campus Parent Committee will elect an alternate Policy Council representative to
attend all meetings that the representative is unable to attend. Alternates are encouraged
to attend all meetings; however, they may not participate unless the representative is not
present.

Policy Council By-laws
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SECTION VIII: Head Start Staff Attendance
The Head Start Director or other staff members may attend Policy Council meetings in a
consulting, non-voting capacity.
SECTION VIIII: Council Representatives
A Policy Council member cannot profit from Community Services of Northeast Texas,
Inc., while serving on the Policy Council. This includes working for the Head Start
Program.

ARTICLE IV: OFFICERS
SECTION I: Election and Term
The officers of the Policy Council shall be the Chairperson, Vice-Chairperson and
Secretary. The members of the Policy Council shall serve a term of office for a period of
one (1) year. Officers will be elected each year.
SECTION II: Executive Committee
The officers of the Policy Council shall constitute the Executive Committee.
The Executive Committee is empowered to transact routine or ordinary business between
meetings of the Policy Council. Any action of the Executive Committee must be ratified
at the next regular meeting.

SECTION I11: Special Committees

Special Committees may be appointed and/or dissolved by the Chairperson as deemed
necessary.

SECTION IV: Chairperson

The Chairperson will preside at all meetings of the Policy Council and will be an ex-
officio member of all committees.

SECTION V: Vice —Chairperson
The Vice-Chairperson, in the absence of the Chairperson, will perform all the duties of

the Chairperson. When so acting, he/she will have all the powers of and be subject to all
the restrictions of the Chairperson.

Policy Council By-laws
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SECTION VI: Secretary

1. Keep the minutes of the Policy Council meetings;
2. Make written reports of the minutes with the assistance of the Staff; and
3. Any other duties deemed necessary by the Chairperson.

ARTICLE V: MEETINGS
SECTION I: Regular Meetings

The Policy Council will meet monthly during the program year and as needed during the
months of June and July. The meeting will be held on the fourth Tuesday of each month
in Linden, Texas. During the September or October meeting, the Policy Council will
determine the most convenient time to meet. The meeting time determined for this
program year is 9:00 AM.

SECTION I1I: Special Meetings

The Chairperson may call special meetings of the Policy Council at any time deemed
necessary. A notice of special meetings will be given at least forty-eight (48) hours prior
to said meeting.

SECTION I11: Notice of Meetings

Notification of all meetings will be sent to all members and all alternates of the Council
electronically at least five (5) days prior to the meeting date. The CSNT office will have
the responsibility of notifying the Council members. When no quorum will be available,
the Chairperson and the Head Start Director shall reschedule a meeting date.

SECTION IV: Quorum

The quorum for a meeting of the Policy Council shall be at least fifty percent plus one of
the non-vacant seats of the Policy Council. The act of the majority of the Policy Council
members present at a meeting that has a quorum shall be considered the “Act of the
Policy Council”.

SECTION V: Conduction of Meeting

The Policy Council parliamentary process will follow PROBERT’S RULES OF ORDER
as closely as possible. The business of the Policy Council shall be carried out in a timely
manner at Policy Council Meetings as mandated in 45 CFR 1301.3 Program Governance.

Policy Council By-laws
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SECTION VI: Dispute/Impasse Resolution

According to 45 CFR, Part 1301.6(a-c), each Head Start grantee and Policy Council
jointly must establish written procedures for resolving internal disputes, including
impasse procedures, between the governing body (Board) and policy group. The
following procedures address this requirement.

A. There must be respect and involvement between the governing Board and the
Policy Council.
B. There must be a Board member serving on the Policy Council and a Policy

Council member serving on the governing Board.

C. These written procedures must be approved* by the governing Board and the
Policy Council annually.

D. If there is conflict between the governing Board and the Policy Council, the
following informal procedures must be applied.

INFORMAL PROCEDURES

1. The Executive Director and the Head Start Director meet to resolve the conflict.

2. The Executive Director, the Head Start Director, Policy Council Chairperson, and
the Board Chairperson meet to resolve the conflict.

3. The Board and Policy Council Executive Committees meet to resolve the conflict.
E. If the informal procedures do not resolve the conflict, then go to the approved
formal procedures that includes disinterested** parties.

FORMAL PROCEDURES

The governing Board chooses one disinterested party.

The Policy Council chooses one disinterested party.

The two chosen disinterested parties choose a third disinterested party.
The three disinterested parties will resolve the impasse.

el N

* The approval process includes the governing Board and the Policy Council being
involved in the creation and implementation of these policies and procedures.

Policy Council By-laws
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** Disinterested parties should not include: parents, guardians, or family members of any
child enrolled in the Head Start Program for any part of the current school year, CSNT
Staff, Board members, Policy Council members, immediate family or persons in the
employ of Board members or Policy Council members, or any other party with a general
knowledge of the impasse details prior to being selected to decide the issue.

ARTICLE VII: AMENDMENTS
Individual Policy Council members may offer amendments to these by-laws upon
request. Written form of the proposed amendment must be made ten (10) days in

advance of any regular or special meeting. A two-thirds majority vote is required for
passage.

Revised 9/21/22

Policy Council By-laws
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Disposal of Vehicles

#881-2009 Chevy Impala  Electrical issues repairs would exceed the vehicle’s value.

#882- 2006 GMC Sierra Not in service due to excessive mileage (over 286,000).



2, =CSNT

Cormmunity Services of Northeast Texas, .

BOARD RESOLUTION

STATE OF TEXAS §
COUNTY OF CASS §
A meeting of the Board of Directors of Community Services of Northeast Texas,
Inc., a Texas Corporation, being properly constituted and with a quorum present

was held in Linden, Texas on the following date and time:

Date: October 22, 2024

Time: 12:00 p.m. (noon)

It was duly moved and seconded, that the following resolution be adopted:
Close accounts per auditor’s guidance including:

LOCAL ADMIN - *3793

TARGETING LOCAL COMMUNITIES - *3904

INDIRECT COST POOL - *6318

POSTAGE - *3939

CSBG A - *3866

CSBG B - *3858

CSBG D - *3920

CEAP A - *3807

CEAP B - *3815



CEAP CARES - *5923

HEAD START - *3831

EARLY HEAD START - *5931

TBRA - *3785

VET SERVICES NOW - *4277

UPSHUR RURAL - *3890

ATMOS ENERGY - *6296

YOUTH PROGRAM - *6040

LIHWAP - *7654

IN HOUSE CREDIT LINE - *8510

Accounts will be closed by December 31, 2024.
The RESOLUTION was passed by a majority of those present and voting in

accordance with the By-Laws and/or Articles of the Corporation.

| certify that the above and foregoing constitutes a true and correct copy of a part

of the minutes of a meeting of the Board of Directors.

HELD ON THE 22"P DAY OF October, 2024.

Board President or Board Secretary

Community Services of Northeast Texas, Inc. « PO Box 427 Linden, Texas 75563
* 903-756-5596 « www.csntexas.org



Financial Report for the month of October 2024
(September 2024 Expenditures)

Head Start

Monthly YTD
Funding Source Amount Funded Expenditures Total To Date Balance Budget Budget  (Over)/Under
12 month program ending 11-30-2024
Personnel $2,259,638.00 $209.,448.62 $1,777,492.21 $482,145.79 $188,303.17 $1,883,031.67 $105,539.46
Fringe Benefits $559,846.00 $43,146.50 $407,185.26 $152.660.74 $46,653.83 $466,538.33 $59.353.07
Travel (4120) $10,000.00 $1,250.56 $10,864.11 ($864.11) $833.33 $8,333.33 ($2,530.78)
Equipment $48,000.00 $0.00 $47,138.50 $861.50 $4.,000.00 $40,000.00 ($7,138.50)
Supplies $245,000.00 $26,310.56 $135,467.08 $109,532.92 $20,416.67 $204,166.67 $68,699.59
Contractual $291,066.00 $0.00 $147,028.00 $144,038.00 $24,255.50 $242,555.00 $95,527.00
Facilities / Construction $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Other (4120) $30,381.00 $588.60 $9,881.87 $20,499.13 $2,531.75 $25.317.50 $15,435.63
Other (4122) $1,049,075.00 $210,157.51 $905,203.74 $143,871.26 $87,422.92 $874,229.17 ($30,974.57)
Total $4,493,006.00 $490,902.35 $3,440,260.77 $1,052,745.23 $374,417.17  $3,744,171.67 $303,910.90
T&TA $40,381.00 $1,839.16 $20,745.98 $19,635.02 $3,365.08 $33,650.83 $12,904.85
Total
USDA Reimbursements through August 2024 $80,218.81
Estimated USDA Reimbursement for September 2024 $16,107.75
Resulting (over)/under with USDA $400,237.46
* Total Over/Under without USDA Further Analysis
Number of children 465
Accruals: $4.00 Number of classrooms 26
Actual year end payroll accrual $95,000.00
Monthly YTD
Amount Funded Expenditures Total To Date Budget Budget  (Over)/Under
Per Classroom $172,807.92 $18,880.86 $132,317.72 $14,400.66 $144,006.60 $11,688.88
Per Child $9,662.38 $1,055.70 $7,398.41 $805.20 $8,051.98 $653.57
IN-KIND (Non-Federal Share)
Needed This month Total Still need
$1,133,347.00 $136,638.82 $1,249,070.21 ($115,723.21)




Early Head Start

Financial Report for the month of Otober 2024
(September 2024 Expenditures)

Monthly YTD
Funding Source Amount Funded Expenditures Total To Date Balance Budget Budget  (Over)/Under

12 month program ending 11-30-2024
Personnel $150,316.00 $13,598.32 $113,730.14 $36,585.86 $12,526.33 $125,263.33 $11,533.19
Fringe Benefits $37,191.00 $2,192.70 $22.051.91 $15,139.09 $3,099.25 $30,992.50 $8.,940.59
Travel (4120) $2,190.00 ($0.19) $1,368.22 $821.78 $182.50 $1,825.00 $456.78
Equipment $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Supplies $15,250.00 $1,480.74 $4.921.40 $10,328.60 $1,270.83 $12,708.33 $7.786.93
Contractual $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Facilities / Construction $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Other (4120) $3,067.00 $0.00 $1.,390.25 $1,676.75 $255.58 $2.555.83 $1,165.58
Other (4122) $55,997.00 $10,275.43 $34,762.18 $21,234.82 $4,666.42 $46,664.17 $11,901.99
Total $264,011.00 $27,547.00 $178,224.10 $85,786.90 $22,000.92 $220,009.17 $41,785.07
T&TA $5,257.00 ($0.19) $2,758.47 $2,498.53 $438.08 $4,380.83 $1,622.36
Total
USDA Reimbursements through August 2024 $12,601.26
Estimated USDA Reimbursement for September 2024 $2,282.58

Resulting (over)/under with USDA $56,668.91
* Total Over/Under without USDA Further Analysis

Number of children 16
Accruals: Number of classrooms 2
Actual year end payroll accrual $5,900.00
Monthly YTD
Amount Funded Expenditures Total To Date Budget Budget  (Over)/Under

Per Classroom $132,005.50 $13,773.50 $89,112.05 $11,000.46 $110,004.58 $20.892.53
Per Child $16,500.69 $1,721.69 $11,139.01 $1,375.06 $13,750.57 $2,611.57

IN-KIND (Non-Federal Share)
Needed This month Total Still need
$67.318.00 $2,072.26 $18,114.12 $49.203.88




HEAD START and EARLY HEAD START NUTRITION PROGRAM
October 2024 Financial Report
For the month of September 2024

CACFP

Expenditures Total To Date
Operating Labor S 7,105.14 89,125.76
Administrative Labor 1,710.10 16,150.94
Food 11,788.86 109,010.86
Supplies & Equipment 4,106.30 12,152.56
Purchased Services - 0.00
Financial Costs - 0.00
Media Costs - 0.00
Operating Org Cost - 1,697.43
Other - 369.17
Total S 24,710.40 S 228,506.72
TDHS REVENUE 18,390.33 141,661.05

(Income Starts October 2023)



CSBG D 2023

Financial Report for the month of October 2024 % of contract 100%
CSBG Current Program (September 2024 Expenditures) % of money 100%
Monthly YTD
Funding Source Amount Funded Expenditures Total To Date Balance Budget Budget (Over)/Under

Community Services Block Grant Discretionary (CSBG D) 11 month program ending 09/30/2024

Personnel $0.00 0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Fringe Benefits 0.00 0.00 $0.00 0.00 0.00 0.00 0.00
Travel* 0.00 0.00 $0.00 0.00 0.00 0.00 0.00
Equipment 0.00 0.00 $0.00 0.00 0.00 0.00 0.00
Supplies 0.00 0.00 $0.00 0.00 0.00 0.00 0.00
Contractual 0.00 0.00 $0.00 0.00 0.00 0.00 0.00
Other 18,965.00 7,709.08 $18,965.00 0.00 1,724.09 18,965.00 0.00
Indirect Costs 0.00 0.00 $0.00 0.00 0.00 0.00 0.00
Total $18,965.00 $7,709.08 $18,965.00 $0.00 $1,724.09 $18,965.00 $0.00



CSBG D 2024

Financial Report for the month of October 2024 % of contract 42%
CSBG Current Program (September 2024 Expenditures) % of money 12%
Monthly YTD

Funding Source Amount Funded Expenditures Total To Date Balance Budget Budget (Over)/Under
Community Services Block Grant Discretionary (CSBG D) 12 month program ending 04/30/2025
Personnel $5,600.00 1,241.20 $2,247.36 $2,247.36 $466.67 $2,333.33 $85.97
Fringe Benefits 3,120.00 96.97 $177.24 2,942.76 260.00 1,300.00 1,122.76
Travel* 0.00 0.00 $0.00 0.00 0.00 0.00 0.00
Equipment 0.00 0.00 $0.00 0.00 0.00 0.00 0.00
Supplies 0.00 0.00 $0.00 0.00 0.00 0.00 0.00
Contractual 0.00 0.00 $0.00 0.00 0.00 0.00 0.00
Direct Client Services 81,280.00 6,642.71 $9,567.71 71,712.29 6,773.33 33,866.67 24,298.96
Indirect Costs 10,000.00 0.00 $0.00 10,000.00 833.33 4,166.67 4,166.67
Total $100,000.00 $7,980.88 $11,992.31 $88,007.69 $8,333.33 $41,666.67 $29,674.36

CEAP SUPPLEMENTAL
Financial Report for the month of October 2024 % of contract 75%
CEAP Current Program (September 2024 Expenditures) % of money 86%
Amount Funded Expenditures Total To Date Balance
Comprehensive Energy Assistance Program (CEAP) 12 month program ending 12/31/2024 Contract Budget
Minimun Maximum

Administration* $12,514.00 10,067.00 $10,067.00 $2,447.00 7% $1,042.83 min $9,220.77 max ($846.23)
Household Crisis** 69,719.00 0.00 $0.00 69,719.00 13,865.50 min 69,719.00 max 69,719.00
Utility Assistance™* 69,719.00 0.00 $138,655.04 (68.936.04) 13,865.50 min 69,719.00 max (68,936.04)
Program Services 21,372.00 0.00 $0.00 21,372.00  o% 1,781.00 min 11,092.40 max 11,092.40
Training Travel 0.00 0.00 $0.00 0.00 0.00 min 0.00 max 0.00
Total $173,324.00 $10,067.00 $148,722.04 $24,601.96 $30,554.84 $159,751.17 $11,029.13



CSBG 2024

Financial Report for the month of October 2024 % of contract 75%
CSBG Current Program (September 2024 Expenditures) % of money 58%
Monthly YTD

Funding Source Amount Funded Expenditures Total To Date Balance Budget Budget (Over)/Under
Community Services Block Grant (CSBG) 12 month program ending 12/31/2024
Personnel $0.00 20,555.48 $115,917.55 ($115,917.55) $0.00 $0.00 ($115,917.55)
Fringe Benefits 0.00 3,955.36 $19,371.82 (19,371.82) 0.00 0.00 (19,371.82)
Travel* 0.00 179.17 $4,692.82 (4,692.82) 0.00 0.00 (4,692.82)
Equipment 0.00 194.79 $1,947.21 (1,947.21) 0.00 0.00 (1,947.21)
Supplies 0.00 920.38 $2,976.23 (2,976.23) 0.00 0.00 (2,976.23)
Contractual 0.00 345.13 $2,726.96 (2,726.96) 0.00 0.00 (2,726.96)
Other 0.00 11,301.68 $84,106.45 (84,106.45) 0.00 0.00 (84,106.45)
Indirect Costs 0.00 3,592.85 $20,447.22 (20,447.22) 0.00 0.00 (20,447.22)
Total $436,850.00 $41,044.84 $252,186.26 $184,663.74 $36,404.17 $327,637.50 $75,451.24

CEAP 2024

Financial Report for the month of October 2024 % of contract 75%
CEAP Current Program (September 2024 Expenditures) % of money 88%
Amount Funded Expenditures Total To Date Balance

Comprehensive Energy Assistance Program (CEAP) 12 month program ending 12/31/2024 Contract Budget

Minimun Maximum
Administration* $267,080.00 33,360.60 $248,903.93 $18,176.07 8% $22,256.67 min $200,881.68 max ($48.,022.25)
Household Crisis** 1,486,900.00 2,185.35 $77,831.57 1,409,068.43 282,711.35 min 1,486,900.00 max 1,409,068.43
Utility Assistance** 1,486,900.00 8,346.14 $2,749,281.93 (1,262,381.93) 282,711.35 min 1,486,900.00 max (1,262,381.93)
Program Services 455,793.00 24,669.56 $163,987.98 291,805.02 6% 37,982.75 min 239,288.12 max 75,300.14
Training Travel 2,500.00 0.00 $21.71 2,478.29 0.00 min 2,500.00 max 2,478.29
Total $3,699,173.00 $68.,561.65 $3,240,027.12 $459,145.88 $625,662.12 $3,416,469.80 $176,442.68

*Cannot be over-budget by end of contract **Must be at least 10% of total expenditures

Compliance calculation used, Admin = 6.0% of total grant,Program Services = 6.25% of direct expenditures

Admin with Future Payments

7.7%



Community Services of Northeast Texas, Inc.

Credit Usage Report
Board Report -October 2024

Sam's Club

Purchases for
Payment due by
Balance

American Express

Purchases for July 2024 & August 2024
Payment due by ---

Payment due by ---

Balance

Texana Bank Line of Credit

Program

Highest September 2024 Balance
Current balance

Exp pay off date

Local Admin In House Line of Credit

Program

Highest September 2024 Balance
Current balance
Exp pay off date

CSNT Line of Credit

Program
Highest September 2024 Balance

Current balance
Exp pay off date

Pd on

Pd on 09/17/2024
Pd on 09/24/2024

CSBG A VSN

12,007.54 17,324.00

12,007.54 17,324.00
12/31/2024 12/31/2024
CSBG B

32,251.00

6,036.01
(1,479.82)
(4,556.19)



-l AMERICAN EXPRESS CORPORATE PURCHASING CARD - BILLING STATEMENT

EXPRESS

MICHELLE MOREHEAD Statement Date: 08/28/2024 Load Z_‘_BUQI

Omz._._zo mmBEm:om\./onocEZcB_umn '
304 E. HOUSTON ST. Corporate __unl ‘

LINDEN, TX, 75563

Account WCBBNQ TERMS - PAYABLE IN FULL AS PER YOUR CORPORATE CONTRACT

Previous : Charges Credits Other Charges Debit Other Credits Payments Debit Remittances for
Balance ; (+) (-) (+) - Adjustment (+) (-) (-) Credit Balances (+)
$5,696.89 $6,126.97 ($90.96) $0.00 $0.00 $0.00 ($5,696.89) $0.00

TERMS - PAYABLE IN FULL UPON RECEIPT PER CORPORATE CONTRACT
Past due

Account Aging Summary

$0.00

Current Due - - = $6,036.01
30 Days Past Due $0.00
60 Days Past Due $0.00
90 + Days Past Due $0.00

CPC Statement Contains
Historical Balance Summary

4
Month Balance 5
July $5,696.89 6
June $1,796.87 8
May $15,319.81
FOR ASSISTANCE CONTACT OUR PROGRAM ADMINISTRATOR CUSTOMER SERVICE UNIT -- TOLL FREE -- 1-800-492-4979 RRID: 799891537 (20240831)

SEND REMITTANCES TO AMERICAN EXPRESS AT: American Express CPS Remittance Processing-Suite A 20500 Belshaw Ave, Carson, CA 90746 Page: 1 of 8



ae-aiidl AMERICAN EXPRESS CORPORATE PURCHASING CARD - BILLING STATEMENT

BEXPRESS

MICHELLE MOREHEAD Statement Date: 08/28/2024
CSNT INC
304 E. HOUSTON ST.

LINDEN, TX, 75563

Remittance Advice TERMS - PAYABLE IN FULL AS PER YOUR CORPORATE CONTRACT

Account Name Employee ID Cost Center Account Aging
301 60
MICHELLE MOREHEAD
BERNARD YANCEY
BERNARD YANCEY

No. of Accounts: 3

Total Accounts: 3

Amount Owed ($): $6,036.01

Load Number

Remittance Account Number: l

Corporate ID:

Account Number Balance Due
T $0.00
L BT

ta , $6,036.01

Remittance Account Total: $6,036.01
Payment Due Date: 09/11/2024

Amount Paid ($) $

FOR ASSISTANCE CONTACT OUR PROGRAM ADMINISTRATOR CUSTOMER SERVICE UNIT -- TOLL FREE -- 1-800-492-4979
SEND REMITTANCES TO AMERICAN EXPRESS AT: American Express CPS Remittance Processing-Suite A 20500 Belshaw Ave, Carson, CA 90746

Page: 4 of 8
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AMERIAN] A\ERICAN EXPRESS CORPORATE PURCHASING CARD - BILLING STATEMENT

MICHELLE MOREHEAD Statement Date: 08/28/2024 Load Number (R
CSNT INC Remittance Account Number: l
304 E. HOUSTON ST. Corporate ID: I

LINDEN, TX, 75563

List of Accounts TERMS - PAYABLE IN FULL AS PER YOUR CORPORATE CONTRACT
Account Number Previous Charges Credits Debit Current Due Payments Debit Remittances
Account Name Balance Other Charges Other Credits Adjustment (+) () For
(+) -) Credit Balances (+)
EEaEEE $5,696.89 $4,647.15 ($90.96) $0.00 $4,556.19 ($5,696.89) $0.00
MICHELLE MOREHEAD $0.00 $0.00
B e ] 000
BERNARD YANCEY $0.00 $0.00
l $0.00 $1,479.82 $0.00 $0.00 $1,479.82 $0.00 $0.00
BERNARD YANCEY $0.00 $0.00 L
No. of Accounts: 3 BCA Subtotal: l $6,036.01

Total Accounts: 3 Remittance Account Total: $6,036.01

Payment Due Date: 09/11/2024

FOR ASSISTANCE CONTACT OUR PROGRAM ADMINISTRATOR CUSTOMER SERVICE UNIT -- TOLL FREE -- 1-800-492-4979
SEND REMITTANCES TO AMERICAN EXPRESS AT: American Express CPS Remittance Processing-Suite A 20500 Belshaw Ave, Carson, CA 90746 Page: 50of 8



i

AMERICAN EXPRESS CORPORATE PURCHASING CARD - BILLING STATEMENT

Account Number: l Statement Date: 08/28/2024 Previous Balance: $5,696.89

Account Name: MICHELLE MOREHEAD Cost Center:

Employee ID: Spending Limit / Type: $50,000.00 /TRN,
Universal ID: $50,000.00 /MTH
Transaction Details TERMS - PAYABLE IN FULL AS PER YOUR CORPORATE CONTRACT

Cardmember Transaction Processing Transaction
Service Establishment Name & Address Ref. # Supplier Ref. Ref # Date Date Amount

Gaylord Texan Resort Grapevine 0013580000000 07/31/2024 08/01/2024 ($30.32)
Gaylord Texan Resort Grapevine 0013582000000 07/31/2024 08/01/2024 ($30.32)
CAMBRIA HOTEL AUSTIN AUSTIN 0049292915000 08/03/2024 08/04/2024 $837.72
STARLINK INTERNET HAWTHORNE CA HHEHHT63NU2 08/03/2024 08/04/2024 $120.00
Gaylord Texan Resort Grapevine 0013039000000 08/05/2024 08/06/2024 ($30.32)
SKILLPATH/COMPUMASTER/HRC MISSION KS PO 08/06/2024 08/07/2024 $1,448.70
AT *LBJ FOUNDATION 0 AUSTIN 0099999994225 08/12/2024 08/13/2024 $24.00
HILTON ADVPURCH80023 MEMPHIS 0076746563800 08/13/2024 08/13/2024 $1,055.34
CORPORATE REMITTANCE RECEIVED 0005409000000 08/21/2024 08/22/2024 ($5,696.89)
HILTON GARDEN INN AU AUSTIN 0061379501700 08/22/2024 08/22/2024 $351.77
HILTON GARDEN INN AU AUSTIN 0061379508200 08/22/2024 08/22/2024 $457.85
HILTON GARDEN INN AU AUSTIN 0061379509900 08/22/2024 08/22/2024 $351.77

Transaction Total for MICHELLE MOREHEAD - NN $4,556.19

FOR ASSISTANCE CONTACT OUR PROGRAM ADMINISTRATOR CUSTOMER SERVICE UNIT -- TOLL FREE -- 1-800-492-4979
SEND REMITTANCES TO AMERICAN EXPRESS AT: American Express CPS Remittance Processing-Suite A 20500 Belshaw Ave, Carson, CA 90746 Page: 6 of 8



AMERICAN

SERESe AMERICAN EXPRESS CORPORATE PURCHASING CARD - BILLING STATEMENT

Account Number: ' Statement Date: 08/28/2024

Previous Balance: $0.00
Account Name: BERNARD YANCEY

Cost Center:
Employee ID: Spending Limit / Type: $5,000.00 /TRN,
Universal ID: $50,000.00 /MTH
Transaction Details TERMS - PAYABLE IN FULL AS PER YOUR CORPORATE CONTRACT
Cardmember Transaction Processing Transaction
Service Establishment Name & Address Ref. # Supplier Ref. Ref # Date Date Amount
JASON'S DELI-TAR-174 TEXARKANA 0007426500000 08/02/2024 08/03/2024 $1,479.82

Transaction Total for BERNARD YANCEY RGN $1,479.82

FOR ASSISTANCE CONTACT OUR PROGRAM ADMINISTRATOR CUSTOMER SERVICE UNIT -- TOLL FREE -- 1-800-492-4979
SEND REMITTANCES TO AMERICAN EXPRESS AT: American Express CPS Remittance Processing-Suite A 20500 Beishaw Ave, Carson, CA 90746

Page: 7 of 8




1045 - TEXANA

ACCOUNTS

PAYABLE

DISBURSEMENT

2 CHECK REGISTER FOR September 2024

Check Number Effective Date  Vendor Name . Check Amount  Description

80826 09/04/24 A & R SERVICE CENTER LLC 327.91 Vehicle Repair
80827 09/04/24 ABERNATHY COMPANY 1,414.80 Janitorial supplies
80828 09/04/24 ABERNATHY COMPANY 494,95 Janitorial supplies
80829 09/04/24 AEP-SWEPCO-EA 1,979.89 Client Svcs
80830 09/04/24 B & S TRUE VALUE HARDWARE 32.03 Bldg Maint Maint
80831 09/04/24 BEN E KEITH CO 5,127.74 HS Grocery
80832 09/04/24 BRITTNEY JACKSON 40.58 Employee Reimbursement
80833 09/04/24 CAMCO ELEVATOR INC . 150.00 Bldg Maint elevator
80834 09/04/24 CITY OF JEFFERSON WATER . 73.73 Utilities
80835 09/04/24 CITY OF NEW BOSTON 197.39 Utilities
80836 09/04/24 CITY OF PITTSBURG 295.81 Utilities
80837 09/04/24 CONN AUTO SUPPLY 238.00 Vehicle Repair
80838 09/04/24 H&M PROPERTIES 950.00 Client Svcs
80839 09/04/24 HARREL'S PLUMBING CO. 175.00 Bldg Maint
80840 09/04/24 JEREMY BOOKER 56.28 Policy reimbursement
80841 09/04/24 MOUNTAIN VALLEY OF TEXARKANA 277.50 Bottle Water
80842 09/04/24 MY ALARM CENTER, LLC. 42.79 Bldg Maint Alarm Svcs
80843 09/04/24 NAPLES HARDWARE & SUPPLIES LLC 46.04 Bldg Maint Maint
80844 09/04/24 ODP BUSINESS SOLUTIONS, LLC 682.29 Office Supplies
80845 09/04/24 RELIABLE ALARM SERVICE, LLC 45.00 Bldg Maint Alarm Svcs
80846 09/04/24 ROBERT NORTON PETTY CASH CUSTODIAN 95.00 Petty Cash
80847 09/04/24 RPM STAFFING PROFESSIONALS, INC. 1,324.80 Program Staffing
80848 09/04/24 STAPLES 1,519.50 Office Supplies
80849 09/04/24 TERESA THOMPSON 36.18 Policy Mileage
80850 09/04/24 TRICO LUMBER CO. 127.03 Bldg Maint Maint
80851 09/04/24 VENUS HORNBUCKLE PETTY CASH CUSTODIAN 10.48 Petty Cash
80852 09/04/24 VESTIS GROUP , INC 348.80 HS Safety Mats
80853 09/04/24 WASTE MANAGEMENT CORPORATE SERVICES, INC. 196.31 Utilities
80854 09/10/24 A & R SERVICE CENTER LLC 10.00 Vehicle Repair
80855 09/10/24 ABILA 1,200.06 Software Support
80856 09/10/24 AEP-SWEPCO-EA 3,034.00 Client Svcs
80857 09/10/24 ALFORD AIR CONDITIONING & HEATING LLC 221.00 Bldg Maint AC maint
80858 09/10/24 AMERICAN ASSOCIATES OF NOTARIES 143.85 Office Supplies
80859 09/10/24 AT&T 1,205.47 Utilities
80860 09/10/24 B & S TRUE VALUE HARDWARE 15.45 Bldg Maint Maint
80861 09/10/24 BENEFITS TECHNOLOGY RESOURCES LLC 400.00 Software Support
80862 09/10/24 BLOOMBURG WATER SUPPLY 57.23 Utilities
80863 09/10/24 BLUE CROSS BLUE SHIELD 65.15 Health Insurance
80864 09/10/24 BLUE CROSS BLUE SHIELD 38,344.36 Health Insurance
80865 09/10/24 BRENDA CUMMINGS 172.50 Travel
80866 09/10/24 CECELIA HUFF 52.26 Board Reimbursement
80867 09/10/24 CONN AUTO SUPPLY 22.00 Vehicle Repair
80868 09/10/24 FLINT'S FURNITURE & APPLIANCE 2,709.93 Client Svecs
80869 09/10/24 FULGHUM ENTERPRISES, INC 85.00 Vehicle Repair
80870 09/10/24 HEALTHIOY LLC 924.00 Health Insurance
80871 09/10/24 HIGGINBOTHAM INSURANCE AGENCY, INC. 1,275.00 Insurance Property/Cyber/staff
80872 09/10/24 IRIS GROUP HOLDINGS LLC 119.97 Bldg Maint Alarm Svc
80873 09/10/24 JUST ENERGY 3,147.85 Client Sves
80874 09/10/24 LONE STAR LUBE 127.06 Vehicle Repair
80875 09/10/24 MARTAVIUS JONES 96.48 Board Reimbursement
80876 09/10/24 MCI 67.68 Utilities
80877 09/10/24 MOUNTAIN VALLEY OF TEXARKANA 129.25 Bottle Water
80878 09/10/24 NCS PEARSON, INC. 579.60 Client Sves
80879 09/10/24 REPUBLIC SERVICES #070 111.29 Utilities
80880 09/10/24 ROBBIE HUDSON 221.04 Travel
80881 09/10/24 RPM STAFFING PROFESSIONALS, INC. 1,324.80 Program Staffing
80882 09/10/24 S.W. ARKANSAS TELE. CO-OP 214.18 Utilities
80883 09/10/24 TEXARKANA WATER UTILITIES 117.88 Client Svcs
80884 09/10/24 TRICO LUMBER CO. 85.59 Bldg Maint Maint
80885 09/10/24 VESTIS GROUP , INC 120.14 HS Safety Mats
80886 09/10/24 WIKESA WALKER 39.75 Employee Reimburesment
80887 09/10/24 WILLIAM MICHAEL BERRY 530.90 Bldg Maint AC maint
80888 09/17/24 AMERICAN EXPRESS 1,479.82 Credit Card Purchases

80889 09/17/24 AT&T 99.64 Utilities



1045 - TEXANA

ACCOUNTS

PAYABLE

DISBURSEMENT

2 CHECK REGISTER FOR September 2024

Check Number Effective Date  Vendor Name Check Amount  Description

80890 09/17/24 B & S TRUE VALUE HARDWARE 250.92 Bldg Maint Maint
80891 09/17/24 BRENDA DAVIS 944.70 Employee Reimbursement
80892 09/17/24 BUSINESS ESSENTIALS 460.75 Office Supplies
80893 09/17/24 C ALLEN INVESTMENTS INC 2,255.00 Client Svcs
80894 09/17/24 EAGLE AUTO GLASS 600.00 Vehicle Repair
80895 09/17/24 FRANK STRINGHAM & SON 250.00 Client Svcs
80896 09/17/24 GREG'S MIRACLE MART 303.30 Vehicle Fuel
80897 09/17/24 HOPE FIRE EXTINGUISHER SERVICE, INC/ KLEEN KING 28.95 Bldg Maint Alarm Svc
80898 09/17/24 KIM'S CONVENIENCE STORES 56.40 Vehicle Fuel
80899 09/17/24 LEONARD BOLTON 786.00 Client Svcs
80900 09/17/24 LINDEN FUEL CENTER 1,377.74 Vehicle Fuel
80902 09/17/24 ODP BUSINESS SOLUTIONS, LLC 2,756.72 Office Supplies
80903 09/17/24 PEST-PRO SERVICES INC 390.00 Bldg Maint Pest Control
80904 09/17/24 PITTSBURG CORNER EXPRESS 107.91 Vehicle Fuel
80905 09/17/24 RPM STAFFING PROFESSIONALS, INC. 662.40 Program Staffing
80906 09/17/24 S & S AUTOMOTIVE 300.00 Vehicle Repair
80907 09/17/24 SKAGGS TRAVEL STOPS INC. 119.57 Vehicle Fuel
80908 09/17/24 SOUTHWESTERN ELECTRIC POWER 4,092.53 Utilities
80909 09/17/24 TOSHIBA FINANCIAL SERVICES 1,717.00 Copier Lease / CC
80910 09/17/24 TRICO LUMBER CO. 38.67 Bldg Maint Maint
80911 09/17/24 VANCO SYSTEMS, INC. 315.51 Copier Lease / CC
80912 09/17/24 VESTIS GROUP , INC 151.24 HS Safety Mats
80913 09/17/24 WEHCO NEWSPAPERS INC 77.48 Advertising
80914 09/17/24 WILLIAM MICHAEL BERRY 59.28 Bldg Maint AC maint
80915 09/17/24 WINDSTREAM 592.53 Utilities
80916 09/17/24 WOOD CO. ELECTRIC COOP. 595.60 Client Svcs
80917 09/17/24 XEROX CORPORATION 973.75 Copier Lease / CC
80918 09/24/24 A & R SERVICE CENTER LLC 53.50 Vehicle Repair
80919 09/24/24 ADT SECURITY CORPORATION 119.97 Bldg Maint Alarm Svcs
80920 09/24/24 AMERICAN EXPRESS 4,556.19 Credit Card Purchases
80921 09/24/24 AREA WIDE PROPERTIES 1,400.00 Rent
80922 09/24/24 ATLANTA ISD 700.00 Rent
80923 09/24/24 ATLANTA ISD FOOD SERVICE 390.00 HS Meals
80924 09/24/24 B & S TRUE VALUE HARDWARE 22.48 Bldg Maint Maint
80926 09/24/24 BEN E KEITH CO 12,823.09 HS Grocery
80927 09/24/24 BERNADETTE HARRIS 289.35 Travel
80928 09/24/24 BERNADETTE HARRIS 151.44 Travel
80929 09/24/24 BERNIE YANCEY 288.90 Travel
80930 09/24/24 BERTA CABRERA 25.89 Employee Reimbursement
80931 09/24/24 BRENDA CUMMINGS 88.50 Travel
80932 09/24/24 BRENDA DAVIS 314.90 Employee Reimbursement
80933 09/24/24 BRIDGETTE PARTON 241.50 Travel
80934 09/24/24 CITY OF LINDEN 415.86 Utilities
80935 09/24/24 CRUMP'S IGA 15.96 HS Grocery
80936 09/24/24 ERA MOORE COLLINS 88.50 Travel
80937 09/24/24 FLINT'S FURNITURE & APPLIANCE 2,419.93 Client Svcs
80938 09/24/24 FROG STREET PRESS, LLC 19,269.38 HS Classroom Supplies
80939 09/24/24 HOPE FIRE EXTINGUISHER SERVICE 115.00 Bldg Maint Fire Svcs
80940 09/24/24 HUGHES SPRINGS ISD 800.00 Rent
80941 09/24/24 JESSICA HILL 32.83 Employee reimbursement
80942 09/24/24 MICHELLE MOREHEAD 224.00 Travel
80943 09/24/24 MISTY VAN HOOSER 88.50 Travel
80944 09/24/24 ODP BUSINESS SOLUTIONS, LLC 1,456.48 Office Supplies
80945 09/24/24 R. MORGAN, LLC 1,000.00 Rent
80946 09/24/24 RPM STAFFING PROFESSIONALS, INC. 662.40 Program Staffing
80947 09/24/24 SOUTHWESTERN ELECTRIC POWER 51.35 Utilities
80948 09/24/24 TEXARKANA INDEPENDENT SCHOOL DISTRICT 3,882.00 HS Meals
80949 09/24/24 TRICO LUMBER CO. 199.99 Bldg Maint Maint
80950 09/24/24 TURNER DAVID K 1,150.00 Rent
80951 09/24/24 VERIZON WIRELESS 2,350.85 Utilities
80952 09/24/24 VESTIS GROUP , INC 27.32 HS Safety Mats
80953 09/24/24 WILLIAMS CHAPEL BAPTIST CHURCH 1,000.00 Rent
80954 09/25/24 AEP-SWEPCO-EA 5,667.22 Client Svcs

80955 09/25/24 AUDREY N ALEXANDER 870.00 Client Svcs



1045 - TEXANA

Description

ACCOUNTS

PAYABLF

DISBURSEMENT

2 CHECK REGISTER FOR September 2024

Check Number Effective Date  Vendor Name Check Amount
80956 09/25/24 BLUE MARLIN INVESTMENT PROPERTIES, LLC 551.00
80957 09/25/24 CITY OF DAINGERFIELD 181.00
80958 09/25/24 CITY OF LONE STAR 244.10
80959 09/25/24 H&M PROPERTIES 449.00
80960 09/25/24 Heartland Village - MAIN OFFICE 637.00
80961 09/25/24 JAN KITLINGER 642.00
80962 09/25/24 JIMMY MITCHELL 3,477.00
80963 09/25/24 KALASHINE HOPKINS LLC 596.00
80964 09/25/24 LAMAR CO-OP 1,337.07
80965 09/25/24 MARGARETT JOHNSON 805.00
80966 09/25/24 MARIA B GUERRERO 500.00
80967 09/25/24 NATHAN BELL, LLC 784.00
80968 09/25/24 PTL VILLAGE LLC 665.00
80969 09/25/24 RENEWED HOPE HOMES 663.00
80970 09/25/24 RENTONE LLC 475.00
80971 09/25/24 TNT Properties of Texarkana 965.00
80972 09/25/24 TXU-ASSISTANCE GROUP 2,185.35
V00023 09/04/24 BOWIE CASS 392.58
V00024 09/04/24 CENTERPOINT ENERGY ENTEX 48.88
V00025 09/10/24 ERICK BALLESTEROS 2,020.00
V00026 09/17/24 ABERNATHY COMPANY 199.96
V00027 09/17/24 ABERNATHY COMPANY 1,795.76
V00028 09/17/24 ABERNATHY COMPANY 407.70
V00029 09/17/24 CENTERPOINT ENERGY ENTEX 57.70
V00030 09/17/24 CENTERPOINT ENERGY ENTEX 57.49
V00031 09/17/24 ETEX TELEPHONE CORP, INC. 545.65
V00032 09/17/24 ETEX TELEPHONE CORP, INC. 5,549.70
V00033 09/24/24 CENTERPOINT ENERGY ENTEX 66.07
V00034 09/24/24 CENTERPOINT ENERGY ENTEX 51.41
V00035 09/24/24 GLENN B. LANIER 240.00
V00036 09/24/24 HEALTHCARE EXPRESS LLP 286.00
V00037 09/24/24 JIMMIE RAY AYERS 800.00
V00038 09/25/24 KATHY JO RODGERS 258.00
V00039 09/25/24 MOUNT PLEASANT HOUSING AUTHOURITY 264.00
V00040 09/25/24 NARROW PATH PROPERTY MANAGEMENT 795.00
V00041 09/25/24 NARROW PATH PROPERTY MANAGEMENT 660.00
V00042 09/25/24 NARROW PATH PROPERTY MANAGEMENT 418.00
V00043 09/25/24 PAM MCMICHEAL 298.00
V00044 09/25/24 PINE TERRACE APARTMENT 1,076.00
v00045 09/25/24 PINE TERRACE APARTMENT 443.00
V00046 09/25/24 PINE TERRACE APARTMENT 328.00
V00047 09/25/24 PINE TERRACE APARTMENT 443.00
Report Total 191,031.66

Client Svcs
Utilities
Utilities
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svecs
Client Svcs
Utilities
Client Svcs
Janitorial supplies
Janitorial supplies
Janitorial supplies
Utilities
Utilities
Utilities
Utilities
Utilities
Utilities
Rent
Pre-Employeement
Rent
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs
Client Svcs

Client Svcs



COMMUNITY SERVICES OF NORTHEAST TEXAS
Balance Sheet

As of 9/30/2024
Assets
CASH IN BANK CHECKING 0.00
HEAD START CHECKING 1,000.00
DHS MEALS CHECKING 0.00
CSBG/CEAP/WX CHECKING 0.00
WEATHERIZATION CHECKING 0.00
DISBURSEMENTS CHECKING 0.00
FEMA CHECKING 0.00
ETCOG CHECKING 0.00
OLD - CEAP CHECKING (Do Not Use) 0.00
CEAP CHECKING (Do Not Use) 0.00
PAYROLL CASH ACCOUNT 0.00
IP Grant Checking 0.00
HOUSING CHECKING 0.00
LOCAL ADMIN CHECKING 0.00
CASH DONATIONS - LINDEN 0.00
CSBG Checking 0.00
CEAP Checking ) 0.00
Upshur Rural Checking 0.00
TLC Checking 0.00
CSBG 2012 SP 0.00
JEFFERSON CHECKING 0.00
BECKVILLE SR. CHECKING 0.00
CARTHAGE SR. CHECKING 0.00
HALLSVILLE SR. CHECKING 0.00
MARSHALL SR. CHECKING 0.00
WESTEND CHECKING 0.00
PITTSBURG SR. CHECKING 0.00
WASKOM SR. CHECKING 0.00
NEWSOME SR. CHECKING 0.00
CEAP UB CASH ACCOUNT 0.00
SALVATION ARMY CHECKING 1,242.54
HS ARRA CHECKING 0.00
CSBG ARRA CHECKING 0.00
CHILD CARE WELLNESS CHECKING 0.00
CSBG UB CHECKING 0.00
PARENT FUND CHECKING 0.00
CBA UNITED HEALTH 0.00
CBA CIGNA HEALTH SPRING 0.00
CSBG DISCRETIONARY 0.00
TEXANA ACCOUNTS PAYABLE DISBURSEMENT 128,532.03
TEXANA ACCOUNTS PAYABLE DISBURSEMENT 2 26,318.46
NEW DISBURSEMENT CHECKING 67,380.59
TEXANA CSBG A CHECKING 429.38
TEXANA CSBG B CHECKING 46,476.64
TEXANA CSBG DISCRETIONARY CHECKING 31,621.31
TEXANA HEAD START CHECKING (33,693.90)
TEXANA CEAP A CHECKING 10,332.50

Date: 10/11/2024 12:14:32 PM Page: 1



COMMUNITY SERVICES OF NORTHEAST TEXAS
Balance Sheet
As of 9/30/2024

TEXANA CEAP B CHECKING 235,736.91
TEXANA CBA UNITED HEALTH CARE CHECKING 0.00
TEXANA CBA CIGNA HEALTH SPRING CHECKING 0.00
TEXANA UPSHUR RURAL CHECKING 26,291.11
TEXANA TLC CHECKING 34,282.42
TEXANA LOCAL ADMINISTRATIVE CHECKING 111,788.35
TEXANA PAYROLL CASH ACCOUNT 0.00
TEXANA CLIENT FUNDS FOR SSA BENEFITS 0.00
TEXANA TBRA CHECKING 9,800.96
TEXANA POSTAL ACCOUNT CHECKING 204.47
TEXANA VET SERVICES NOW 0.60
TEXANA BANK YOUTH EMPOWERMENT CHECKING 20,671.68
TEXANA CSBG CARES CHECKING 0.00
TEXANA CEAP CARES CHECKING (8,976.39)
TEXANA NEW PAYROLL CASH ACCOUNT 9,580.18
TEXANA EARLY HEAD START CHECKING (1,531.75)
TEXANA CEAP ARP CHECKING 0.00
TEXANA INDIRECT COST RATE CHECKING 266,369.71
TEXANA ATMOS ENERGY 'SHARE THE WARMTH' PROGRAM CHECKING 22,451.27
TEXANA ORGANIZATION PAYEE FUNDS 0.00
TEXANA LOW INCOME HOUSEHOLD WATER ASSISTANCE CHECKING 31,700.80
TEXANA TEXAS HOMEOWNER ASSISTANCE FUND 0.00
TEXANA IN HOUSE LINE OF CREDIT CHECKING 100,000.00
ACCOUNTS RECEIVABLE - AISD 0.00
ACCOUNTS RECEIVABLE - Employee Reimbursement 0.00
ACCOUNTS RECEIVABLE - LKISD 0.00
ACCOUNTS RECEIVALBE - BISD 60.44
ACCOUNTS RECEIVABLE 0.00
GRANT RECEIVABLE (28,275.06)
GRANT RECEIVABLE-ATC 0.00
GRANT RECEIVABLE-TIT 0.00
INDIRECT COST RECEIVABLE (10,055.74)
EMPLOYEE ADVANCE 0.00
GRANTS RECEIVABLE - USDA 18,390.33
PROMISES TO GIVE 0.00
DUE FROM OTHER FUNDS 0.00
DUE FROM DHS MEALS 0.00
DUE FROM WEATHERIZATION 0.00
DUE FROM FEMA 0.00
DUE FROM ETCOG 0.00
DUE FROM CEAP 0.00
DUE FROM DHS TRANSPORTATION 0.00
DUE FROM HOUSING 0.00
DUE FROM LOCAL ADMIN 0.00
RENTAL HOME DEPOSITS 0.00
ACCUMULATED AMORTIZATION (119,108.23)
PREPAID RENT 9,354.50
Prepaid Expense 0.00
PREPAID WORKERS COMP 0.00
PREPAID INSURANCE (7,640.82)

Date: 10/11/2024 12:14:32 PM Page: 2



COMMUNITY SERVICES OF NORTHEAST TEXAS
Balance Sheet
As of 9/30/2024

PREPAID MAINTENANCE

0.00

Total Current Assets
Long Term Assets

1,000,735.29

PROPERTY & EQUIPMENT 3,071,902.39
LAND 0.00
BUILDINGS 0.00
EQUIPMENT 0.00
ACCUMULATED DEPRECIATION (1,671,641.11)
RIGHT TO USE ASSETS 407,969.68
1,808,230.96
Total Assets 2,808,966.25
Current Liabilities
ACCOUNTS PAYABLE 0.00
ACCOUNTS PAYABLE-OLD BOX 0.00
ACCOUNTS PAYABLE - REALWORLD 0.00
ACCOUNTS PAYABLE - ACCR & ADJ 0.00
ACCOUNTS PAYABLE - VALLEY 0.00
GRANT PAYABLE 0.00
NEW ACCOUNTS PAYABLE 0.00
TEXANA ACCOUNTS PAYABLE 29,902.12
STATE UNEMPLOYMENT TAXES 0.00
‘ Sales Tax Payable 0.00
WORKERS COMP PAYABLE 0.00
SUPPLEMENTAL INSURANCE PAYABLE 0.00
EMPLOYEE PORTION HLTH INS PAYABLE 0.00
Employee Insurance Repayment 0.00
Short Term Disability Payable 0.00
Long Term Disability Payable 0.00
DENTAL INSURANCE PAYABLE 0.00
VISION INSURANCE PAYABLE 0.00
HSA CONTRIBUTIONS PAYABLE 0.00
CAFETERIA PLAN PAYABLE 0.00
AUL CONTRIBUTIONS PAYABLE 0.00
LIFE/DISABILITY INSURANCE 0.00
COBRA PREMIUMS PAYABLE 0.00
RETIREMENT PAYABLE 0.00
GARNISHED WAGES PAYABLE 0.00
INSURANCE W/H 0.00
MISCELLANEOUS PAYABLE 0.00
PAYROLL LIABILITIES - AUDIT 0.00
ACCRUED LIABILITIES 0.00
NOTE PAYABLE 150,000.00
DEFERRED REVENUE 0.00
RECIPROCAL ADJUSTMENT - ACCT 2000 0.00
RECIPROCAL ADJUSTMENT - ACCOUNT 2007 0.00
ACCRUED INTEREST PAYABLE 0.00
ACCRUED PAYROLL 75,884.38
ACCRUED VACATION 65,105.59
LEASE PAYABLE 289,723.19
CONTIGENT LIABILITY 0.00
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COMMUNITY SERVICES OF NORTHEAST TEXAS
Balance Sheet

As of 9/30/2024
CONTINGENCY WX-QUESTIONED COST 0.00
DUE TO OTHER FUNDS 0.00
DUE TO HEADSTART 0.00
DUE TO DHS MEALS 0.00
DUE TO CSBG 0.00
DUE TO FEMA 0.00
DUE TO DHS TRANSPORTATION 0.00
DUE TO LOCAL ADMIN 0.00
DUE TO STATE 0.00
Total Current Liabilities 610,615.28

Net Assets

NET ASSETS 77,362.36
NET ASSETS - EQUIPMENT 0.00
NET ASSETS - NON FEDERAL 0.00
NET ASSETS - SFSP 0.00
NET ASSETS - CHIPS 0.00
NET ASSETS - PROPERTY 0.00
PRIOR PERIOD ADJUSTMENTS 0.00
Total Current Net Assets 77,362.36
Excess Revenues over Expenditures 2,120,988.61
Total Liabilities and Net Assets 2,808,966.25
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