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Financial Operating Procedures

Introduction :

Financial Operating Procedures

"there must be a rational connection between the evidence presented and the conclusions
reached by the decision-maker.

Administration Fairness Guidelines of the Ombudsman office in Canada - httpy//www.ombudsman.ab.ca/guidelines.html

In the application of these guidelines Servas officers will strive for both:
Fairness at the individual level and justice for Servas international as a collectivity,
emphasizing value for money and avoidance of risk.

(Exco Meeting Paris nov 2004)

Fairness, Justice, Common sense & Open dialogue

The application of the present Financial guidelines is an integral part of the duties and
responsibilities of any Servas officers involved in Servas International and the
individual accepts the present Financial guidelines or later version approved by the GA,
without reservation. Consequently, SI officers using these Financial guidelines should
be driven by fairness, justice, common sense and open dialogue, since a decision could
affect the rights, privileges or interests of an individual involved in Servas International.

Natural justice and administrative fairness are at the forefront of the SI Treasurer and
other SI officers involved in finances. Sometimes people find it confusing to
differentiate between these two terms. For example, if an individual is not informed of
the present Financial Guideline, there is an error in process. Similarly, if an individual
who is denied a reimbursement of his expenses is not informed of his or her right to
appeal, the process is flawed. It is part of the role of the SI Treasurer to bring fairness to
the scrutiny of all claim of reimbursement, considering all factors before taking a
decision.

Right to Appeal :

In cases where an individual feels that he/she is receiving rude treatment from the SI
Treasurer (denial of reimbursement of expenses, not providing a response or delaying a
response), the individual is entitled to a full and fair opportunity to present his/her case
to the Audit committee and/or the Appeals committee in order to solve the issue.

Where there is an opportunity for a decision to be reviewed, the Appeals committee
looks for a review process which is meaningful as well as an opportunity to present
arguments or to be heard. An example of this situation could be the non-reimbursement
of expenses related to Servas.

Decisions made by the Appeals committee are "final and binding” all parties involved.

March 2005 Version 2.0 Page 2 /16

8 FINANCIAL FORMS

To be included in the Servas International financial operating procedures:

» Annual National Group Report (National Secretaries)
> Payment for Stamps (National Treasurers)

» Financial Reports (Servas officers)

» Financial Statement (SI treasurer)

» Educational manual on finances for anyone
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71

7.2

7.3

74

7.5

7.6

Donations / Fundraising

Donations from any person or organization outside of Servas must go to the SI
account and not to individual officers so they can be transparently recorded in the
books. (WORKSHOP BARCELONA)

If a donor solicits donations on behalf of Servas there needs to be transparency
about the reason for the donation and the identity of the donor. The solicitation has
to be treated as a Servas external account and has to follow the same accounting
guidelines that apply within Servas. An audited donation financial report has to be
included in the Servas International Financial Statements noting donations in the
name of Servas. (WORKSHOP BARCELONA)

We only receive donations from persons or organizations that:
a) comply with Servas statutes and accept the policies from our Handbook and
b) who act in accordance with applicable law. (WORKSHOP BARCELONA)

Servas national groups should try to become non-profit tax deductible
organizations with the objective that national groups are enabled to receive
donations on behalf of Servas International and write receipts for donations.
(WORKSHOP BARCELONA)

A donation (for example that is bigger than 10 % of SI's own budget) needs another
procedure to prevent donor control of Servas programs, projects, and committees.
Only General Assembly (GA) can decide whether it is appropriate to accept the
money and what to do with the money. (WORKSHOP BARCELONA)

If the peace secretary is planning to use donations for UN representatives to visit
UN conferences and to represent the voice of Servas, there needs to be a clear
mandate about what the position of Servas is as well as a report of activities and the
documented funding. (WORKSHOP BARCELONA)
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Financial duties > General Assembly

The General Assembly shall : ...
c) review and vote on the audited accounts and the auditor’s reports ; ...
e) adopt a budget showing projected expenditures up to the next regular General
Assembly; ...
f) decide upon fees, regulations and procedures of Servas International; ...
j) elect an auditor, or empower the Executive Committee to pay for independent
professional auditing. The auditor shall verify, annually, the accounts of the
Treasurer and shall submit a report to the Executive Committee. These reports shall
be submitted for adoption to the next General Assembly (Statutes SI Antigua 1998)

The General Assembly has the responsibility to provide each committee with a
reasonable budget, thus helping a committee to perform its duties and
responsibilities. (WORKSHOP BARCELONA)

A donation (for example one that is bigger than 10% of SI's own budget) needs
another procedure to prevent donor control of Servas programs, projects, and
committees. Only General Assembly (GA) must decide whether it is appropriate to
accept the money and what to do with the money. (WORKSHOP BARCELONA)
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Financial duties > Executive Committee

The Executive Committee is responsible for the day-to-day running of Servas International
between one General Assembly and the next. Its decisions and actions should he in
accordance with decisions made by the General Assembly. Its expenditure is limited to the
budget adopted by the General Assembly. (Statutes SI Antigua 1998)

A 3 year detailed budget must be prepared for a three year period within six months of
taking office, based on the three year budget plan adopted by General Assembly and have it
reviewed by the audit committee. This budget is binding on EXCO and regularly monitored
on the basis of income and expenditures. (Modifying Handbook Thailand 2001)

The EXCO has the responsibility to modify the budget further on an annual basis
if necessary, and have it reviewed by the audit committee. (WORKSHOP BARCELONA)

The EXCO has to publish the three year detailed budget in the Exco Workshop
Barcelona sletter or post it on the Servas Web. (WORKSHOP BARCELONA)

EXCO has to provide an overview of the yearly budget spent using the format of
the three year detail budget. (WORKSHOP BARCELONA)

EXCO has to publish the annual financial statement in the Exco Workshop
Barcelona sletter or post it on the Servas Web after an internal and external auditing
has taken place within eight months after the end of the financial year. (WORKSHOP
BARCELONA)

EXCO should ensure that a contract for liability insurance for the time of any
conference or event has been signed. The possibility of an annual insurance contract
for all SI activities should also be considered. (WORKSHOP BARCELONA)

EXCO should decide on which officers and national delegates will receive Servas
International money or other sponsorship funding for international conferences at
least six months in advance. This information should be distributed to all National
Secretaries and Area-Coordinators at least three months in advance. (WORKSHOP
BARCELONA)

EXCO may consider doing online banking. (WORKSHOP BARCELONA)
EXCO may consider allowing for credit card payment. (WORKSHOP BARCELONA)
EXCO may consider having an ethical savings account. (WORKSHOP BARCELONA)

EXCO and Audit Committee should share any publications about each other with
each other before publication. (WORKSHOP BARCELONA)

EXCO should collect recommendations to improve financial operating procedures
package for GA approval. (Exco Meeting Paris nov 2004)

1 See SI Handbook version 29.09.2003 — SI Guidelines Finance and the Audit Committee (GA Thailand 2001)
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6

Development Fund Committee (DFC):

Bilateral agreements

6.1

Aims: Working together - Redistribution of resources

How it works: A national group with a surplus of certain resources (time,
technology, Servas experience, expertise, money) makes these financial resources
available to the DFC, which has the duty to distribute these funds to another
national group which lacks the same resource(s). (handbook)

DFC procedures should be followed.

Donations to SI earmarked for DFC

6.2

6.3

6.4

The SI treasurer acknowledges every single donation with S.I. official receipt, both
to the donor and the DFC within four weeks after a donation was received. This
helps donors/DFC/SI treasurer keep proper records. (WORKSHOP BARCELONA)

The SI treasurer sends a regular update with regard to the accumulated status of
DFC finances every six months to the DFC. (WORKSHOP BARCELONA)

The SI treasurer will obtain guidance from the DFC regarding appropriate donors.
In the event of doubt and or controversy, DFC and EXCO will decide if the
respective donation should be returned. (WORKSHOP BARCELONA)

DFC fund disbursements

6.5

6.6

6.7

The DFC must notify the SI treasurer in writing once an approval has been granted
for funding. (WORKSHOP BARCELONA)

The SI treasurer disburses funds approved by DFC within four weeks from the
date a claim is submitted and informs the recipient as well as the DFC in writing
about when funds have been transferred. (WORKSHOP BARCELONA)

Recipients of DFC grants must submit financial and activity records of funded
events to DFC/SI treasurer withinfour weeks of said event taking place.
(WORKSHOP BARCELONA)

11 see page 2.3 Information for secretaries — Bilateral agreements - Servas International handbook
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Relations of the National Group towards another National Group

5.7

Bilateral agreements
Aims: Working together - Redistribution of resources
How it works: A national group with a surplus of certain resources (time,
technology, Servas experience, expertise) makes these available to another national
group which lacks the same resource(s). The other national group may have other
resources to offer in return.
How to “get connected”: If you have a surplus: If there is a country which there are
special reasons to have connections with, you may offer your resources direct.
Otherwise, let SI (General Secretary) know what you have to offer. If you have a
shortage: If there is a country which there are special reasons to have connections
with, you may request resources directly. Otherwise, let SI (General Secretary) know
what you lack. (Handbook)

Duties of the National Group towards the Servas Travelers

5.8

5.9

5.10

Traveler fee:
Servas Travelers must pay a fee to Servas in the country in which they get the Letter
of Introduction since each national group is expected to pay the normal stamp fee to
Servas International. (Handbook)

Deposit:
National Groups are encouraged to ask Servas travelers to pay a deposit on the lists
which they borrow. The deposit will be returned totally or partially when the lists
are returned if the travel reports are provided to the national groups. (Handbook)

Stamp fee :
A fee is paid to Servas International for each adult traveler leaving a country. The
amount to be paid is clearly shown on the form Paying for stamps (see page 4.1)2
(handbook)

Duties of the National Group towards the Servas host

511

Host contribution :
National Groups may consider asking Servas hosts to pay a host/membership fee if
they wish. (Handbook)

1

see page 2.6 Information for secretaries — Finances - Servas International handbook’

’ see page 2.6 “Information for secretaries — Finances - Servas International handbook
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SPECIAL Duties of the SI Treasurer

214

215

2.16

217

218

219

2.20

2.21

222

The SI treasurer shall: keep the financial accounts and records of Servas
International and arrange for auditing ;
b) send out invoices and collect money owing to Servas International ;
c) submit an annual financial report to the Executive Committee; and
d) collect financial information from member groups. (Statutes SI Antigua 1998)

The SI treasurer must refer to the chapter 4 “financial rules for everyone that
receives budgeted funding from SI “ and strictly observe these financial rules for his
actions, including payment. (Exco Meeting Paris nov 2004)

The SI treasurer must send every year to each national groups a form regarding the
payment of stamps, a form regarding the financial reports for everyone who receive
budgeted funding from SI. (Exco Meeting Paris nov 2004)

The SI treasurer is responsible for overseeing the financial and fixed assets of the
organization and must take reasonable steps to prevent and detect fraud or other
irregularities and inform EXCO and the Audit Committee as soon as possible.
(WORKSHOP BARCELONA)

Bookkeeping and expenditure receipts must be checked by the audit committee
and by an independent third party at least once a year. A report on the audit must be
produced in duplicate, must state the extent and result of the audit (no complaints /
individual complaints). It must bear the date of the audit and the signature of the
person carrying out the audit, preferably a pro-bono professional auditor. One copy
of the report will remain with the records of the auditor; the other copy of the audit
will go to the person(s) ordering the audit (Nat. Sec., EXCO, Nat. Assembly, etc.)
Y(Modifying Handbook Thailand 2001)

The SI Treasurer should obtain quotes for the services of at least two external
auditors before selecting one of them. (WORKSHOP BARCELONA)

Full bookkeeping documentation must be available to the Audit Committee at any
time if necessary. (WORKSHOP BARCELONA)

The treasurer must follow generally accepted accounting principles. It is important
to observe accrual accounting practices. (WORKSHOP BARCELONA)

The annual financial statement ( = annual report) should contain : (WORKSHOP
BARCELONA)
a) Balance Sheet
b) Surplus (Profit) and Deficit (Loss) statement
c) Monitoring budget

- 1) Detailed income breakdown : Servas Country fees, Donations/Fundraising, SI
Conference - etc.

- 2) Detailed expenses breakdown : Servas Officers, SI Conference, special projects,

1 See SI Handbook version 29.09.2003 — SI Guidelines Finance and the Audit C

ittee (GA Thailand 2001)
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etc.
- 3) Comparison of monitored spent budget to the planned annual budget using the 5 N ation a]_ Groups:
three year budget plan form
- 4) A breakdown of the advances as well as expenses for reimbursement for each 51  Area Coordinators get 10 free stamps in order to facilitate travelers originating
officer . . ) . from countries where there are no national secretaries or main contact.
- 5) Number of stamps received by country (paid and unpaid) and their overall (WORKSHOP BARCELONA)
distribution/return of stamps
- 6) International Conference income and expenses breakdown when applicable Duties of the national Group towards SI
- 7) DFC income and expense statement
d) Explanatory Notes to the accounts when applicable 5.2  Primary responsibility:
e) Reports from the internal and external audits The obligations of a member group to Servas International consist of, and are
. . . L. limited to, paying fees and of following the regulation and procedures as decided by
2.23 The Financial Statements shall provide a true and fair view of the assets and the the General Assembly according to Section IV.3f of the statutes
financial status and income of the association. Recording of assets would include an (statutes SI Antigua 1998).

itemized list of hardware inventory. (WORKSHOP BARCELONA)

Financial contribution to SI
224 The SI Treasurer will send the Financial Statements in the form for a sufficiently

documented financial report to all Servas officers for documenting their income and 53  Each National groups must declare every year its management of SI stamps using
expenses related to their activities on an annual basis. The SI Treasurer and/or the SI the form sent by the SI Treasurer when possible. The minimum information to be
General Secretary has the responsibility to provide all activity and financial reports declared include: the number of stamps used, the number of stamps not used and
of Servas Officers to the Audit Committee (WORKSHOP BARCELONA) the fee to be pay at Servas international. Moreover, the stamps not used must be

returned to SI. (Exco Meeting Paris nov 2004)
225 The SI Treasurer shall prepare a detailed financial report of the International

Conference for examination by the Audit Committee and possible recommendations 54  The declaration of SI stamps and the return of stamps not used for the previous
on cost efficiencies for future conferences.!(Money Committee Recommendations year must be made before the deadline March 1st of the next year, unless there is
Thailand 2001) exceptional circonstances to be explained to the SI Treasurer. (Exco Meeting Paris
nov 2004
226 The SI budget allocation for Servas International conference should be split over )
three years, written as a provision the first two years. (WORKSHOP BARCELONA ) 55  Servas in your country may have so few travelers that there is not enough income
to finance your expenditure. If this is so, you may ask for financial help from SI.
227 The SI Treasurer has the responsibility to provide documentation concerning the Deadline: Usually none, but as long beforehand as possible.! (handbook)

balance of the DFC accounts to the DFC (WORKSHOP BARCELONA) 5.6  Paying for host lists : The system in use now is that each country pays for the lists

it makes (some countries with few hosts give their lists to the International Host List
Coordinator, who makes and distributes the lists for them). In countries where the
number of travelers going out is close to the number coming in, this works quite
well. In some countries however, there are many more travelers coming to the
country than leaving the country. This often makes it difficult to pay for production
of lists. Servas has tried for many years to find a fair and easy way to deal with this
problem, but has not yet found a fair and easy answer. If this is a problem for your
country, the latest suggestions are : you can try to start a bilateral agreement with
another country which will produce —and perhaps distribute —your lists for you, or

228 An expense reimbursement should be transferred as soon as possible after its
approval. (WORKSHOP BARCELONA)

229 When the SI Treasurer has doubts about the request for reimbursement, a
consultation is required - for a constructive analysis - with the claimant or payee in
order to reconstitute the circumstances. Such a consultation may include the
provision of advice from one or other of Servas international’s committees, who may
provide additional guidance to the SI Treasurer regarding the case (attestation of a
joint expenses, common cost and value of the claimed expense). (Exco Meeting Paris

nov 2004) will make copies of a list which you produce
a) you can ask your hosts to pay for membership
2.30 The SI Treasurer should develop cases, simples practices and studies, if necessary b) you can ask Servas International for financial support (in the Annual Report)
with to the collaboration of the committees (audit committee, appeal committee, etc.) ) you can invent a fair and easy way of paying for lists, and suggest it to SI 2
for educational purpose. (Exco Meeting Paris nov 2004) (handbook)

!see page 2.2 Information for secretaries : Requests for financial helps — Servas International handbook
1 See SI Handbook version 29.09.2003 — SI Guidelines Finance and the Audit C ittee (GA Thailand 2001) 2see page 2.6 Info for secretaries - Communication with national groups - Host list Paying for lists - SI handbook
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In cases where SI treasurer sends money to a delegate via a third party, the SI
treasurer needs to ensure that the transaction through the third party is clearly
documented. (WORKSHOP BARCELONA )

Conference Funding rules

4.20

The budget for a regional area conference should be used on the following
1 - funding only area conferences
2 - funding the attendance of the interested national secretaries
3 - funding the organization of the event (WORKSHOP BARCELONA)

Financial Operating Procedures

3 Financial duties > Audit Committee

31  The General Assembly shall : ...
j) elect an auditor, or empower the Executive Committee to pay for independent
professional auditing. The auditor shall verify, annually, the accounts of the
Treasurer and shall submit a report to the Executive Committee. These reports shall
be submitted for adoption to the next General Assembly (Statutes SI Antigua 1998)

3.2 That the duties of the Audit Committee include internal auditing of Servas
International expenses, supervision, analysis, interpretation, and advice to EXCO, as
well as ongoing monitoring of actual-to-budget interim financial statements.

4.21 The AC travel budget is reserved for ACs to travel within the area if necessary in
order to develop their area or any other requirements for the management of their
area. (WORKSHOP BARCELONA)

4.22 Candidates who finance themselves to an international conference cannot be
reimbursed from EXCO funds after they have been elected. 1(Handbook Thailand
2001)

4.23 The funding of Servas officers to the international conference is dependent on the
submission of the annually published activity reports documenting their continuing
involvement within the two previous years. (WORKSHOP BARCELONA)

4.24 The criteria for travel funding of delegates to the international conference and area
conferences should be based on the most recent version of the criteria adopted by
EXCO which are : (WORKSHOP BARCELONA)

1 - Compilation (enabling publication) of a reasonably accurately updated host list
within last two years.

2- NS has not held office for more than six consecutive years (unless conditions
dictate an exception)

3 - Evidence of efforts to maintain Servas activity (hosting, traveling, keeping
members informed, other as appropriate)

4 - Evidence of efforts to cover costs in relation to the capacity of the members (not
zero, not excessive)

5 - Ongoing communication with AC and Exco as necessary

6 - Submission of a financial report in a format provided by the SI treasurer

7 - Servas International is ONLY considering financing travel expenses and
conference fees for delegates, and only then when applications are made through
Area Coordinators.

4.25 The criteria for travel funding must be disclosed on the application form.
(WORKSHOP BARCELONA)

1 See SI Handbook version 29.09.2003 — SI Guidelines Finance and the Audit Committee (GA Thailand 2001)

3.3

1(Modifying Money Committee Recommendations 2001)

That the duties of the Audit Committee include :
1 - Review existing guidelines on accounting principles including fundraising
policies and procedures
2 - Annual review of each Servas officer’s financial reports collected by the SI
treasurer which should include the subject of money spent and/or received.
3 - Collaborate with the SI treasurer on financial matters related to Servas
International.
4 - Review the SI bookkeeping documentation whenever necessary
5 - Review SERVAS annual Financial Statements issued by the Treasurer for
endorsement by the audit committee.
6 - Ensure that the SERVAS annual Financial Statements have been audited and
approved by an external auditing company or external professional auditor.
7 - Review the modified three year budget plan and verification of its adherence to
the guidelines agreed at the General Assembly on an annual basis
8 - Identify cost reduction opportunities of SI budget for any kind of activities (ex.
EXCO meetings, International Conference, Area Conferences, etc) as needed
9 - Provide EXCO assistance with financial projects as requested
10 - Communicate the audit committee findings through a regular Workshop
Barcelona sletter and present the final audit report at the International Conference
(WORKSHOP BARCELONA)

3.4 An internal audit should be conducted yearly if necessary. (WORKSHOP

BARCELONA)

3.5 EXCO and Audit Committee should share any publications about each other with

each other before publication. (WORKSHOP BARCELONA)

1 See SI Handbook version 29.09.2003 — SI Guidelines Finance and the Audit C ittee (GA Thailand 2001)
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4 Financial rules > for everyone that receives
budgeted funding from SI

41  EXCO officers, Area Coordinators and any other officers that receive budgeted
funding from Servas International shall submit annual activity and financial reports
for publication in EXCO Workshop Barcelona sletter and/or on the Servas key
member website. }(Modifying Money Committee Recommendations 2001)

Being in office rules

42  Accounting guidelines and Servas procedures should always be respected and
followed by Servas officers and non-compliance by any officer should be addressed
by the appeals committee. (WORKSHOP BARCELONA)

43  No Servas officers should be allowed to hold any amount of SI funds beyond the
term of their mandate. When Servas officers stop holding a position at SI, the SI
money left-over should be immediately transferred back to the SI account.
(WORKSHOP BARCELONA)

44  Payments of advances will be made within two months upon submission of an
approved plan. (WORKSHOP BARCELONA)

45  Servas officers should not repeatedly ask the SI Treasurer for advances of budget

inconsistent with these guidelines or policies. In those cases the SI treasurer can
turn to EXCO or the audit committee for advice. (WORKSHOP BARCELONA)

Servas Assets and Equipment

46  Any hardware or software purchased by SI is considered as SI assets. (Exco
Meeting Paris nov 2004)

4.7 A realistic equipment budget must be allocated to each Servas officer, including
expenses for IT. (WORKSHOP BARCELONA)

4.8 The IT Committee should advise on technical aspects of the equipment to be
purchased while the Audit Committee works with EXCO regarding purchase or
leasing and depreciation of the equipment required by the Servas officers.
(WORKSHOP BARCELONA)

49  SI Assets should be sent to a Servas officer who needs it for further use during his
mandate. If it is not all possible, the officer should refund to SI the current market
resale value of the SI asset. (WORKSHOP BARCELONA) (Exco Meeting Paris nov
2004)

1 See SI Handbook version 29.09.2003 — SI Guidelines Finance and the Audit C ittee (GA Thailand 2001)
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Expenditures rules

410 Income and expenditures must always be documented in written form stating exact
amount, date and reason for payment linked with Servas activities. {(Modifying
Handbook Thailand 2001) (WORKSHOP BARCELONA)

411 All expenditures must be verified by receipt from the payment recipient (amount,
date, and name of recipient) to the SI treasurer. The Audit Committee might request
submission of receipts. (Handbook Thailand 2001)

412 When receipts are not provided, the officer must provide evidence of actually
having incurred the expenditure. Each instance must be considered separately, and
circumstances must be quite extreme to permit reimbursement without receipts.
(WORKSHOP BARCELONA)

4.13 Advances shall be reimbursed in the spender’s currency at the rate of exchange as
of the date of the payment of the advance. Expenses shall be reimbursed on the
spender’s currency at the rate of exchange as of the date of the payment of the
reimbursement. Currency and bank charges can be included. Y(Handbook Thailand
2001) (WORKSHOP BARCELONA)

414 Claims for reimbursement must be sent to the SI treasurer by 31 Jan in the
following year. Claims received after 31 Dec in the following year will not be
considered for reimbursement. It is the responsibility of Servas officers to request
reimbursements within the deadline. (WORKSHOP BARCELONA)

415 Advance payments for travel or any other major expenses budgeted are possible.
EXCO has to approve them; timely receipts must be subsequently submitted. If
receipts are not submitted the advance is considered as not required and the money
must be returned to the SI account. (WORKSHOP BARCELONA) (Modifying
Handbook Thailand 2001)

416 When an officer receives an advance but does not produce adequate receipts within
the deadline, no further advances will be sent until the treasurer receives receipts
for the first. (WORKSHOP BARCELONA)

417 Reimbursements of plane travel tickets should be done only if the applicants
provide the following two documents: the receipt of payment made to the travel
agency of the airline company and the passenger receipt or a copy of it.
(WORKSHOP BARCELONA)

418 Personal expenses are not reimbursed by Servas International. (WORKSHOP
BARCELONA)

419 The SI treasurer should send money directly to the Servas officer responsible for
the expenses and not to an intermediary unless there are extenuating circumstances.

1 See SI Handbook version 29.09.2003 — SI Guidelines Finance and the Audit Committee (GA Thailand 2001)
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