Financial Policy Checklist
The activities of The Young Lawyers Division are governed by The Florida Bar Standing Board Policies.  Financial policies are particularly of the utmost importance.  Strict guidelines must be followed in making purchases on behalf of the division.  Similarly, reimbursement requests for approved in-state travel are also governed by these policies.  Below are just a few quick points to know and follow:  
· The budget chair must approve all board expenditures.  Please make sure you have the budget chair’s pre-approval before making any purchases on behalf of the board or a board committee.

· Purchase orders are required for all purchases more than $499.  The Florida Bar will not reimburse an individual for the purchase of commodities over $499 without a purchase order.  Purchase orders must be obtained in advance.
· Service agreements must pre-approved by The Florida Bar for services totaling more than $499.  Common service vendors include, but are not limited to, restaurants, catering, entertainers, musicians, photographers, transportation services, professional services, etc.  

· Elected board members are eligible for up to $750 in reimbursement funds for travel to all in-state meetings.  All travel reimbursements must be submitted on the YLD BOG travel reimbursement form.  Accounting will not accept credit card statements in lieu of original receipts. Travel reimbursement requests must be received by the program administrator 30 days following the travel in which the expenses occurred.  Expenses for travel to the out-of-state retreat are not reimbursable.  Only elected members are eligible to receive travel reimbursements for YLD business meetings.  Appointed members may be eligible for reimbursement for travel to events or for committee activities as approved by YLD leadership.  Such reimbursements are considered on a case-by-case basis.  
· Like travel reimbursements, all personal reimbursements should be submitted within 30 days of the expenditure.  The Florida Bar fiscal year ends on June 30 each year.  All expenses incurred in the final month of the fiscal year (June), including travel reimbursement, must be submitted by the first week of July in order to meet year-end closing dates.     

Any questions regarding these or any other policies of The Florida Bar may be directed to: Tom Miller, Program Administrator, The Florida Bar, 651 E. Jefferson Street, Tallahassee, FL 32399, (850) 561-5621, tmiller@floridabar.org.  
