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From: Robert Bulatao <robert.bulatao@genmusicarts.org>
Sent: Wednesday, April 22, 2026 12:29 PM

To: Emily Hwang <Emily.Hwang@hayward-ca.gov>
Subject: Re: Community Services Commission Meeting

CAUTION:This is an external email. Do not click on links or open attachments unless you know
the content is safe.

Hi Emily,

I'm not sure if you're looking for feedback from the arts portion of the funding but | can still give
some feedback in case it's relevant. Even though our funding was reduced we're still able to get
our project for Hayward residents living below AMI. Currently we only have the funding and
space to allot for 10 students and the interest in this program was very high. We had to turn
away a few families because we hit our limit for the maximum size of our class, focusing on
students ages 10-26. If we had more funding then we could have been able to offer a second
time slot for youth in the elementary school age range.

So far we've completed one of our six sessions and the feedback from parents was great. They
love watching their children connect with their culture in a way that won't hurt them financially.
Thanks again for the support because it's already making a huge impact on the community.

Best Regards,

Robert Bulatao

Generation Music & Arts Academy
Executive Director

676 Bockman Rd STE F

San Lorenzo, CA 94580
(510)788-1078
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From: Kristin Wagner <kristin@ebac.org>

Sent: Wednesday, April 22, 2026 3:50 PM

To: Emily Hwang <Emily.Hwang@hayward-ca.gov>
Subject: Comments for ACT 26-020

Hi Emily
Unfortunately | cannot attend tonight so | appreciate you including this.

| want to mention a couple of things regarding the staff recommendations for ACT 26-
020. lunderstand thatyou are in a very difficult budget situation, making decisions very
tough.. But I want to highlight that CBO's bring tremendous financial and essential
services to Hayward families. We provide services efficiently at a lower cost and also
use the base funding that we receive from the city to draw other federal, state and
foundation dollars. This means that our loss of city dollars means loss of services ata
higher rate than you might think.

Specifically at East Bay Agency for Children, we support low income families with food,
health care, and other basic needs along with newcomer, parenting and other supports.
Families are extremely stressed right now and this recommendation comes at a time
when Hayward Unified is also reducing services to families and eliminating Family
Liaison positions. So when families need the most support due to rising costs,
scapegoating by the federal government and other stressors, the systems that support
them are being eliminated. Please consider finding a way to support the lifelines that
CBOQO's provide to the community.

Kristin Wagner, LCSW

Pronouns: she, her, hers

Senior Director, Family and Community Wellness
East Bay Agency for Children

EBAC
2828 Ford Street
Oakland, CA 94601

x1107
Direct: 844.6707
Cell: 707.337.0428
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From: Janice Roberts
To: Emily Hwang
Subject: MBBP Statement for Community Services Commission Meeting
Date: Thursday, April 23, 2026 3:07:16 PM
Attachments: image001.png
image002.png
image003.png

CAUTION:This is an external email. Do not click on links or open attachments unless you
know the content is safe.

Dear Emily,
Thank you, as always, for your feedback and assistance. Can you give the Commission the following
statement from Mercy Brown Bag?

We at Mercy Brown Bag understand that everyone right now has squeezed budgets, and from time-
to-time part of being a good partner is stepping up to take on more of the load. We have continued to
provide fresh, healthy groceries twice a month to almost 600 low-income seniors, in spite of your
reductions. We do this because we know that for the vast majority of these neighbors, we are ALL or
MOST of their food for the month, and we cannot in good conscience abandon them.

To that end, we provided over 20,000 pounds a food every month last year, valued at over $400,000,
across 8 distribution points in Hayward. That food went to Hayward residents that average
$1,068/month in income, are 78 years of age on average, and are over 90% people of color—in other
words, some of your most vulnerable residents.

We do not believe you can continue to balance your budget on the backs of neighbors most in need
of a safety net. In light of these facts, we ask you to reconsider your position going forward into
FY27-28, and reinstate this partnership. We look forward to again working hand-in-hand to serve the
community.

In partnership,
Janice Roberts

Executive Director, Mercy Brown Bag

From: Emily Hwang <Emily.Hwang@hayward-ca.gov>

Sent: Wednesday, April 22, 2026 2:39 PM

To: Janice Roberts <jroberts@eldercarealliance.org>

Subject: [EXTERNAL] FW: Community Services Commission Meeting

Hi Janice,

I’m responding to your voicemail. Please see the below information for tonight’s CSC Meeting and


mailto:jroberts@eldercarealliance.org
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From: Nancy Rivera

To: Carol Lee
Cc: Emily Hwang
Subject: Re: Notification Letter for Monitoring of City of Hayward Funded Activities for FY 2024-2025
Date: Thursday, April 23, 2026 4:19:39 PM
Attachments: image001.png
image002.png

20260423162124737.pdf

CAUTION:This is an external email. Do not click on links or open attachments unless you
know the content is safe.

Hi Carol,

The day got the best of me yesterday at this time | think it may be too late for me to share
comments regarding the funding for 26/27 but | thought | would still include in this email. | hope
there is reconsideration in the near future and hope to work with the team again.

COMMENTS REGARDING THE 2026-2027 FUNDING CUTS

On behalf of A-1 Community Housing Services, a HUD-approved Housing Counseling Agency,
please find this email with our concerns and comments regarding the proposed funding cuts for
Fiscal Year 2026-2027

Our agency's primary mission is to serve and support our community, particularly its most
vulnherable residents, by providing critical housing counseling, foreclosures prevention, and
financial stability services. These services are increasingly essential as economic pressures
continue to impact low - and moderate-income households throughout Hayward.

Recent housing data underscores the urgency of maintaining these services. In Hayward alone,
there are currently hundreds of properties in various stages of foreclosure, including pre-
foreclosures and auction listings, reflecting ongoing housing instability in our community.
Additionally, foreclosure activity has been rising both statewide and nationally, with California
experiencing a year-over-year increase in filings and approximately 1 in every 435 homes facing
foreclosure-related action. These trends highlight the growing need for early intervention and
counseling services to prevent displacement and homelessness.


mailto:nrivera@a1chs.org
mailto:Carol.Lee@hayward-ca.gov
mailto:Emily.Hwang@hayward-ca.gov
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A-1 Community Housing Services
A HUD APPROVED HOUSING COUNSELING AGENCY

FINANCIAL POLICIES

FINANCIAL OPERATION
PROCEDURES





Financial Policies and Procedures Manual for the
A-1 Community Housing Services

Introduction

The board and staff of A-1 Community Housing Services (A-1CHS) are committed to
ensuring the sound management of organizational assets in the interest of achieving the
organization’s mission.

The policies and procedures contained herein are intended to:
e Protect the assets of the A-1 Community Housing Services
e Put in place basic accounting, billing, and cash control policies and procedures
e Ensure the maintenance of accurate records of the organization’s financial activities
e Create a framework for operating standards and behavioral expectations
e Ensure compliance with all federal and state procedures and reporting requirements

The Executive Director, is responsible for administering these polices and ensuring compliance.
Changes to these policies may be made by the Board of Directors at any time. A full review of
the policies should be conducted every two years. Every member of the organization’s
management team and administrative staff is expected to be familiar with and in compliance
with these policies.

A-1 Community Housing Service’s accounting policies and procedures are intended be
consistent with Generally Accepted Accounting Principles (GAAP). If this manual conflicts with
specific federal or State regulation or with other organizational policies that have been adopted
or updated more recently, the regulations or more recent board policy shall prevail.

Approved: December 15, 2020

Member, Board of Director Member, Board of Director

Member, Board of Director Member, Board of Director
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Roles and Responsibilities / Authority

The Board of Directors will assume responsibility for ensuring the financial health and sound
management of organizational assets. The board will employ management staff members who
are capable of producing, analyzing, controlling, reporting, and interpreting financial
information. The Management Team of the organization currently consists of the Executive
Director, Treasurer, the President, and Program Manager.

Board of Directors

The Board of Directors has the authority to execute any policies it determines to be in the best
interest of the organization within the parameters of the organization’s articles of incorporation,
bylaws, or federal, state, and local law. The Board of Directors will approve the annual budget,
the audit, and the Form 990. The board delegates administration of the financial policies to the
Executive Director and Program Manager, but reviews operations and activities regularly.

Treasurer

The Treasurer has the authority to choose the auditor, perform regular, in-depth reviews of the
organization’s financial activity, and oversee the development of the annual budget.

Executive Director

The Executive Director has the authority to make spending decisions within the parameters of
the approved budget, employ and terminate personnel, determine salary levels within the
approved salary policy, make decisions regarding the duties and accountabilities of personnel
and the delegation of decision-making authority, enter into and contractual agreements, and sign
checks.

Bookkeeper/Accountant

Bookkeeping and accounting services will be provided by a contracted individual who is hired
and supervised by the Executive Director. This person will make bookkeeping entries, prepare
checks for signature, and perform the bank reconciliation. The bookkeeper will not approve
expenditures or sign checks.

**Finance and/or Audit Committees of the board may be established at any time as they are
needed, and given proper authorities.

Indemnity Policy

To the full extent permitted by applicable law, A-1CHS may indemnify any past, present or
future Director, Officer, Employee or Agent of against all costs, expenses and liabilities,
including attorneys’ fees, actually and necessarily incurred by or imposed upon them in
connection with or resulting from their involvement with the organization.





No such reimbursement or indemnity shall relate to any expense incurred or settlement made in
connection with any matter arising out of their negligence or misconduct as determined either by
a court of competent jurisdiction or, in the absence of such a determination, by A-1CHS acting
on the advice of counsel.

A-1CHS shall purchase and maintain insurance on behalf of any person who is or was serving
at the request of A-1CHS, as a Director, Officer, or Senior Manager against any liability
asserted against him or her and incurred by him or her in any such capacity, or arising out of
his or her status as such.

Budgets

Budgets provide a standard by which to measure performance, encourage planning, and allocate
resources in accordance with funding source requirements.

e Budgets should use reasonable assumptions of income and expenses. Budgets should be
balanced, and should lead to the accumulation of reasonable reserves, which can be used
to ensure cash flow over time.

¢ The Board should be notified when cash reserves are below 3 months regular operating
expenses.

Procedures

o The organization budget is prepared by the Executive Director, in consultation with
the accountant support, beginning no later than September of every year.

e Budgets are approved by the Executive Director prior to submission to the Board of
Directors for formal adoption.

o The Executive Director will submit an annual organization budget to the Board of
Directors for their approval in December. The Board will also approve a Capital
budget.

Budget Revisions

From time to time it will be necessary to deviate from the spending plans captured in
organizational budgets.

¢ Non-budgeted expenditures that exceed $5,000 will be recommended by the Executive
Director to the Board for approval and to consider a formal revision of the approved
annual budget

¢ Non-budgeted expenditures between $1,000 and $9,999 that cannot be easily
accommodated by shifting expenses from another budget line should prompt a discussion
within the Executive Management Team to justify the expense, how it will be financed,
and how other budgeted expenses may be affected. Executive Director may make final
decision.

¢ Non-budgeted expenditures less than $1,000 do not require discussion if they are





approved by the Executive Director.

o Within any budgeted expense category, expenditure changes that do not exceed the total
budgeted amount are within the discretion of the appropriate Division Director. (For
example, funds allocated to Program may be redirected for other Program purposes as
long as the total line item amount is not exceeded.)

Procedures

e The Board may overturn the decision of the Executive Director within their fiduciary
responsibility for the organization.

e Instances of actual fraud or illegal activity are also covered by the
A-1 Community Housing Services Whistleblower Protection Policy.

Financial Records and Reports

The organization will employ a regular process for assessing the status of organizational finances
and assets. The Board of Directors and Management Team will ensure that timely and accurate
financial information is available, understood, and used to guide decision-making.

e The fiscal year for the organization will be January 1 — December 31.

¢ The financial records of A-1 Community Housing Services will be maintained using
the accrual basis of accounting.

e Annual budgets will be prepared by the Executive Director and the Management Team
and will be approved by the Board.

o A Chart of Accounts will be used to code receipts and disbursements to the proper
accounts to enable proper tracking.

* The bookkeeper will reconcile the bank statement with bookkeeping records monthly.
The Treasurer or Executive Director will also review an original copy of the bank
statement.

e At a minimum, the bookkeeper will prepare the following monthly financial reports for
review by the Executive Director and Management team: Balance Sheet, Income
Statement, Budget-to-Actual comparison, and Cash Flow Report.

e The Executive Director will review the report on monthly journal entries
for reasonableness.

¢ The Board of Directors will review a budget-to-actual presentation and financial report
prepared by the Executive Director and Treasurer at every meeting. Any budget
variances above 10% will be explained in writing.

e The Board of Directors will review the auditor’s report and Form 990 annually.

o At least every two years, an audit or review will be conducted by an independent CPA, to
be made available to members of the public.

Segregation of Duties

A-1 Community Housing Services is committed to sound internal controls that ensure
segregation of duties to create accountability and prevent misuse of organizational assets. The






most important of these include the following:

o There will be separation of financial duties and responsibilities so that no staff member
has sole control over cash receipts, payroll, bank reconciliations, accounts payable or
other accounting functions.

o The check signer will not be the same person who approves expenditures, records
bookkeeping entries, or prepares checks for signing.

¢ Bank statements will be reviewed by at least one person in addition to the person
performing the reconciliation.

¢ Bank deposits will be made by someone other than the person recording receipts.

Safeguarding Assets

The following policies will ensure the security of organizational resources:

¢ The Executive Director shall have primary responsibility for ensuring that proper
Financial Management procedures are maintained and that the policies of the Board are
carried out.

e The Board of Directors will provide fiscal oversight in the safeguarding of the
organizational assets and shall have primary responsibilities for ensuring that all internal
and external financial reports fairly present its financial condition.

e A proper filing system will be maintained for all financial records.

o Actual income and expenditures will be compared to the budget on a monthly basis.

e All funds will be kept at Bank of the West.

e All excess cash will be kept in an interest-bearing account.

¢ No bank account should contain more than the FDIC insured amount.

¢ Bank statements will promptly reconciled on a monthly basis by the
bookkeeper/accountant.

e The board of directors shall approve annually any new signers for each bank account and
any new and necessary bank accounts.

¢ The Executive Director is responsible for promptly notifying financial institutions of any
changes to authorized signers on organizational accounts.

e Documents on all fixed assets will be kept in a locked file.

e Appropriate insurance for all assets will be maintained.

Procedures

¢ On a monthly basis, the bookkeeper/accountant will reconcile the bank statements
to the general ledger, and notify the Executive Director of any discrepancies.

e The Executive Director will resolve all discrepancies with the assistance ofthe
bookkeeper/accountant, and the bank, if necessary.

o Independently, the Treasurer will receive a copy of the monthly bank
statement for review of reasonableness.

Funds Received / Receipts Polices





The following policies govern how funds received by the organization will be processed:

In each office, mail is to be opened promptly and distributed by administrative staff
The Office Manager will record all receipts in the donor database.

The Office Manager will be responsible for preparing the documentation on receipts

for deposits and making weekly deposits to the bank.

The Office Manager will prepare the detailed cash listing to be posted to the general
ledger (amount, date received, account number, etc.).

This listing is compared to the cash journal to ensure all postings equal amounts
deposited.

A copy of the deposit slip from the Bank is compared and attached to the corresponding
receipt copies and cash listing.

Procedures

e All checks and cash receipts received through the mail or in person are
restrictively endorsed immediately by the Office Manager or Executive Director
and recorded in the cash receipts log maintained as a spreadsheet, listing the date
received, payor, check #, and amount received, as well as in the fundraising
database.

e The Executive Director or Office Manager will endorse the back of any checks
and will make a copy of each cash receipt. Cash and receipts will be stored in a
locked file cabinet for deposit.

e The Executive Director or Office Manager shall prepare the bank deposit weekly,
attaching a copy of the deposit slip and deposit receipt to the cash receipts copies,
and forward the entire package to the bookkeeper/accountant.

o The Executive Director will retain a copy of each cash receipt.

o For gifts, contributions or donations received online or by credit card, the
Executive Director or Office Manager will post the transaction to a third-
party vendor through the organizational database.

e  When the deposit is confirmed, the Executive Director will print a copy of the
confirmation to be given to the bookkeeper/accountant for entry into the journal
on a weekly basis.

e The Treasurer shall code all cash receipts according to the chart of
accounts.

e The bookkeeper/accountant prepares the cash receipts journal on a timely basis,
using the cash receipts summary sheet.

¢ The bookkeeper/accountant posts the cash receipts journal to the general ledger
monthly.

Accounts Payable and Fund Disbursement Policies

The following policies govern how funds disbursed by the organization will be approved and
processed:

The Executive Director will approve expenditures within the parameters set by the annual
operating budget as approved by the Board.





The Executive Director has signature authority, as well as the Treasurer and President up
to and including $5,000. Checks above $5,000 require a second signature.

The Executive Director approves check requests after comparing to supporting
documentation. The Treasurer prints the pre-numbered checks only with approved
requests. The unsigned check, support and request are presented to the authorized check
signer (usually the Executive Director) for his/her signature. The signer compares
information on checks to support for accuracy and appropriateness.

All disbursements, except petty cash, are made by check or credit card and are
accompanied by substantiating documentation. Credit card statements will be reconciled
to substantiating documentation monthly.

All checks are pre-numbered and accounted for monthly.

Blank checks are stored in a locked drawer.

The Treasurer is responsible for invoices and check requests being marked "PAID"

once they have been.

Vouchers are required for all petty cash disbursements. The petty cash fund is reconciled
(beginning amount less voucher amounts) before the fund is replenished. Checks are
written only after an approved check request has been presented.

Blank checks may never be signed in advance.

Electronic banking allows wire transfers, electronic transfers, stop payments on checks,
and account balance inquiries be initiated and completed via computer or telephone. Wire
transfers, electronic transfers, and stop payments cannot be set up and approved by the
same person. Executive Director may approve a transaction that is to be completed by the
Treasurer.

When a wire transfer, electronic transfer, or stop payment has been set up by the
accounting staff, the documentation supporting the transaction is given to the Executive
Director for verification and approval before the transaction is initiated.

Procedures

e Checks are paid the 1% week of each month

e The Executive Director approves all invoices and expenditures, and places
them in an unpaid folder

o Check requests and support documentation are delivered to the
Treasurer for check writing

e The Treasurer records all disbursements in the account’s payable ledger. All
checks for the approved expenditures, are printed using pre- numbered checks.

e After the checks are signed by appropriate party, the check request and all
supporting documentation are stamped “PAID”, noting check number and date.

e The Treasurer is responsible for mailing all checks.

o Copies of check stubs, with supporting documentation attached, are
filed in numerical order.

e The bookkeeper/accountant posts the cash disbursements journal to the general
ledger on a timely basis, using the cash disbursements journal.

e The bookkeeper/accountant reconciles the accounts payable ledger to the general
ledger on a monthly basis.





Petty Cash Fund

The following policies govern how the Petty Cash Fund will be managed:

The Petty Cash Fund is maintained on an imprest basis, which means that the amount
spent will be reimbursed.

The Executive Director or Office Manager will act as the custodian of the petty cash fund.
The purpose of the Petty Cash Fund is to facilitate small purchases or reimbursements
needed in the day-to-day operations of the organization, without going through the check
writing process, or to provide change for an event requiring cash transactions.

Petty cash disbursements are limited to $50 in amount.
Any advances to employees from the petty cash fund must be authorized by the
Executive Director.

Procedures

e Any employee receiving petty cash must sign a petty cash form. The petty cash
form must list the amount received, the purpose for which the cash is needed, and
the date of the purchase. In addition, receipts for goods/services purchased must
be attached to the petty cash form.

e All petty cash vouchers used must be attached to the check request as supporting
documentation.

¢ All checks for reimbursement of the petty cash fund must be made payable to the
custodian of the petty cash fund.

e Periodically, the Executive Director and/or the Treasurer will make surprise
counts of the petty cash funds.

o The petty cash fund will be kept in a locked file cabinet.

Payroll

The following policies govern how payment of all employees will be processed:

Personnel files will be maintained at organizations' Hayward office for all employees in
a locked file cabinet. Access is limited to the Executive Director and may be accessed
by an employee’s manager upon request.

Personnel files will include at minimum: employment application/resume, dates of
employment, letter of hire, job description, salary and salary changes, authorization of
payroll deductions, W-4 withholding information, I-9 employment eligibility form,
performance reviews and/or disciplinary action, and termination data, when applicable.
Changes in payroll data will be approved by the Executive Director before filesare
updated.

ADP, an outside payroll processing firm will be used to process the payroll and





ensure compliance with all applicable laws.

¢ Payroll will be processed biweekly.

e The payroll service will generate the payroll register, payroll checks and tax deposit
checks, and sends them to the organization.

Procedures

All personnel salaries/wage rates are authorized by the Executive Director and/or the
Board of Directors.

e The Executive Director maintains all personnel records.

¢ The Executive Director or Office Manager monitors the usage of
vacation and sick time, and maintains the attendance records.

o The approved time records are submitted to the Executive Director for review.

e The Treasurer or Executive Director shall prepare the payroll, using the approved
time records and salary/wage rates for each employee, and transmit to the payroll
service after approval. Payroll data is maintained online and transmitted to the
payroll service for processing.

e Payroll is recorded in the bookkeeping system by the bookkeeper/accountant.

e An electronic transfer of funds to cover payroll is made to the payroll service by
A-1CHS’ bank at the request of the payroll service.

e The Executive Director or Treasurer prepares checks to vendors for employee
deductions such as contributions to 403(b) accounts, garnishments, and
donations.

e Paychecks are directly deposited to the employees’ bank accounts (if
applicable). Employees can access Paystub information on ADP website that
detail all deductions.

e All payroll taxes are paid when due by the payroll service.

¢ The bookkeeper/accountant verifies the payments at the end of each month by
analyzing the payroll service reports and the bank reconciliation statement.

Purchasing

This standardized procedure is applicable to all employees using issued credit cards to purchase
goods and services that are directly related to A-1CHS. Any purchase done by an employee and or
contracted employee will be subject to review. Each month the employee will receive a copy of
their statement by email from the treasury officer.

Procedures

e The credit card is to be used for business purchases ONLY, that are directly related Al
Community Housing Services.

e The card holder shall safeguard their company issued card, and no other person is
authorized to use their card.

e The cardholder shall not loan their procurement card to any other employee.
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¢ Purchased exceeding $500.00 will be required to obtain prior approval from Executive
Director.

e Anytime a purchase is made with a company card an itemized receipt MUST be retained as
proof of purchase. If for some reason the cardholder does not have documentation of a
transaction or an itemized receipt, they will be required to submit any documentation of the
purchase, and a written explanation why they may be missing documentation.

Payments and Invoices

It will be the responsibility of the card holder to submit all receipts and or written explanations to the
treasury officer via email within three business days from the treasury officers’ original email.

Procedure for reimbursement

e Any reimbursement documentation NEEDS to be submitted as soon as possible. All
reimbursements will be issued at the beginning of the following month.

e All documentation shall be scanned and emailed for approval to the Treasurer. Please use
the following email to send all documentation Amendoza@A 1CHS.org

e Employee who procures goods or services that are out of pocket, and that are directly
related to A-1CHS, will be required to submit a written explanation for the purchase.

o Employees requesting reimbursement will be required to submit the following
documentation itemized receipt and written explanation for the purchase.

e Anytime an out-of-pocket purchase are made an itemized receipt MUST be retained as
proof of purchase. If for some reason the employee does not have documentation of the
transaction, they will be required to submit all documentation they may have of the
purchase, and a written explanation why they may be missing the documentation. They will
also still be required to submit a separate written explanation for the purchase.

Disputes

e If for any reason a purchase is denied (reimbursement or procurement card), it is solely the
responsibility of the employee to contact the merchant or vendor for reimbursement. The
employee will notify the Treasurer or Executive Director by email or phone, preferably
email of the reimbursement.

e If a purchase over the amount of $500.00 is denied, the employee will have the option to
submit a written explanation to the Treasurer for review.

Lost or Stolen Card

e It is the responsibility of the card holder to notify the treasury officer as soon as possible if
they believe their card has been stolen.

e Jt is the responsibility of the card holder to safeguard their procurement card. If for any
reason the card is misplaced, contact the treasury officer as soon as possible.
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Terminated, Resigned or Retired Employees

Vendor and Contractual Agreements and Leases

The following policies govern how decisions to enter into agreements with vendors or
contractors or leases will be conducted:

Only the Executive Director may sign a contractual or vendor agreement or lease.

The Executive Director will maintain a secure file of all vendor, contract, and lease
agreements according to the document retention policy.

All vendors must submit an IRS Form W-9 Request for Tax Payer Identification and
Certification or equivalent prior to payment.

A determination is made by the bookkeeper/accountant on the need to file an annual IRS
Form 1099-Misc. on payments made to vendors.

Gift Acceptance Policy

The following policies govern how nonstandard gifts will be handled:

A-1CHS solicits and accepts donations and gifts that are consistent with its mission.
Donations will generally be accepted from individuals, partnerships, corporations,
foundations, government agencies, or other entities, without limitations.

In the course of its regular fundraising activities, A-1CHS will accept donations of cash,
marketable securities, bequests, life insurance policies, commercial annuities, retirement
plans, and in-kind services.

Certain types of donations and gifts must be reviewed prior to acceptance due to the
special liabilities they may pose. Examples of gifts that may be subject to review
include gifts of real property, gifts of personal property, and gifts of securities.

All decisions to solicit and/or accept potentially controversial gifts will be made by the
Executive Committee of the Board in consultation with the Executive Director. The
primary consideration will be the impact of the gift on the organization.

A-1CHS will not accept gifts that (a) would result in violating its corporate charter, (b)
would result in losing its status as an IRC § 501(c)(3) not-for-profit organization, (c) are
too difficult or too expensive to administer in relation to their value, (d) would result in
any unacceptable consequences, or (e) are for purposes outside A-1CHS’ mission.

When an employee resigns, is terminated, or retires they will be required to return their issued
procurement cards to the Executive Director or Treasurer. It is the responsibility of the
Treasurer to ensure that their procurement card has been destroyed and accounts have been
deactivated.
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Fixed and Capital Assets and Depreciation

The following policies govern how fixed and capital assets will be treated:

e A-1CHS has established a capitalization threshold of $1,000 for property expected
to benefit the operations of the organization for multiple years to be considered a
fixed asset.

e Property purchased meeting the fixed asset definition is tagged with a pre-numbered asset
tag noting A-1CHS and added to the list of assets maintained by the Managing Director.

¢ This inventory list will include the description, serial numbers, asset number, date of
purchase or receipt, date of installation, cost including taxes, and life expectancy for
depreciation purposes. A copy of the invoice(s) should be maintained with these asset
records until asset is sold or deleted.

e The purpose of depreciation is to recognize the decreased value of the property over time
(useful life) and to quantify this usage as an expense to each year deriving benefit from
its use.

e As depreciable property is purchased, it is added to the depreciation schedule in the
month following purchase/installation.

e A recurring journal entry is set up for posting each month, charging the depreciation
expense to the appropriate program(s).

Security and Computer Controls

The following policies govern the security procedures that will be taken to ensure the safety of
physical and electronic records:

E e The bookkeeper and Treasurer is responsible for inputting the financial data into the

| computer and bookkeeping software for generating financial reports. The bookkeeper
and Treasurer will have access to the password required make changes the system. The
Executive Director may have access to review or print information from the system,
without making changes.

e Batch totals are calculated prior to input and compared to batch totals calculated by the
system. Any errors made during the inputting of information will be corrected.

e Detailed printouts of cash receipts and cash disbursements are to be obtained. The
Executive Director is responsible for comparing the detailed printouts to source
documents for accuracy.

o All subsidiary account balances are reconciled to the control accounts monthly.

e A trial balance on the general ledger totals should be obtained and compared to detailed
reports for accuracy of balances.

e Access to computer or on-line systems for accounting, personnel, payroll, and online and
phone banking is controlled by the Executive Director. Within each system, access
permission is set to allow the appropriate level of access depending on staff positions and
job duties.

e Software used for bookkeeping is QuickBooks a secured cloud based system and
information will not be lost in the event of a computer failure.

e All organizational offices will be kept locked when not in use. Only staff members will
have office keys.
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¢ All confidential and financial information will be kept in locked files, including
personnel files, financial records, invoices or expenses to be paid, cash or gifts to be
deposited, fixed asset listings, and petty cash funds.

External Audit

e A-1CHS will have an audit or review prepared by an external CPA firm at least
biannually.

¢ The selected auditing firm will not be used for non-auditing services except tax form
preparation.

¢ Every two years, a Request for Proposal will be sent to audit firms qualified to provide
the type of audit that meets A-1CHS and/or funder need.

o The Executive Director is responsible for soliciting bids, interviewing firms and making
the recommendation to the Board Treasurer and Board of Directors when selecting the
firm to be awarded the audit contract. Acceptance of the audit contract will be evidenced
by a signed audit engagement letter.

o The audit is reviewed in detail by the Treasurer, but presented to the board by the auditor
and accepted by the Board of Directors based upon recommendation by the Treasurer.

IRS Form 990 Preparation

e An external CPA firm will prepare the organization’s annual Form 990 for submission
to the IRS to ensure accuracy.

¢ The Executive Director and Treasurer will oversee preparation of the form, with the
bookkeeper/accountant.

¢ The Board of Directors will review and approve the form before submission to the
IRS.

Risk Management

e Ofinsurance policies, as directed by the Board of Directors.
¢ The Executive Director will review insurance policies and needs annually in December.





APPENDIX A

EMPLOYEE REIMBURSEMENT AND TRAVEL
EXPENSE POLICIES

Employee Reimbursement

Travel arrangements will be purchased using the organization credit card whenever possible
and practical. In situations where expenses are incurred during the course of business travel,
staff may apply for expense reimbursement. Per diem allowance will be based on city traveled
to (subject to annual review for cost of living increases). Expectations for daily expenses or per
diem allowances will be determined and communicated prior to the employee trip. Employees
should file for reimbursement in the manner described in the above section, although pre-
approval for each business travel expense will not be required. Receipts are required for all
expenditures requiring reimbursement whenever possible, and requests for reimbursement must
be made within 15 days of expense.

Employees should note that the organization is tax exempt and therefore does not reimburse
employees for tax. A copy of the Tax Exempt Certificate may be obtained from the Executive
Director’s Office.

Mileage Reimbursement

Employees requesting mileage reimbursement are required to furnish a Travel Report
providing the starting point and destination of each trip, its purpose and the miles driven, and
parking fees and tolls, along with supporting documents such as a Google Maps or equivalent.

All corresponding receipts must be attached to the Travel Report. This packet must be
submitted to the Office Manager or Executive Director for approval within 15 days of the
travel date in order to receive reimbursement. Mileage reimbursement will be allowable only if
it is equal to or less than the cost of travel by air or train for the same departure and destination
points. Mileage reimbursement will be made at the standard rate as determined by the Internal
Revenue Service for the given period.

Travel Incidentals

¢ A-1CHS does not reimburse for incidental hotel expenses, including in-room movies,
fitness room, pool, laundry (except on trips over seven days long) or personal phone
calls (beyond one call home per day). Whenever possible, travelers should use a cell
phone or calling card rather than the hotel billing for long-distance calls.

s A-1CHS will reimburse for the actual, reasonable cost of internet access in a traveler’s
hotel room or through the hotel’s business center if such service is used for business
purposes.

o The traveler must consider the available options and choose the lowest-cost method that
will meet the need.

e The traveler must observe and obey local parking regulations and parking payment.

¢ A-1CHS will not reimburse for parking violation tickets.
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Meals

e A-1CHS will reimburse for the actual, reasonable cost of meals at no higher than
the federal (GSA) per diem rate authorized for meals at that location, which should
be used as a benchmark for what constitutes reasonable costs.

e The traveler must submit a receipt for any meal, including a reasonable tip, for
which they wish reimbursement.

e A-1CHS does not reimburse for room-service meals except in extraordinary
circumstances or as pre-approved by the Executive Director.

Expenses of Traveling Companion

A-1CHS will not reimburse for expense that are attributable to a traveler’s spouse,
partner.
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APPENDIX B
DOCUMENT RETENTION & DESTRUCTION POLICY

A-1 Community Housing Services takes seriously its obligations to preserve information
relating to litigation, audits, and investigations. From time to time, the Executive Director may
issue a notice, known as a “legal hold,” suspending the destruction of records due to pending,
threatened, or otherwise reasonably foreseeable litigation, audits, government investigations, or
similar proceedings. No records specified in any legal hold may be destroyed, even if the
scheduled destruction date has passed, until the legal hold is withdrawn in writing by the
Executive Director.

The following table provides the minimum requirements.

Type of Document Minimum Requirement
Accounts payable ledgers and schedules 7 years
Audit reports Permanently
Bank Reconciliations 2 years
Bank statements 3 years
Checks (for important payments and purchases) Permanently
Contracts, mortgages, notes and leases (expired) 7 years
Contracts (still in effect) Permanently
Correspondence (general) 2 years
Correspondence (legal and important matters) Permanently
Correspondence (with customers and vendors) 2 years
Deeds, mortgages, and bills of sale Permanently
Depreciation Schedules Permanently
Duplicate deposit slips 2 years
Employment applications 3 years
Expense Analyses/expense distribution schedules 7 years
Year End Financial Statements Permanently
Insurance Policies (expired) 3 years
Insurance records, current accident reports, claims, Permanently
policies, etc.

Internal audit reports 3 years
Inventories of products, materials, and supplies 7 years
Invoices (to customers, from vendors) 7 years
Minute books, bylaws and charter Permanently
Patents and related Papers Permanently
Payroll records and summaries 7 years
Personnel files (terminated employees) 7 years
Retirement and pension records Permanently
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Tax returns and worksheets Permanently
Timesheets 7 years
Trademark registrations and copyrights Permanently
Withholding tax statements 7 years

In addition to the above, the organization will annually update an electronic archive containing
final versions of key public program documents.

1. Electronic Documents and Records.

Electronic documents will be retained as if they were paper documents. Therefore, any
electronic files that fall into one of the document types on the above schedule will be maintained
for the appropriate amount of time. If a user has sufficient reason to keep an e-mail message, the
message should be printed in hard copy and kept in the appropriate file or moved to an “archive”
computer file folder. Backup and recovery methods will be tested on a regular basis.

2. Emergency Planning

A-1 Community Housing Services’ records will be stored in a safe, secure, and accessible
manner. Documents and financial files that are essential to keeping A-1 Community Housing
Services operating in an emergency will be duplicated or backed up at least every week and
maintained off-site.

3. Document Destruction

The Executive Director is responsible for the ongoing process of identifying its records which
have met the required retention period and overseeing their destruction. Destruction of financial
and personnel-related documents will be accomplished by shredding.

Document destruction will be suspended immediately upon any indication of an official
investigation or when a lawsuit is filed or appears imminent. Destruction will be reinstated upon
conclusion of the investigation.

4. Compliance

Failure on the part of employees to follow this policy can result in possible civil and criminal
sanctions against A-1 Community Housing Services and its employees and possible disciplinary
action against responsible individuals. The Executive Director and Board Chair will periodically
review these procedures with legal counsel or A-1 Community Housing Services’ certified
public accountant to ensure that they are in compliance with new or revised regulations.
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APPENDIX C
WHISTLEBLOWER POLICY

POLICY

It is the policy of the A-1 Community Housing Services to abide by all applicable federal,
state and local laws, rules and regulations, and to have all of its employees do the same.

PROCEDURE

In accordance with this policy and applicable law, an employee will be protected from
discrimination and retaliation if the employee reports to the Executive Director or the President
any good faith concern regarding A-1 Community Housing Services practices or conditions
which the employee has reasonable cause to believe are in violation of any federal, state or
local law, rules or regulation, or which the employee has reasonable cause to believe risk the
health or safety of that employee or any other individual. A-1 Community Housing Services
will promptly investigate each complaint to determine its merits and the appropriate action to
be taken. Confidentiality will be maintained to the extent practical and appropriate under the
circumstances.

A-1 Community Housing Services will not discharge, threaten, discriminate or otherwise
retaliate against an employee who submits a good faith complaint to A-1 Community

Housing Services, participates in any investigation or legal proceeding arising from any

such complaint, or on the basis of any other lawful actions of such employee in submitting a
good faith report relating to real or perceived unlawful conduct. This statement applies even

if an investigation proves that there has been no unlawful activity involving A-1

Community Housing Services or any of its employees.

In order to receive the protections under the California Whistleblowers’ Protection Act, the
employee who has reported or caused to be reported a violation or unsafe condition or practice
to a public body must first bring the alleged violation, condition or practice to the attention of
the Executive Director or the President, and must allow A-1 Community Housing Services a
reasonable opportunity to correct that violation, condition or practice, unless the employee has
specific reasons to believe that a report to A-1 Community Housing Services will not result in a
prompt correction of the violation, condition or practice.

Any action considered to be discriminatory or retaliatory should be reported immediately to
the Executive Director or the President. A-1 Community Housing Services will not tolerate
discrimination or retaliation against the complainant by any employee and will subject such
employee to discipline, up to and including suspension or discharge from employment.
Employees who are not themselves complainants, but who assist in an investigation relating
to unlawful activity, will also be protected from discrimination and retaliation.

RESPONSIBILITY

The administration of this policy is the responsibility of the Management Team.
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APPENDIX D

COST ALLOCATION PLAN

The purpose of'this cost allocation plan is to summarize, in writing, the methods and procedures that
this organization will use to allocate costs to various programs, grants, contracts and agreements.

OMB Circular A-122, “Cost Principles for Non-Profit Organizations,” establishes the principles for
determining costs of grants, contracts and other agreements with the Federal Government.
A-1CHS Cost Allocation Plan is based on the Direct Allocation method described in OMB
Circular A-122. The Direct Allocation Method treats all costs as direct costs except general
administration and general expenses.

Direct costs are those that can be identified specifically with a particular final cost objective.
Indirect costs are those that have been incurred for common or joint objectives and cannot be readily
identified with a particular final cost objective.

Only costs that are allowable, in accordance with the cost principles, will be allocated to benefiting

programs by A-1CHS.

The general approach of A-1 Community Housing Services in allocating costs to particular grants
and contracts is as follows:

A. All allowable direct costs are charged directly to programs, grants, activity, etc.

B. Allowable direct costs that can be identified to more than one program are prorated
individually as direct costs using a base most appropriate to the particular cost being
prorated.

C. All other allowable general and administrative costs (costs that benefit all programs

and cannot be identified to a specific program) are allocated to programs, grants, etc.
using a base that results in an equitable distribution.
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ALLOCATION OF COSTS

The following information summarizes the procedures that will be used by A-1 Community
Housing Services

A.

Compensation for Personal Services - Documented with timesheets showing time
distribution for all employees and allocated based on time spent on each program or
grant. Salaries and wages are charged directly to the program for which work has
been done. Costs that benefit more than one program will be allocated to those
programs based on the ratio of each program’s salaries to the total of such salaries
(see Example 1). Costs that benefit all programs will be allocated based on the ratio
of each program’s salaries to total salaries (see example 2).

1. Fringe benefits (FICA, UC, and Worker’s Compensation) are allocated in the
same manner as salaries and wages. Health insurance, dental insurance, life
& disability and other fringe benefits are also allocated in the same manner
as salaries and wages.

2, Vacation, holiday, and sick pay are allocated in the same manner as salaries
and wages.

Travel Costs - Allocated based on purpose of travel. All travel costs (local and out-
of-town) are charged directly to the program for which the travel was incurred.
Travel costs that benefit more than one program will be allocated to those programs
based on the ratio of each program’s salaries to the total of such salaries (see
Example 1). Travel costs that benefit all programs will be allocated based on the
ratio of each program’s salaries to total salaries (see Example 2).

Professional Services Costs (such as consultants, accounting and auditing services) -
Allocated to the program benefiting from the service. All professional service costs
are charged directly to the program for which the service was incurred. Costs that
benefit more than one program will be allocated to those programs based on the ratio
of each program’s expenses to the total of such expenses (see Example 3). Costs that
benefit all programs will be allocated based on the ratio of each program’s expenses
to total expenses (see Example 4).

Office Expense and Supplies (including office supplies and postage) - Allocated
based on usage. Expenses used for a specific program will be charged directly to
that program. Postage expenses are charged directly to programs to the extent
possible. Costs that benefit more than one program will be allocated to those
programs based on the ratio of each program’s expenses to the total of such expenses
(see Example 3). Costs that benefit all programs will be allocated based on the ratio
of each program’s expenses to total expenses (see Example 4).

Equipment — A-1CHS depreciates equipment when the initial acquisition cost
exceeds $1,000. Items below $1,000 are reflected in the supplies category and
expensed in the current year. Unless allowed by the awarding agency, equipment
purchases are recovered through depreciation. Depreciation costs for allowable
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equipment used solely by one program are charged directly to the program using the
equipment. If more than one program uses the equipment, then an allocation ofthe
depreciation costs will be based on the ratio of each program’s expenses to the total
of such expenses (see example 3). Costs that benefit all programs will be allocated
based on the ratio of each program’s expenses to total expenses (see example 4).

Printing (including supplies, maintenance and repair) - Expenses are charged directly
to programs that benefit from the service. Expenses that benefit more than one
program are allocated based the ratio of the costs to total expenses. Costs that
benefit more than one program will be allocated to those programs based on the ratio
of each program’s expenses to the total of such expenses (see example 3). Costs that
benefit all programs will be allocated based on the ratio of each program’s expenses
to total expenses (see example 4).

Insurance - Insurance needed for a particular program is charged directly to the
program requiring the coverage. Other insurance coverage that benefits all programs
is allocated based on the ratio of each program’s expenses to total expenses (see
example 4).

Telephone/Communications - Long distance and local calls are charged to programs
if readily identifiable. Other telephone or communications expenses that benefit more
than one program will be allocated to those programs based on the ratio of each
program’s expenses to the total of such expenses (see example 3). Costs that benefit
all programs will be allocated based on the ratio of each program’s expenses to total
expenses (see example 4).

Facilities Expenses - Allocated based upon usable square footage. The ratio of total
square footage used by all personnel to total square footage is calculated. Facilities
costs related to general and administrative activities are allocated to program based
on the ratio of program square footage to total square footage (see example 5).

Training/Conferences/Seminars — Allocated to the program benefiting from the
training, conferences or seminars. Costs that benefit more than one program will be
allocated to those programs based on the ratio of each program’s salaries to the total
of such salaries (see Example 1). Costs that benefit all programs will be allocated
based on the ratio of each program’s salaries to total salaries (see Example 2).

Other Costs (including dues, licenses, fees, etc.) - Other joint costs will be allocated
on a basis determined to be appropriate to the particular costs.

Unallowable Costs — Costs that are unallowable in accordance with OMB Circular
A-122, including alcoholic beverages, bad debts, advertising (other than help-wanted
ads), contributions, entertainment, fines and penalties. Lobbying and fundraising
costs are unallowable, however, are treated as direct costs and allocated their share of
general and administrative expenses of A-1CHS
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Examples of Allocation Methodology

Example 1
Expense Amount = $5,000

Costs that benefit two or more specific programs, but not all programs, are allocated to those
programs based on the ratio of each program’s personnel costs (salaries & applicable benefits) to the
total of such personnel costs, as follows:

Grant | Personnel Costs % Amount Allocated
A $ 20,000 20% $1,000
C $ 30,000 30% $1,500
E $ 50,000 50% $2,500
Total | $100,000 100% $5,000
Example 2

Expense Amount = $10,000
Costs that benefit all programs are allocated based on a ratio of each program’s personnel costs
(salaries & applicable benefits) to total personnel costs as follows:

Grant | Personnel Costs % Amount Allocated
A $ 20,000 13% $1,300
B $ 10,000 7% $7,000
C $ 30,000 20% $2,000
D $ 40,000 27% $2,700
E $ 50,000 33% $3,300
Total | $150,000 100% $10,000
Example 3

Expense Amount = $4,000
Costs that benefit two or more specific programs, but not all programs, are allocated to those
programs based on the ratio of each program’s expenses (direct costs other than salaries & benefits)
to the total of such expenses, as follows:

Grant | Program Expenses | % | Amount Allocated
A $ 120,000 30% $1,200
C $ 130,000 33% $1,320
E $ 150,000 37% $1,480
Total | $400,000 100% $4,000
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Example 4
Expense Amount = $8,000

Costs that benefit all programs will be allocated based on a ratio of each program’s salaries to total
salaries as follows:

Grant | Program % | Amount Allocated
Expenses

A $ 120,000 18% $1,440

B $ 110,000 17% $1,360

C $ 130,000 20% $1,600

D $ 140,000 22% $1,760

E $ 150,000 23% $1,840
Total | $650,000 100% $8,000

Example 5

Facilities Expense Amount = $10,000
Facilities costs are allocated based on square footage. Square footage for each program and general
and administrative activity is considered in the analysis. General and administrative facilities costs
are further allocated to each program based on the square footage of each grant program to the total
square footage of all grant programs. The calculation is as follows:

Square Amount G&A Total Amount

Grant | Footage %o Allocated Allocated Allocated

A 300 30% $ 3,000 $ 340 $ 3,340

B 100 10% $ 1,000 $ 110 $ 1,110

C 200 20% $ 2,000 $ 220 $ 2,220

D 200 20% $ 2,000 $ 220 $ 2,220

E 100 10% $ 1,000 $110 $ 1,110
G&A 100 10% $ 1,000 0 0
Total | 1,000 100% $10,000 $1,000 $10,000
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“The Financial Operating Procedures were approved and adopted by the Board of
Directors of A-1 Community Housing Services, as certified by LaSonyanette Sweet,
Secretary of the Board.”

//

J o ,
H A | 7., 2020

LaSonyan&te Sweet, Secretary Date







The proposed reductions/ cuts in funding will and have significantly impacted not only our
organization, but also many of our partner agencies who are collectively working to meet this
rising demand. As more households seek assistance due to inflation, increased housing costs,
and economic uncertainty, our capacity remains limited by available resources.

We are already experiencing increased demand for services while operating with constrained
staffing and funding. Further reductions will inevitably result in longer wait times, reduced service
availability, and fewer households receiving the support they need to avoid foreclosure or housing
instability.

We respectfully urge the City of Hayward to reconsider these proposed funding cuts and to
recognize the essential role that housing counseling agencies play in stabilizing families and
preserving the health of our community. Continued investment in these services is not only
critical for the residents we serve, but also for the long-term economic resilience of Hayward.

We welcome the opportunity to discuss this matter further and to collaborate on solutions that
ensure continued support for our community’s most vulnerable populations.

Thank you for your time and consideration.

Thank You,

Nancy Rivera

April Newsletter


https://conta.cc/412wyhU
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