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California Creativity Association 

Regional Accounting and Banking 

Policy 
Version 2.0a 

Effective: 4/20/2021 

 

Purpose of the policy 
California Creativity Association, DBA California Destination Imagination (CalDI), 

administers the Destination Imagination (DI) Program in California. Over the years, 

increased requirements of Nonprofit Generally Accepted Accounting Principle 

(GAAP), accounting laws, increased level of requirements for Federal Tax Filing, and 

auditor requirements has put pressure on the Regions to have their own accountant-

level expertise. As this does not seem to be a reasonable requirement on the Region, 

the CalDI Affiliate has taken on many of the accounting and banking tasks for the 

Regions. The resulting systems and practices require a good working integration 

between the Region organizations and the Affiliate. This policy addresses the Region 

side of this integration. 

 

The procedures and details for implementing this policy are contained in a separate 

document, the Regional Accounting and Banking Procedures (“Procedures”). For the 

most part, the CalDI Board, staff, and Regional officials outside of the accounting 

roles will be able to look to this Policy document for understanding and awareness of 

the requirements on their specific roles without having to refer to the procedures. 

Those in accounting roles will make use of both documents. 

 

Policy statement 
This policy covers the goals, required practices, and required systems for Region 

accounting and banking.  

 

This policy/procedure requires all the Regions to use the same accounting system 

(QuickBooks), enable CalDI (both Affiliate and Regions) to comply with all the 

auditor’s requirements, allow CalDI to file its Federal 990 on a timely basis, and give 

the Regional Director(s) timely, accurate financial statements to help them run their 

Regions. 

 

Standard practices, tools, and documents used in carrying out the accounting and 

banking functions in the CalDI Regions are given below and in the Procedures 

document. 

 

Definitions 
CalDI Treasurer -- An officer of the CalDI Board who is responsible for the 

Affiliate level financial accounting, including the bank accounts. The Treasurer 

reports to the Executive Director (ED). The Treasurer receives and verifies the 

monthly Regional financial reports from all the Regional Treasurers. 
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CalDI Accountant/Bookkeeper -- Person who carries out much of the Affiliate 

financial accounting.  The Accountant reports to the CalDI Treasurer. They are 

not covered by or in this policy. 

Regional Treasurer – Member of the Regional Operating Committee who is 

responsible for finances and accounting for the Region. 

Regional Banking Spreadsheet – Excel workbook tool or template used by the 

Regional Treasurer to collect monthly financial information and sent to the CalDI 

Treasurer. 

Regional Treasurer’s Handbook – An obsolete artifact used in the past to hold 

procedural materials. The policy and procedures here supersede this.  

Regional Banking Notebook – This traditional binder is still used to collect physical 

financial documents including, but not limited to, cash receipts and the check 

register. It may be used for other Regional practices such as for handing off to a 

new Regional Treasurer or to report and get sign off on financial matters annually. 

Event detail sheet -- A form for the Regional Treasurer’s use to provide income 

accounting for Regional events for which a fee is charged. 

QuickBooks -- The accounting software used by the CalDI Treasurer to manage the 

Regional accounts, and by the CalDI Accountant/Bookkeeper to manage the 

Affiliate accounts. 

 

Detailed policy statement  
All the CalDI Regions must use the same accounting system – QuickBooks -- which 

enables both Affiliate and Regions to comply with all the auditor’s requirements, 

allows CalDI to file its Federal 990 on a timely basis, and gives the Regional 

Director(s) timely, accurate financial statements to help them run their Regions.  

 
Both the Affiliate and the Regions have further responsibilities to achieve the above. 

 

CalDI will:  

• set up separate Wells Fargo Bank checking and savings accounts for each of 

the Regions 

• ensure the following are signers on each account:  

o Regional Director(s) 

o Regional Treasurer 

o Affiliate Treasurer 

o Executive Director 

The latter two are on the account in case a Regional account must be closed or 

reassigned giving them the authority to do that. 

• send to the respective Region all checks and deposit slips for handling 

• ensure read-only access to all Regions’ accounts for the Affiliate 

Accountant/Bookkeeper 

• maintain a separate QuickBooks account for each Region eliminating the need 

for the Regions to keep a separate set of books 

• reconcile each Region’s bank statements monthly 
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• produce the following documents monthly for the applicable Regional 

Directors and Regional Treasurers: 

o an Income/Loss (Profit and Loss and/or Statement of Activities) for 

the Region 

o a Balance Sheet (Statement of Financial Position) for the Region 

o a bank reconciliation 

• keep all their QuickBooks records, financial reports, and associated 

documents securely and separately for each Region 

• keep all the bank account reconciliations secure and separately for each 

Region 

• eliminate the need for the Region to send in any documents for the annual 

closing of the books, the consolidation of the financial statements for the 

combined Affiliate and Regional accounts, and the filing of the annual 

consolidated Federal 990 Return 

• eliminate the need for the Region to send in top-level documents (e.g. 

financial statements, bank records, etc.) for a CalDI audit 

• comply with the auditor’s recommendation that the Regions report in a 

consistent reporting style 

• comply with the auditor’s recommendation that the Regions produce financial 

statements and bank reconciliations monthly. 

 

CalDI Regions will: 

• maintain Regional checking and savings accounts at Wells Fargo Bank with 

signers on the accounts as indicated above 

• each check must be signed by two authorized signers or approved in writing, 

such as by email 

• follow the auditor-advised record keeping requirements and procedures that 

are described in the separate Regional Accounting and Banking Procedures 

• use the Regional Banking Notebook to collect and maintain Regional physical 

records 

• keep all “Checks Written” and “Deposit” documents in the Regional Banking 

Notebook 

• use the event detail sheet to record transactions and details 

• use a Regional Banking Spreadsheet to record and send monthly the year-to-

date list of transactions to the Affiliate Treasurer 

• enter summary information for all checks written and all deposits made into 

the Regional Banking Spreadsheet which is then sent to the CalDI Treasurer 

within 7 days after the end of each month, giving the CalDI Treasurer the 

needed information to maintain the Regional QuickBooks account and 

produce the Regional monthly financial statements.  

• use the reports produced by the Affiliate Treasurer to manage the Region and 

its assets 

• review and support reconciliation activities for the Regional accounts 
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The Regional Banking Notebook should include all documents of financial actions 

including: 

 

• Checks written 

• Voided checks 

• Lost and/or stolen checks 

• Deposits made 

• Deposit of cash and checks 

• Credit card transactions 

No accounts will have debit or credit cards associated with them. Deposit cards are 

acceptable and may be used. WITHDRAWALS USING A BANK DEBIT CARD 

ARE NOT PERMITTED UNDER ANY CIRCUMSTANCE.  

 

Applicability and Compliance 

This policy is primarily directed at the Affiliate and Regional Treasurers who will 

need to understand and use both the policy in this document and procedures in the 

separate document referenced below. Affiliate Directors, Regional Directors and 

Operating Committee members should be familiar with and understand the Policy but 

should not need to be completely knowledgeable of the procedures involved.  

 

If the functions above are not being carried out, the delinquent Regional Treasurer, 

Affiliate Treasurer or Affiliate Accountant/Bookkeeper will be subject to discipline 

up to and including counseling, denial of participation in the CalDI program, 

termination from the position and/or law enforcement notification. 

 

Implementation procedures  

While the policy, procedures, and supporting systems have been in place for some 

time, there is an ongoing need to make sure staff are in place, trained, and capable of 

performing the procedures. This Policy is also an important reminder of the 

responsibilities of all involved in CalDI finances. The CalDI Affiliate Accounting 

staff will train and support the Regional Treasurer. Good communication especially 

when problems arise is essential.  

 

Contact for procedure interpretation, help, and problem resolution 

The CalDI Treasurer is the primary contact for this policy. The CalDI 

Accountant/Bookkeeper may also be consulted. 

 

Related policies and references for further information 

1. Regional Accounting and Banking Procedures 
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Revision History 

Version Date Changes 

1.0 9/1/2014 Initial release - Approved by California Creativity Board 8/19/2014 

2.0 4/20/2021 Update to split the policy from procedures now in separate 

document. Treasurer Guidelines merge into here and Procedures 

documents. Several rounds of review by Treasurer, Accountant, 

Financial Committee, and finally the Board. 

Approved by California Creativity Board 

2.0a 4/27/2022 Version number 2.0a replaces 1.9 and 2.0 in page footers. 

 

 

CERTIFICATE 
This is to certify that the foregoing is a true and correct copy of the Regional 
Accounting and Banking Policy”, version 2.0, of the Corporation named in the title 
thereto and that such Policy along with the accompanying Procedures was duly adopted 

by the Board of Directors of said Corporation on 4/20/2021. 
 

 

 

4/27/2022 

James F. McCarthy, Secretary  

 


