Cypress Falls at the Woodlands Homeowner’s Association 
Finance Internal Control Policy
Purpose
This Internal Control Policy is established to provide guidance to the Board of Directors, and Finance Committee on procedures and practices that safeguard the Association’s assets, ensure accurate recordkeeping, and promote accountability and transparency in all financial matters.
This policy applies to all members of the HOA Board, management personnel, employees, and any individuals or committees authorized to handle Association funds or resources.
Executive Summary
This section supplements the HOA By-Laws, Finance Committee Charter, and Florida Statutes.  It defines internal controls governing authorization, custody, and reporting of all funds to ensure accuracy and accountability.
Objectives
· Protect the assets of the HOA from fraud, waste, and misuse
· Ensure the accuracy and reliability of financial records and reports
· Promote operational efficiency and compliance with applicable laws and governing documents for the State of Florida. 
Policy Statements
1. Segregation of Duties
No single individual shall have control over all aspects of any significant transaction. The Property Manager may issue payments in accordance with the duties/powers delegated to Property Manager under the management agreement and within the scope of the approved Association budget; but, shall not reconcile bank statements. The Treasurer or Finance Committee Chair shall review monthly reconciliations. 
2. Authorization and Approval
Unless otherwise provided in this Policy, all expenditures must be authorized under the approved budget or by Board action. All contracts, disbursements, and commitments must be reviewed and approved by the Board unless otherwise provided and authorized under Appendix A (Authority Matrix). Unauthorized expenditures are prohibited. Emergency purchases must follow Appendix A thresholds.
3. Financial Recordkeeping
Accurate and complete records of all financial transactions shall be maintained and reconciled monthly by someone other than the check signers. All financial reports are to be reviewed monthly by the Finance Committee and Board.
4. Cash Handling and Disbursements
All cash collections must be documented with receipts and promptly deposited. Checks require two authorized signatures, as noted in Appendix B attached hereto. Electronic payments require dual authentication/authorization for transfers. Credit card use must be pre-approved by the Board, in advance, and reviewed monthly.
5. Asset Management
An inventory of all Association property and assets will be maintained and updated annually. Access to assets and sensitive data is limited to authorized personnel. 
6. Audits and Reviews
An annual audit shall be conducted by a CPA. The Board shall review all audit findings and provide a copy of the year-end financial audit or notice of its availability to all owners in accordance with Chapter 720.303(7), F.S. and Section 3.21(b) of the Bylaws, as well as post a copy of the Audit response report with FYE Financials on Association website. 
7. Conflict of Interest
All Board members and committee members must disclose conflicts annually. Disclosure forms will be retained in Association records.
8. Whistleblower Protection
Any individual may report suspected fraud or abuse without fear of retaliation. Reports will be managed confidentially. 
9. Record Retention
All financial and accounting records of the Association and reconciliations shall be retained for at least seven (7) years. 
10. Compliance and Policy Review
The Board ensures this policy is enforced and reviewed annually for regulatory compliance.
APPENDICES 
Appendix A- Authorization & Spending Limits (Authority Matrix)
Appendix B- Check Signers & Electronic Payment Access List
Appendix C-Financial Oversight Flowchart (Text)
Appendix D-Audit Response Template
Appendix A
Authorization for approvals
	Role
	Authorization Limit
	Notes

	Property Manager
	$2,500
	Routine maintenance as authorized under the management agreement and pre-approved operating expenses.

	Treasurer
	$5,000
	Authorized for emergency repairs or vendor payments within budget

	President
	$5,000
	For operational continuity pending next Board meeting

	Board of Directors
	Over $5,000 
	Requires formal vote and meeting minutes documentation, and may be subject to any Membership approval requirement as provided in the Governing Documents. 




Appendix B
Authorized Signers and Online Access Roles (Two (2) signatures required as identified below).
	Treasurer
	Primary Signer (2 signatures required)

	President
	Primary Signer (2 signatures required)

	Vice-President
	Alternate Signer in absence of Primary signer (2 signatures required)

	Property Manager
	Signing limit with one Primary Signer

	CPA/Accounting Firm
	Read-only access for reconciliation purposes


					







Appendix C
Workflow Overview: 
1. Property Management Company reviews and completes their approval process
2. Invoice and other financial documents/statements received by Property Manager and verified for accuracy
3. Treasurer and President or Alternate Signer in absence of Primary Signer, reviews and approves for payment (within authority limit)
4. Payment processed (dual authentication/authorization)
5. Bank statement reconciliation performed by Property Management Company 
6. Board of Directors receive summarized financial report for each meeting
7. Finance Committee and Treasurer reviews reconciled reports monthly 











Appendix D
	Date of FYE Audit Response
	

	Auditor
	

	Findings Summary
	






	Corrective Action(s)
	






	Responsible Party
	




	Completion Date
	

	Board Approval Date
	









Approval and Signatures
Approved by: CYPRESS FALLS at the Woodlands Association Board of Directors
Effective Date: ____________________________________________________

Board Member		Title			Signature				Date	
	Jim Branson
	President
	


	

	Chuck Schrader
	Vice-President
	


	

	Karla Gerner
	Treasurer
	


	

	Donna Loverin
	Director
	


	

	Karen Shepherd
	Director
	


	











