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I. PURPOSE:

The purpose the Flint Hill Fire Department (FHFD) one percent program is to manage the finances and day to day administration of the department’s annual allocations from the State of South Carolina Firemen’s Insurance and Inspection Fund (commonly referred to as the one percent fund).  
II. DISCUSSION:

By South Carolina law, the one percent fund is administered by the South Carolina State Firefighters’ Association (SCSFA) which has established policies and procedures that must be followed to receive funds. 
According to SCSFA policy the fire chief is ultimately responsible for the proper management of fire department one percent funds. FHFD has established a multi-part approach to the internal management of one percent funds that includes the fire chief, a committee of department members, and the department’s administrative staff. These entities collaborate to ensure FHFD compliance with state laws and SCSFA policies and procedures regarding one percent funds.
The SCSFA policies and procedures do not require a fire department to establish a committee to manage their one percent money, but FHFD has created a committee to enhance transparency and decision making in how department one percent funds are spent. The committee is made up of current, active FHFD members. Membership on the committee is voluntary and members serve with no compensation.
Following are the high-level responsibilities of each entity:

Fire Chief

· Approve annual budget 

· Approve individual purchases

· Submit annual accounting and self-audit forms to SCSFA
· Sign checks & receipts, approve credit & debit card purchases 

One Percent Committee

· Develop and obtain member approval of an annual budget 
· Research purchase options for expenditures

· Make recommendations for budget/individual expenditures
· Sign checks & receipts, approve credit & debit card purchases 

Department Administrative Staff

· Implement and manage an electronic accounting system 

· Perform monthly bank/credit card account reconciliation

· Generate monthly reports for department membership 

· Generate reports as required by fire chief or committee

· Distribute electronic surveys/questionnaires for budgets/purchases

· Assist fire chief and committee in program management as needed  
SCSFA policy requires more than 50% of members listed on a department’s SCSFA roster approve expenditure requests. For purposes of this policy this group will hereinafter be referred to as a “FHFD one percent majority”.  

III. POLICY:

GENERAL RESPONSIBILITIES AND PROCEDURES
1) The fire chief and one percent committee shall jointly establish and maintain a FDIC insured checking account separate from department accounts used exclusively for FHFD one percent funds.

a) The committee chairman, vice chairman, and fire chief shall have signing authority for check and debit card purchases made from the account.

b) When the person occupying any position with signing authority is changed, signing authority with the financial institution holding the checking account shall be updated within 3 business days of the change. 

2) The fire chief and one percent committee shall jointly establish and maintain a credit card account separate from department accounts used exclusively for FHFD one percent funds.

a) The committee chairman, vice chairman, and fire chief shall have signing authority for purchases made using the credit card account.

b) When the person occupying any of the positions with signing authority is changed, signing authority with the financial institution shall be updated within 3 business days of the change.

3) If approved by a FHFD one percent majority, the fire chief and one percent committee may jointly establish and maintain FDIC insured savings accounts or CD’s to maximize the department’s one percent funds.

a) Accounts must have two signatures, one from the committee chairman or vice chairman, and the other from the fire chief.
b) Withdrawals or account closing funds must be transferred to the FHFD one percent checking account. No cash withdrawals are permitted.

4) Two approvals are required for all one percent expenditures.

a) Checks, debit cards, and credit cards attached to FHFD one percent accounts are the only permissible methods for purchases. Checks are the preferred method. 

b) Checks require two physical signatures, one from the committee chairman or vice chairman, and the other from the fire chief. A copy of the check should be made prior to distribution and submitted to the department administrative assistant (AA) for recording. 
c) Debit and credit card purchases require two approvals, one from the committee chairman or vice chairman, and other from the fire chief prior to the purchase.
i) The AA is authorized to make debit and credit card upon receiving the necessary approvals in writing. 

d) The committee chairman and fire chief may jointly authorize other department members to temporarily make purchases in situations where it is impractical for any of the authorized purchasers to make the purchase (e.g., a credit card is being used to purchase meals at a conference no authorized purchaser is attending). Temporary authorizations must be in writing, specify what may be purchased, and must include a spending cap.

5) A vendor receipt or paid invoice must be obtained for all purchases.

a) The vendor receipt or paid invoice must be signed by the purchaser and submitted to the AA immediately, or as soon as possible if the purchaser is out of town.

b) The vendor receipt or paid invoice must be signed by the committee chair or vice chair, and the fire chief as soon as possible after a purchase is made to indicate approval of the purchase.

6) Purchases must conform to SCSFA policies.

a) No checks may be made out to cash nor may a debit or credit card be used to obtain cash. 

b) No gift cards, other gifts, or charitable contributions are permitted.
c) No checks may we written to a committee member, the fire chief, or department administrative staff. Reimbursement checks to other members are highly discouraged but are permitted if necessary.
d) All expenditures greater than $100 must be approved by the local board of trustees and the SCSFA supervisory committee prior to purchase or commitment to purchase. This is accomplished through the electronic submission and approval of SCSFA forms 201 and 202.
7) By SCSFA policy all items purchased with one percent funds are the property of the fire department.

a) The fire chief has the discretion to require items issued to members be returned upon the members separation from the department. 

b) The fire chief and committee shall jointly determine when to dispose of items purchased with one percent funds. Items that are broken, soiled, or otherwise unusable shall be rendered inoperable and have any identification to the fire department removed. Items that are still serviceable but no longer desired by the department shall be sold or auctioned off to the highest bidder and the funds received deposited in the department one percent checking account. 
FIRE CHIEF RESPONSIBILITIES
1) Complete SCSFA 206 (Annual Accounting Form) and 207 (Compliance Self-Audit Form) forms by their due date.

2) Ensure FHFD maintains eligibility to receive one percent funds by completing all SCSFA eligibility requirements. 
3) Validate purchases and procedures conform to state law and SCSFA rules.
4) Provide one of two required signatures for all one percent checks drawn from the checking account.

5) Approve expenditures made using department one percent funds.
a) Since items purchased with one percent funds become the property of the fire department and the fire chief is ultimately responsible for the department one percent program, the fire chief can restrict (with limitations) what may be purchased with department one percent funds. The reasonableness of a purchase is the key element in determining if the fire chief can deny an expenditure.  
b) SCSFA policy states one percent expenditures are “for the collective benefit and enjoyment of the entire department” and “more than 50% of members listed on the department’s SCSFA roster must approve the request”. Just because a FHFD one percent majority exists does not mean a purchase is reasonable. For example, if a FHFD one percent majority votes to purchase ball caps with “FHFD” and a swastika on the front the fire chief has the right (and responsibility) to deny the expenditure because it would not be in the best interest (collective benefit) of the department. This is an extreme example, but the point is clear.  A less extreme example is the purchase of a piece of equipment that would require the removal of other equipment to accommodate it. The fire chief and other department officers have the responsibility of managing overall department operations and so have the responsibility to ensure one percent expenditures are compatible with department policies and goals.  If the removal of the existing equipment or the new one percent purchased equipment would have a negative effect on department operations or not fit with department policies or goals the fire chief may legitimately deny the purchase request.    
c) On the other hand, if a purchase is reasonable, conforms to SCSFA policy, and receives a FHFD one percent majority the fire chief is obligated to approve the purchase. An example of this would be if the majority votes to have a banquet for a retiring member but the fire chief refuses to approve the expenditure. In this situation the SCSFA supervisory committee or their representative should be contacted by the deputy chief who provides oversight of the FHFD one percent program for a ruling on the fire chiefs decision.  

ONE PERCENT COMMITTEE STRUCTURE AND RESPONSIBILITIES    
1) The one percent committee is comprised of five members appointed by the fire chief, one each from the following groups: full-time firefighters (engineer or below), part-time firefighters, volunteer firefighters (non-officer), board/support members, and officers (lieutenant and above excluding the fire chief and deputy chief).

a) Committee members serve two-year terms with a maximum of four years on the committee (including partial terms). After four years of service a member must have a minimum one-year break before being reappointed to the committee. 

b) Appointments are made in July and as necessary to maintain five members on the committee. In June of each year or when a position becomes vacant, the fire chief shall solicit interest from members to serve on the committee. The fire chief shall choose committee members from those expressing interest in the appropriate group(s). If no member in an appropriate group expresses interest the fire chief shall appoint a member of their choosing from the appropriate group.  

c) Upon the initial formation of the committee, the fire chief will randomly designate two members having a one-year initial term and three members having a two-year initial term.
d) In July of each year, committee members shall elect a chairman and vice chairman for the year.  If the chairman or vice chairman leave the committee, immediately after the open position is filled the committee shall elect a replacement chairman or vice chairman. 

e) Committee members may be removed for cause at any time by the fire chief.

f) To help prevent stacking of the committee by the fire chief, up to three members of the committee may be elected by a 2/3 majority of department SCSFA roster members to serve on the committee in the full-time, part-time, and volunteer firefighter positions. Elections shall use the standard one percent voting process described elsewhere in this policy. Elected members follow the same policies as appointed members (term limits, timing, etc.) 
2) The committee meets as often as necessary to conduct business.

a) Minutes are taken for every meeting. No business may be conducted without a record being kept.

b) In lieu of face to face meetings, recordable media such as Zoom, GoToMeeting, or email may be used to conduct business.

c) A quorum of three members is required to conduct business.

3) The committee shall develop an annual budget for one-percent expenditures and obtain FHFD one percent majority approval.
a) The annual budget process shall begin immediately after the department’s one percent allocation is communicated by the county treasurer (typically in late summer) and be completed within 2 months to provide enough time for the required SCSFA approvals and receipt of one percent funds prior to January 1.

b) The annual budget shall account for the entire amount of funds sent by the county treasurer and any funds anticipated to be left over from previous budgets. 

4) During the annual budget process the committee shall provide the department members a detailed list of budget items recommended for preapproved purchase during the next budget year (See attachment 230.06 PREAPPROVED BUDGET ITEMS FORM). 
a) The items shall reference the applicable SCSFA budget category  
b) The items shall be defined in detail sufficient to inform members what is proposed to be purchased. For example, “Exercise Equipment” is too broad. “Weights, a Weight Stand, and an Exercise Bike” is appropriate. “Coffee and Condiments” is acceptable, “Kitchen Supplies” is not. 
c) Purchases for budget items not in the preapproved list shall be voted on individually throughout the year.
5) The committee shall accept purchase suggestions from department members, research options, and submit recommendations to the membership for a vote via electronic means on all non-preapproved purchases.
a) All submissions shall be considered by the committee and put to a vote with a recommendation. 

b) A FHFD one percent majority is required for purchase approval.   
6) As previously referenced, SCSFA policy states one percent expenditures are “for the collective benefit and enjoyment of the entire department”. This means every member on the departments SCSFA roster must have an opportunity to receive one percent funds.  It does not mean every member must receive the same benefits or share equally in every expenditure. Thus, the SCSFA allows fire departments to develop and maintain a fair distribution system for one percent funds. 

a) The committee shall develop and maintain a fair distribution system for FHFD one percent funds.

b) The initial distribution system and any subsequent changes must be approved by a FHFD one percent majority.  

c) Upon approval, the distribution system becomes a part of this policy as attachment 230.06 ONE PERCENT DISTRIBUTION SYSTEM. 

d) No funds shall be expended until a fair distribution system has been approved.
7) To maintain the integrity of the voting process, voting for purchases, budget approvals, and other business that requires input from department members shall be conducted through recordable electronic software (e.g., QuestionPro, email).

a) The software must provide a means to ensure each member votes only once.

b) A member response by personally identifiable means is assumed to be a signature.

c) The opportunity to vote must be offered to all members on the department’s SCSFA roster at the time of the vote.   
DEPARTMENT ADMINISTRATIVE STAFF RESPONSIBILITIES
1) The AA shall distribute a report to department members by the 10th of each month with the previous month’s expenditures and account balances. 
2) The AA supports the one percent committee but is not a committee member.

a) The AA manages all one percent financial activity using accounting software which includes a general ledger.

b) No financial activity may occur without informing the AA of the details in a timely manner so it can be recorded in the accounting system.

c) The AA stores vendor receipts, paid invoices, copies of signed checks, and any other one percent fund related documents electronically and/or in print form.

d) The AA performs a monthly reconciliation for all one percent accounts, reporting any discrepancies to the fire chief and committee chair for investigation.

3) The AA is responsible for taking and storing the minutes of meetings.

4) The department deputy chief shall function as an independent overseer of the department’s one percent program.

a) The deputy chief shall review the monthly bank reconciliations, documents submitted to the SCSFA, or any other program element at any time. 

5) The committee chairman, fire chief, AA, and deputy chief have access to the one percent fund accounting software.
a) The AA and deputy chief have change access, the committee chairman and fire chief have read only access.
