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Introduction: 
 
The By-Laws (Article V, item 5) for the Inlet Historical Society charges the President, as the 
Chief Executive Officer, and the Board (Article IV, item 1) with the general management of the 
affairs of the Society.  Insofar as the By-Laws are not intended to govern the day to day business 
operations of the Inlet Historical Society (Society), additional guidelines are necessary to 
demonstrate to the membership and public that Society operations warrant the same level of 
confidence in its management of Society funds and business practices as in its receipt and care of 
the historical information and objects for its collections and museum. 
 
The Policies, Ethics and Procedures are categorized below by subject and will be modified 
when necessary.      
 
As Committees prepare their procedures, these should be forwarded to the President and the 
Board for inclusion as addenda to this document. 
 
 
Board and Membership Meetings: 
 
Unless otherwise stated in the By-Laws, Board meetings should be held at least monthly.  Board 
meetings may occur more frequently if needed, or less frequently if Board action is not needed, 
and shall be called according to the By-Laws.  Members and the public may attend these 
meetings. 
 
Membership meetings shall be scheduled according to the By-Laws. 
 
 
Ethical Standards: 
 

1. As part of the membership and donations process, the Society receives personal data such 
as address, telephone number, email and other information.  This information shall only 
be used to conduct the affairs of the Society.  Personal information for members and 
donors may be released to other organizations only with the approval of the membership.   
 

2. The Society receives, as part of its collections process, family, genealogical or political 
history data that may contain sensitive information not desired for public dissemination 
but considered appropriate for historical preservation.  When the Society receives 
information with such qualifications, Society staff shall respect such privacy and note 
such information appropriately when it is received.  However, the Society shall inform 
the donor that the Society reserves the right to release such information for historical 
purposes. 
 

3. Procedures for receipt and payment of Society funds shall conform to standard 
accounting and auditing practices and, where possible, separation of duties within these 
functions is to be followed.  When recommended by the Society’s independent auditor, 
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these procedures will be modified. 
 

4. The responsibility of the President, the Society’s officers and its Board member(s) in the 
conduct of Society affairs is to the Inlet Historical Society first.  If a decision to be made 
represents a personal conflict of interest, the individual is to inform the Board prior to any 
vote or decision and follow the Board’s advice whether to abstain or be permitted to vote. 
 

5. Any historical item, in whatever format, provided and not loaned to the Society is the 
property of the Society from that point forward.  Under no circumstance shall it be 
considered the personal, private property of any Director, Officer, member or other 
individual to the exclusion of others.  Society property may only be stored, and only on a 
temporary basis, on private property with the express permission of the Board and the 
Collections Committee. 
 

6. The files and artifacts maintained by the Collections Committee are available for research 
or examination for historical purposes.  Review of this information is to be provided 
under the supervision of the Collections Committee. 

 
 
Collections Policies: 
 
The processes for the receipt, accessioning, data collection, software and storage of historical 
items for the Society’s collection shall be determined by the Collections Committee and shall be 
made an addendum to this document.  However, such processes shall be governed by the policies 
below. 
 

 
1. The Society shall collect items for the purposes of preserving and interpreting the history 

of the Town of Inlet and its surrounding communities according to the Society’s mission 
(Article II). 
 

2. The Society shall collect when space is available: family/genealogical histories, 
manuscripts, records, books, and other written and printed materials; photographs, prints, 
paintings, and other visual materials; tapes, recordings, and other oral history materials; 
equipment, furnishings, clothing and other natural, commercial, institutional, and 
personal objects of the past and present.  The aforementioned also includes all forms of 
recorded media. 
 

3. The Society shall accept memorabilia only if it represents important themes or episodes 
in the past or present for the Town of Inlet and surrounding Adirondack communities. 
 

4. The Society may choose not to accept items which are in poor condition or which 
duplicate similar items in the collection. 
 

5. All items accepted for the collections shall be catalogued in records systems maintained 
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on Society property.  Backups of collections records should be made monthly and may be 
stored on private or Town property if alternate Society property is not available. . 
 

6. Only unrestricted gifts or purchases are accepted for the catalogued collections. 
 

7. The Collections Committee is authorized to approve receipt of item(s) and accept the 
item(s) for cataloguing. 
 

8. All acquisitions shall be recorded on gift forms signed by the donor and an authorized 
official of the Board or Collections Committee.  Both the donor and the Society shall 
receive signed copies of the gift form for their files. 
 

9. Donations are tax deductible under Section 501c(3) of the I.R.S. 
 

10. Donors are responsible for arranging and paying for their own appraisals. 
 

11. Items in the catalogued collections may be disposed of only by a recommendation by the 
Collections Committee to the Board and after approval by a majority vote of the entire 
Board of Directors.  In the case of disposition of catalogued collection items, any funds 
generated shall be used to benefit the collections. 
 

12. Items may be accepted solely for the purpose of sale or exchange by the Collections 
Committee and approved by a majority vote of the Board, provided that the donor is 
informed of that purpose. 
 

13. Loans of historical items are accepted only for a specified time period and only for the 
purposes of exhibition or research.  The Collections Committee shall ensure that an 
appropriate agreement form including these criteria is signed by the donor and Society 
staff and retained on file. 
 

14. Loans from the Society may be made for educational or research purposes and are to be 
made for a limited time period with the approval of the Collections Committee and the 
Board.  Reasonable security measures shall be required to protect articles and appropriate 
agreement forms shall be maintained by the Collections Committee. 

 
 
Treasurer Bookkeeping Responsibilities: 
 
For purposes of this section, the Treasurer is the Bookkeeper for the Society.  Before describing 
the accounting policies and procedures for Society funds, it is necessary to describe the 
responsibilities of the Society’s bookkeeper, a position not mentioned in the By-Laws.  The 
importance of the bookkeeper is that, as the recorder of the financial transactions and caretaker 
of the Society’s accounting records, independent auditors examine this individual’s 
responsibilities when reviewing the financial operations of the organization.   
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Though the intention of this section is not to specify any bookkeeping system for the Society, it 
is expected that the Society’s accounting transactions shall be recorded and reports prepared to 
the extent possible using standard, widely available software and, when possible, maintained on 
Society property.  Backups should be made monthly and may be stored on private or Town 
property if alternate Society property is not available. 
 
The responsibilities of the Society bookkeeper shall be: 
 

1. Maintain the Chart of Accounts which meets the reporting needs of the Board. 
 

2. Ensure that every transaction for the receipt and payment of Society funds has the 
appropriate administrative approval, including which account(s) is to be credited or 
charged by the transaction.  Copies of deposit slips and supporting documentation for 
receipts shall be kept in a binder/folder called “Receipts Journal”.  Copies of invoices 
with appropriate approvals, payment information and supporting documentation shall be 
kept in a binder/folder called “Payments Journal”. 
 

3. Reconcile monthly every Society bank account’s ending balance with the Society’s cash 
account balance for that account and retain a copy of that reconciliation for the Auditing 
Committee. 
 

4. Prepare a monthly accounting statement from the Society’s accounting records which 
includes the Cash opening balance, receipts by type and expenditures by type for the 
month, and the Cash ending account balance.   The Treasurer will then submit this 
statement at the monthly Board meeting to become part of the minutes. 
 

5. Prepare financial reports from the Society’s accounting records when requested by the 
President, the Board or Committee Chair within the timeframes requested.  If the 
timeframe requested is not possible, the bookkeeper shall inform the requester when the 
report(s) will be available. 
 

6. Accounting records, statements and files shall be maintained on Society property where 
possible.  

 
 
Accounting Policies and Procedures: 
 
Payment of Invoices: 
 
Invoices for payment clearly identifying the amount to be paid, the account(s) to be charged and 
the purpose of the invoice shall be submitted to the Board by the Treasurer at the monthly Board 
meeting.  Board members shall review and note approval for payment by initialing the 
appropriate form for that invoice or request for expenditure.  A majority of the Board members 
present approving the invoice shall be authorization for payment.  Checks for payment may be 
written and signed only after approval and only by signatures authorized on forms provided to 
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the Society bank.  The Treasurer shall include a listing of the invoices approved by the board for 
approval at the subsequently following Board meeting. 
 
After the check(s) have been issued, all supporting documentation and a copy of the check(s) 
mailed shall be, after entry in the accounting system, filed in the “Payments Journal”.  
 
As stated in the By-Laws, Article X, item 6, checks in excess of $500 will require signatures of 
any two or more of the following officers of the Society:  President, Vice-President, Treasurer or 
Recording Secretary. 
 
Deposit of Receipts: 
 
Most of the receipts of the Society will be in the form of dues and donations received from 
Members and other individuals.  According to the By-Laws (Article VI, item 3), the Membership 
Committee is responsible for collecting dues and maintaining a current list of members.  The 
normal process for processing these receipts shall be: 
 

1. The Corresponding Secretary shall forward, either from the mail or dropped off at Town 
offices, the mail containing the Payment Card completed by the payer or, if no card is 
submitted, the enclosed payment and any letter providing the payer’s intentions. 
 

2. The Membership Committee reviews the payment and the Payment Card.  If no Payment 
Card was enclosed, the Membership Committee will complete one as a record for the 
payment. 
 
In the top right of the Payment Card, the Membership Committee shall write the date, 
check number and the check or cash amount enclosed. 
 

3. For that batch of receipts, a “Deposit Worksheet” which contains columns for Payer, 
Cash, Check No. and columns for the categories on the Payment Card will be completed 
for this group of receipts.   

 
4. For each receipt, the Payer column will include the last name and check number, amounts 

in either the Cash or Check Column and dollar amounts will be entered in one or more of 
the columns according to the breakdown on the Payment Card.  The breakdowns 
correspond to the separate accounts for these receipts in the Chart of Accounts.  The last 
column to the right of the “Deposit Worksheet” and the last row on the bottom must cross 
foot to the grand total for that deposit. 
 

5. The Membership Committee will retain the completed Payment Cards for entry into the 
data system for member and donor records.  In addition, the Membership Committee will 
photocopy the checks.  
 

6. After updating the Society membership/donor database, the Membership Committee shall 
provide a copy of this file to the Corresponding Secretary who shall mail the appropriate 
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Thank You and membership forms to the payer. 
 

7. The Membership Committee shall forward the cash and checks and the original of the 
“Deposit Worksheet” to the Treasurer, keeping a copy of the “Deposit Worksheet” and 
the check copies for its files.  The Treasurer shall prepare the deposit slip, ensuring that 
the deposit slip agrees with the “Deposit Worksheet” totals.  After deposit, the deposit 
slip copy is attached to the “Deposit Worksheet” and, after entry into the accounting 
system, the Treasurer files this documentation in the “Receipts Journal”. 

 
Other Receipts: 
 
The Society may occasionally receive funds for raffles, auctions, and other sources unrelated to 
dues and donations.  Receipts for such miscellaneous reasons shall be deposited by the Treasurer.  
Supporting documentation should be encoded with appropriate account coding.  The deposit slip 
shall be attached to the supporting documentation and, after entry into the accounting system, the 
Treasurer files this documentation in the “Receipts Journal”. 
 
Purchasing/Normal Expenses: 
 
In the course of normal business, officers and committee chairs of the Society will incur 
expenses for purposes approved by the Board of Directors.  In these instances, items may be 
purchased and, if necessary, reimbursed to the buyer under the following circumstances: 
 

1. Board has authorized spending for the costs of the expenditure. 
 

2. Director, Officer or Committee Chair determines the costs of that expenditure and 
informs the Treasurer. 
 

3. The Treasurer confirms funds are available and informs the requestor to proceed.  If 
necessary or if financial difficulty is a factor, the Treasurer also prepares a check payable 
to the requestor in advance. 
 

4. The requestor purchases the items and provides the Treasurer with all receipts/invoices 
for the expenditure.  
 

5. The Treasurer submits the expenditure, using the HIS Voucher form, to the Board for 
final approval at the next Board meeting. 

 
Membership Data Records: 
 
The Membership Committee shall record the personal data of members, the amounts paid for 
dues and donations, and also the donations for nonmembers (contacts) in a computer file system 
that enables not only payments for multiple years but also which can generate mailings with user 
criteria such as renewal notices, second notices, etc.  The Payment Records for each fiscal year 
shall be maintained permanently and filed alphabetically.  If a computer system recording the 
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above information is not available, Payment Card information may be recorded on a separate 
record which contains payer information for multiple years.  These manual member/contact/ 
donor records should be filed alphabetically. 
 
Whenever the data system for members and donors is updated, the Membership Committee shall 
forward the current file to the Recording Secretary and the Corresponding Secretary. 
 
 


