Financial Reporting to the ICVB Board
MONTHLY

· Balance Sheet for General Fund 
· Statement of Revenues, Expenditures and Changes in Fund Balance for General Fund – includes notes for significant revenues, expenditures and significant encumbrances, and notes regarding transfers to/from other Bureau Funds and City of Irving Funds. This report consolidates expenditures into 15 “Expenditure Categories”

· Check Register
· ICC Monthly Financial Summary*
QUARTERLY
· Balance Sheets for Reserve Fund, Computer Replacement Fund and Facility Reserve Fund*

· Statement of Revenues, Expenditures and Changes in Fund Balance for Reserve Fund, Computer Replacement Fund, and Facility Reserve Fund
· Check Registers Computer Replacement Fund and Facility Reserve Fund* (when there is activity in these funds)
· Hotel Occupancy Tax Collections
BUDGET

· Budget year is October 1 – September 30.

· Budget process begins internally in February each year; adopted by Board of Directors in June; adopted by City Council in September.  The Irving City Council has final budget authority.
· We follow the City’s budget processes, although our timeline is adjusted for the Board’s review.  The format we present the information to the Board differs from the format that is used by the City staff.  The Bureau format provides additional data that is more tailored for the Board’s detailed review and to the Bureau’s operations.

· Funding for the CVB’s operations comes solely from a portion of the hotel occupancy tax; funds are received quarterly from the City as they are collected.

· Funding for the Convention Center’s operations comes from the Center’s operating revenues, as well as from an operating subsidy from the CVB.

· A fund has been established for capital improvements to the Irving Convention Center, and there is a rolling 20-year Capital Improvement Program presented each year as part of the ICVB budget.  The fund was seeded with construction savings, and currently has no other source of funds other than transfers from the ICVB.

· The Executive Director has the authority to approve transfers between accounts and departments, which occur throughout the year for various reasons.  Board, and subsequently City Council, approval is required when requesting additional funding from the cash reserves and to transfer cash from one fund to another fund, when not otherwise planned for in the adopted budget.

AUDIT

· The City’s financial records are audited each year by the City’s external audit firm.  As a department of the City, the Bureau’s records are included in that audit process.

· Bureau staff prepares the Bureau’s financial reports for the City’s Comprehensive Annual Financial Report (CAFR); reports are reviewed by the City Finance Department, consolidated with other city reports and submitted to the City’s auditors.

· Auditors typically request documents such as bank statements/reconciliations, journal entries and a sampling of accounts payable checks to review and test for compliance with policies and determine if any material weaknesses exist in internal controls.

· Audit notes/recommendations for process improvement made by the auditors that pertain to the Bureau are forwarded to Bureau management for review and implementation.  The Board is notified if a material weakness is found or fraud is suspected.

· The City also has internal auditors with whom the ICVB staff works closely as needed. 
IRVING CONVENTION CENTER/ASM FINANCIAL REPORTS

· SMG prepares an annual budget for the Convention Center; the budget is submitted to the Executive Director for review, and then incorporated within the Bureau’s budget, which is then presented to the Board, and ultimately to the City Council.

· The ICC budget reflects the Net Income (Loss) from Operations for the ICC; this is the amount that determines the necessary annual operating subsidy required from the ICVB budget, and is noted as a line item for that amount in the Bureau budget.

· The annual operating subsidy is structured to be issued on a quarterly basis, following the Bureau’s receipt of its share of the hotel occupancy taxes.  SMG prepares a check request, supplemented by the detailed cash flow of operations of the ICC.

· *SMG prepares monthly financial reports and submits them for review by Bureau management staff; financials are reviewed by the Board’s Executive Committee and then forwarded to the full Board for approval.

· These financial reports are more comparable to a more “traditional” format for financials (versus the government version of the CVB’s financial reports) because SMG is a corporation, instead of a government agency.

· A 20-year rolling capital improvement program is developed and managed by SMG.

· SMG contracts with an independent audit firm to conduct a detailed annual audit; the final report is first delivered to the Executive Director, and then brought forward to the Board’s Executive Committee for its review, prior to being forwarded to the full Board for approval.

· At the City’s direction, the ICC financials are separate from the city’s audit.

HOW THE ICVB STAFF MONITORS AND MANAGES EXPENDITURES

Government processes require us to have actual dollars “in the bank” before a purchase can be committed; for the Board, this serves as reassurance that the ICVB cannot spend beyond its means.

On (at least) a monthly basis, ICVB management analyzes expenditures and account status reports.  When transfers between accounts or departments are required (those that can be authorized by the Executive Director and do not require the Board’s authorization), those transfers are made.  Transfers happen regularly; a sales trip may be cancelled and those dollars freed up to take advantage of a newly identified trade show; an industry sponsorship opportunity may arise that had not been anticipated, and dollars adjusted to respond to those opportunities.

Bureau management pays close attention to Revenue Trends and makes internal adjustments accordingly; a specific example of this would be in the spring of 2001, when the Bureau noted the drop-off that had begun to occur in hotel occupancies (that was a precursor to the recession).  Bureau staff halted those budgeted expenditures that could be halted, and ultimately brought forward to the Board a downward budget adjustment.  While the Board’s authorization for this adjustment was not technically required, we brought it forward for the Board’s specific action because it would have significant impact on our ability to accomplish our goals and objectives for that year.

Adjustments requiring Board action are brought forward as needed; these are either adjustments between Funds or adjustments for unallocated revenues (such as when collections come in over projections and we want to commit those dollars to a specific effort versus leaving them in the fund balance). Once the Board approves a Budget Adjustment, it must then go to the City Council for authorization, carrying the Board’s recommendation.  The Irving City Council has final authority.
On a monthly basis, the Executive Director reviews the full Bank Account Reconciliations for the ICVB; a copy of the cover page with review signatures is forwarded to the City for their files.

Investments are made and guided by the City’s investment policies and requirements.
UNDERSTANDING THE CITY’S ENCUMBRANCE SYSTEM

Government processes require us to have actual dollars “in the bank” before we can commit to any purchases, sign any contracts, etc.  Therefore, the Purchase Order system creates an Encumbrance. 

The encumbrances reflect budgeted items for which commitments have been made (and therefore dollars dedicated), but the goods/services have not been received yet.  Because of this, the Encumbrance Report (an internal report) changes daily based on activity levels.  

The simplest example of this would be our Media Advertising.  At the beginning of the fiscal year, we place a (calendar) year’s schedule of advertising, with multiple publications.  When we commit to that schedule, we then issue a Purchase Order per publication that details the advertising schedule and financial commitment.  All of those Purchase Orders are entered into the system and become noted as individual Encumbrances until the various ads run (throughout the year) and the ICVB is invoiced for each ad.  As the ICVB is invoiced, the Encumbered amount decreases; if we have completed that year’s schedule with a specific publication, it would roll off the Encumbrance list.  If during the course of a year, we added anything to the advertising schedule, we would generate a new Purchase Order, and the Encumbrance Report would then reflect that new budget reservation/expenditure commitment.  Most of the advertising encumbrances are expended within the calendar year, but seldom within the fiscal year.

With our Advertising Agency, the Encumbrance is actually booked for the full amount of their contract, not by individual project.  As individual projects are invoiced, the cost of those would come off the encumbered amount. 

HOW THE ICVB PRESENTS FINANCIAL DATA FOR THE BOARD’S USE
Because the City’s Auditors (and GASB standards) require a report literally titled “Statement of Revenues, Expenditures and Changes in Fund Balance,” and because the Board has previously asked to see Expenditures in category groupings (versus the line item/chart of accounts version), and because the Board has asked to see comparisons for each of these categorical expenditures year over year, we manually create the “Statement of Revenues, Expenditures and Changes in Fund Balance” each month, including all the Note details.  These are the same categories presented to the board during the budget process.

We provide the Balance Sheet each month to allow the Board to easily see Assets, Liabilities and Fund Balances.

You will seldom see any checks issued for Salary and Benefits, unless we are using Temporary Help. The City generates payroll checks for all employees; the Bureau wires the funds to the city each pay period.

