BUFFALO INSTITUTE FOR MEDICAL RESEARCH, INC.
3495 BAILEY AVENUE

BUFFALO, NEW YORK 14215

POLICY STATEMENT

1. Purpose of the Corporation

 The Buffalo Institute for Medical Research, Inc., (BIMR) is a not-for-profit research corporation which was established to facilitate the conduct of approved medical research at the VA Western New York Healthcare System (VA WNYHS) in response to legislation enacted by Congress (Public Law 104-262).  This legislation authorizes the formation of non-profit research corporations at Veterans Administration Medical Centers.  BIMR will administer all phases of research and related educational activities supported by its holdings.  BIMR is affiliated with, but legally distinct from the VA WNYHS. Although BIMR is a private corporation, it is subject to certain forms of federal oversight as stated in 38 U.S.C. Sections 7361, 7362.

2. Funds Management

BIMR was established to further medical science by supporting research and related educational activities as defined in the Corporate By-Laws.  Support of these activities may be facilitated through the receipt and distribution of funds originating from non-Department of Veterans Affairs sources. Funds held by BIMR become assets of the corporation. Sources of such funds may include, but are not limited to, federal or private non-profit agencies, charitable foundations, professional societies, commercial organizations such as pharmaceutical companies, and personal contributions originating from individuals or groups. Funds received by BIMR in support of research and related educational activities can be accepted only if the responsible investigator holds an appointment at the VA WNYHS.  Additionally, the project and related funding must be approved by the Research and Development Committee and all appropriate Subcommittees. All checks must be made payable to Buffalo Institute for Medical Research, Inc.

Funds received for federal grants cannot be commingled with non-federal funds and must be deposited into an account separate from other BIMR funds. Interest earned from federal funds must be returned to the federal government. BIMR is permitted to retain $100 per year of the earned interest to cover administrative expenses. 

Funds received by the Corporation to support research and related educational activities shall be subject to an administrative assessment of not less than 10% as established by the Board of Directors.  The overhead rate for industry-sponsored clinical studies is 20%, which includes a 10% Facility Human Protection Program fee.  Expenses incurred to support corporate obligations such as accounting, banking and legal fees, supplies and salaries for administrative personnel such as the Vice President, Administrative Assistant and/or Secretary will be provided for by interest income generated from Corporation holdings and from indirect costs associated with designated grants.

Legislation as stated in 38 U.S.C. Section 4162 allows funds donated to the VA General Post Funds (GPF) for general VA research purposes to be transferred to BIMR.  Funds donated to the GPF for a specific research project may be transferred to BIMR with the consent of the donor.  BIMR shall document any such transfer of funds and the purpose to which funds will be applied.

3. Intergovernmental Personnel Act

BIMR meets Intergovernmental Personnel Act (IPA) mobility program requirements and is eligible to participate in the IPA program.  IPA regulations amended in 1978 provide for the certification of  “a nonprofit organization which has as one of its principal functions the offering of professional advisory, research, education, or development services, or related services, to governments or universities concerned with public management”. BIMR is certified by VA Headquarters as fully meeting this requirement.  Employees placed on IPA appointments must document that they have worked for the government agency or corporation a minimum of 90 days prior to the establishment of the IPA appointment.

4. Standards of Ethical Conduct

Each BIMR employee, member of the Board of Directors and VA-salaried employee involved in corporation activities is subject to federal laws and regulations regarding conflict of interest in the performance of official functions.  Persons involved in BIMR activities as described above must sign VA form Standards of Ethical Conduct and Related Responsibilities of Employees certifying that they are in full compliance with regulations pertaining to conflict of interest. As part of the VA non-profit corporation annual report requirements as stated in RCS 10-0889, the executive director of each corporation is required to certify that staff are fully compliant with conflict of interest regulations.

5. Corporation Activities

Project Approval

All research projects and related funding administered by BIMR must be reviewed and approved by the VA Research and Development Committee and all appropriate subcommittees.  The sponsor of the approved research project is formally notified in writing of R&D approval. Funds received by BIMR can only be accepted if the responsible investigator holds a valid appointment at the VA WNYHS. Funds can only be expended in support of a research project after the approval process is completed.  

Corporation Personnel

BIMR may employ full-time and part-time employees.  Equal employment opportunity will be provided to all Corporation employees without regard to race, color, religion, disability, sex, age or national origin.  Prior to hiring, duties and responsibilities of each position, along with the proposed salary, will be established by the responsible investigator and a BIMR officer. The investigator is responsible for hiring and managing all personnel assigned to their research activities.  BIMR will pay research personnel from the appropriate BIMR account following approval by the responsible investigator.

Consultants

A consultant is an individual who has been contracted to complete a particular task relative to an approved research activity.  Fees to consultants, including travel and per diem costs, may be paid following completion of the work assignment or at such time as specific sections of the contract are completed.  No cash advances will be provided to consultants.  A written justification including a description of the scope of work to be performed, deadlines for completion of work, qualifications of the consultant and an estimate of the cost must be submitted to a BIMR official prior to commitment. The justification should include the Social Security Number and address of the consultant.  

To receive payment upon completion of the work, the consultant submits a bill to the responsible investigator verifying that the contract work is completed.  The responsible investigator will sign and date the bill and submit to the Vice President for payment.

An IRS Form 1099 will be filed at the end of the calendar year for each consultant who is paid $600 or more annually.  The IRS 20-Factor Test will be utilized to determine whether workers are employees or independent contractors.

Honorarium

There are restrictions that apply to VA-salaried employees engaged in outside speaking, teaching and writing activities.  Generally, if the activity is related to the employee’s official VA duties, the rule is that compensation for that activity cannot be accepted.  In lieu of accepting an honorarium, an investigator may request that a donation be made to the corporation. Donations must be made payable to the Buffalo Institute for Medical Research, Inc.  VA employees engaged in speaking, teaching or writing activities must be on their own time (Annual Leave) during the conduct of such activities.

Human Subject Payments

A responsible investigator may request payment to human subjects for their participation in an approved research study.  A written request must be submitted to a BIMR official including the subject’s name, current mailing address and his/her Social Security Number. The request must also include documentation that the subject attended the required number of clinic visits noting the total number of visits with the signature of the investigator or designee. An IRS Form 1099 will be filed for each subject receiving $600 or more in a calendar year.

Equipment 

BIMR may purchase, own and dispose of equipment in support of approved research activities.  Equipment purchased with BIMR funds becomes the property of the corporation and is registered in the BIMR Equipment Inventory Database folder noting its date of purchase, model and/or serial number, location and assignment.  A physical inventory of all corporation-owned equipment will be completed annually.  Purchase requests must be submitted to an appropriate BIMR official using a corporation Purchase Order Form. Alternatively, a direct purchase of equipment may be made.

Capital equipment remains the property of the corporation.  The Board of Directors determines the disposition of all BIMR equipment including the transfer of equipment to another non-profit organization.  All equipment belonging to the corporation must be maintained using corporation funds. Maintenance costs will be paid out of the responsible investigator’s research account.

BIMR may donate equipment to the VA WNYHS.  The responsible investigator will forward a written request to the Vice President identifying the equipment to be donated along with its model and/or serial number. The Vice President will prepare an Equipment Donation Memorandum to the VA Property Manager, Acquisition & Material Management Service through the Chief, Voluntary Service for signature by the BIMR President.  The Chief, Voluntary Service will forward an acknowledgement letter approving acceptance of each donation made to the VA Medical Center. Pertinent correspondence will be maintained in the BIMR Equipment Inventory Database folder.

Subscriptions, Memberships and Continued Education

Expenditures for continued education, including scientific books, CD ROM’s, professional journal subscriptions,  conference and registration fees which are specifically related to a research activity may be requested by submitting the appropriate forms to a BIMR official. Payments will be made and posted to the appropriate research or administrative account by the Vice President.  Corporation funds  cannot be used to pay for professional license fees, society membership fees, and professional association dues for VA-paid employees.  Such payments are prohibited by Federal Ethics Standards and can be construed as a “gift” and subject to gift regulations.
Reimbursements

BIMR staff, including directors, officers and responsible investigators, may request reimbursement for purchase of items in support of approved research or corporation activities. An itemized Request for Reimbursement of Expenses Form must be completed with original receipts and/or credit card billing attached and submitted to a BIMR official for review. 
Transfer of Investigator

Transfer of Corporation funds and/or Corporation-owned equipment may only be made to another non-profit organization.  If an investigator transfers out of the VA WNYHS and wishes to relocate an approved research project to a new location, a written notification requesting such a move, and attestation that all outstanding financial obligations have been met, must be submitted to the BIMR Board of Directors. Additionally, a supporting letter must be received from the new non-profit organization accepting responsibility for the research project and related funds and/or equipment, along with appropriate documentation certifying their non-profit status. The BIMR Board of Directors has sole authority to approve such a transfer. Following approval by the Board, the investigator is responsible for the cost and risk of shipping of equipment to the new location. 

Completed Project Funds

Research funds remaining in an investigator’s BIMR account may be used to support the general research activities of that investigator after the research project for which the funds were originally received is completed, provided the investigator has an active research project in PROMISE where expenditures can be posted for purposes of completing the ARDIS Report.  Alternatively, if the investigator does not have an active research project in PROMISE, the balance of funds remaining in the closed-out account may be transferred to another active investigator’s account with similar stated purpose.  Otherwise, or in the event an investigator should leave the VA WNYHS or die, all remaining research funds in that investigator’s account (s) will be transferred to an unrestricted account and used at the discretion of the Board of Directors, use of remaining funds for general research purposes is predicated on the basis that all requirements specified by the sponsor at the time funds are initially received have first been fulfilled.  Remaining funds may only be used for scientific and professionally related expenditures and must further the conduct of VA approved research projects. 

Travel

BIMR may support domestic and foreign travel to scientific meetings, seminars and conferences if such travel enhances the investigator’s capacity to pursue approved research activities.  Fees to consultants, including travel and per diem costs may be paid following completion of assigned tasks.  There will be no provision for cash advances to support travel or consultant expenses, although registration fees for meetings and conferences may be paid in advance of travel.  The traveler will be reimbursed for reasonable travel expenses following submission and review of appropriate documentation upon completion of approved travel.

6. Accounting Principles and Procedures

If the corporation receives total revenues of between $10,000 and $300,000 annually, an independent audit must be performed once every three years. If total revenues exceed $300,000 annually, an independent audit must be performed every year.

Financial statements of the corporation will be prepared annually by Toski, Schaefer & Co., P.C. using the “accrual basis” in order to conform to the American Institute of CPA’s Generally Accepted Accounting Principles.  However, the underlying books and record keeping may be kept on a “cash basis” accounting system.  A commercial accounting program, Quicken 2003 for Windows is used to maintain the corporation’s financial records.  Separate accounting shall be maintained for restricted and unrestricted funds to ensure segregation.

Separate research (liability) accounts shall be established for each approved research project or activity facilitated through the corporation. Each liability account will be subject to an administrative overhead fee of not less than 10% as established by the Board of Directors. Under certain conditions, the overhead rate may be adjusted or waived at the discretion of the Board of Directors. 

BIMR will not set up accounts as a reimbursement to Medical Center Clinical Services for use by Service Chiefs. However, approved reimbursements will be made to the Medical Care appropriation through the Medical Center Business Manager.

Principal investigators are responsible for the distribution of funds from their research  accounts. All requests for expenditures must be made and approved by the responsible investigator or designee.  For each authorized transaction, a journal entry is made to the appropriate research account as designated by the responsible investigator. Supporting documentation for each transaction is filed and attached to the journal entry.

Funds received by the corporation are deposited into federally insured interest-bearing accounts in the name of the Buffalo Institute for Medical Research, Inc. For the purpose of investment, the purchase of U.S. Treasury bills is permitted (38 U.S.C. Section 7362).

7.  Internal Controls

Internal accounting control systems provide safeguards to protect corporate assets and to ensure the reliability of corporate financial records.  To achieve maximum internal control, accounting functions should be separated as staffing levels permit, so that no one person in the organization performs all aspects of funds management, which may include broad activities such as expenses and revenue. Total segregation of accounting responsibilities may be difficult in smaller organizations with only limited staff; however, concentrating all duties to one individual may increase the risk that an error or irregularity may occur and may not be detected in a timely manner.  

Acceptance and Deposit of Funds

All donations must be made payable to the Buffalo Institute for Medical Research, Inc.

Donations made payable to an individual shall be returned to the donor. Each donation received by BIMR will be acknowledged in writing.  Donations in support of approved research can only be accepted if the responsible investigator holds a valid appointment with the VA WNYHS, which may include a VA WOC appointment. Donations can be accepted for specific approved research projects or for an investigator’s general research activity. 

Separate accounting shall be maintained for unrestricted and restricted funds:  

Unrestricted funds shall be maintained in an administrative operating account and will be utilized for all expenditures that support the administrative activities of the corporation.  This may include, but is not limited to expenditures for equipment, supplies, personnel, education and travel.  

Restricted accounts shall be established for each approved research project and shall be controlled by the responsible investigator. Requests for expenditures from restricted accounts must be approved by the responsible investigator or his/her designee.

Administrative Overhead Fee

Each approved research project shall include an administrative overhead fee or an indirect cost rate.  The overhead fee level will be determined by the Board of Directors, but shall not be less than 10% of the total estimated project cost.  The administrative overhead fee may be adjusted or waived at the discretion of the Board of Directors.  Overhead fees shall be deposited to the unrestricted fund account to be utilized in support of all administrative activities. 

The following internal controls will be utilized in managing the financial activities of the corporation:

General Management
· Bank signature cards are kept up to date and current. Original bank signature cards for the President, Vice President/Treasurer and Secretary are on file with HSBC and copies are maintained by BIMR.

· Bank records are periodically checked to verify proper authorization of signers on signature cards.

· Check signing policy requires two signatures on checks of $5,000 or more.

· An independent audit firm (Toski, Schaefer & Co., P.C.) annually evaluates the corporation’s internal control systems.

· All BIMR-employed staff handling checks are cash bonded.

Disbursements
· Responsible Investigators may purchase goods and services by direct purchase or by purchase order.  Direct purchases are reimbursed by submitting a completed Request for Reimbursement of Expenses Form along with attached expense receipts, which may include original store receipts or credit card statements.

· Prior to issuing checks for payment, the responsible investigator must authorize such payment by signing and dating appropriate documentation, such as a BIMR Purchase Order Form, a vendor invoice or BIMR Request for Reimbursement of Expenses Form.  All documentation is submitted to the Vice President for review before payment is made.

· The Vice President, or designee is responsible for all journal entries.  He writes checks for payments and records each payment into the general ledger and into the Quicken accounting program, a computer-based accounting software package. The Vice President or designee records the account number from which payment is made, the check number and the date payment is made on supporting documentation.  All checks, along with supporting documentation, are forwarded to the President for review and signature.  

· The President is generally responsible to sign all checks.  However, in the absence of the President, the Secretary and Vice President are authorized to sign checks.

· The BIMR Administrative Assistant mails out checks for payment and files copies of supporting documentation into the appropriate current year investigator account folder.  

· Voided checks are properly defaced and maintained under the control of the Vice President or designee and secured under lock and key.

· A quarterly balance statement is prepared for each research account and forwarded to the responsible investigator shortly after each quarter is completed.

Payroll
· PayChex payroll company provides complete payroll services for BIMR.

· BIMR employees are paid biweekly by submitting a completed BIMR Time Sheet signed by their supervisor.  Time Sheets reflect that VA-salaried employees performing Corporation work are doing so only during non-VA duty hours. The BIMR Program Assistant reviews each Time Sheet for completeness and enters information onto a PayChex Payroll Form which is then Fax’d to the payroll company for processing.

· The Vice President or designee enters each BIMR payroll into the general ledger and into the Quicken accounting program.

· Direct Deposit service is provided by PayChex.

· Payroll taxes (NYS W/H and the 941 Deposit) are computed by PayChex and remittance is made by the Vice President or designee.

Deposits
· Donor checks are recorded in the corporation Budget Plan Folder by the Administrative Assistant noting the name of the responsible investigator, BIMR account number, name of sponsor, check number, amount of check, check date and then initials each entry. The Administrative Assistant and Vice President initial each donor check stub.

· The Vice President endorses each donor check using a corporation stamp spelling out the full name of the organization, the full name of the bank and the bank account number into which deposits are made.  Donor checks are deposited into the appropriate HSBC savings account after which the date of the deposit is noted in the Budget Plan Folder.

· The Vice President records each deposit into the general ledger and into the Quicken accounting program, noting the appropriate investigator account.

· A donor acknowledgement letter is sent for each donation made to the corporation.

Reconciliation
· The Administrative Assistant reviews monthly bank statements and canceled checks before they are reconciled by the Vice President.  Each bank statement is reconciled in a timely manner. 


a. Canceled check statement

Each canceled check entry is verified on the HSBC’s Accounts Analysis Form.


b.  Savings accounts statements

Each entry on HSBC’s savings accounts monthly statement is verified by documenting each corresponding entry in the savings bank passbook.

· Toski, Schaefer & Co., P.C. annually reviews all checking and savings account reconciliations.

8.  Operational Guidelines Maintained On File

Management Reports

· Approved minutes from all meetings of the Board of Directors.

· Toski, Schaefer & Co., P.C. annually prepares an independent auditor’s report for the Fiscal Year ending September 30 and files IRS Form 990 and Form CHAR-497 following appropriate federal and state guidelines. 

· A copy of the independent auditor’s report is submitted to the Medical Center Business Manager.

· End-of-Year corporation financial statements are prepared promptly and made available to Toski, Schaefer & Co., P.C. at the time of their annual audit.

· A BIMR chart of accounts is maintained with end-of-year statements.

· Quarterly corporation financial statements are prepared promptly at the end of the quarter for each liability account.  A copy is provided to each Responsible Investigator and a copy is kept on file with the corporation.

· VA NPC Annual Report (RCS 10-0889) is prepared annually and submitted by June 1 to the Under Secretary for Health through the Chief Research and Development Officer.

· BIMR maintains an original copy of each Clinical Trial Agreement in the appropriate project folder.

· BIMR reports all funds expended for approved research projects on the VA RDIS Annual Report as extra-VA funding.

Other Corporate Documentation 

· M-3, Part 1, Chapter 17 (VA Research Corporations Authorized By Title 38 United States Code {U.S.C.} Sections 7361 Through 7368)

· VA Handbook 1200.17 VA Research and Education Corporations Authorized by Title 38 United States Code (U.S.C.) Sections 7361 through 7368 Handbook

· Copy of VA nonprofit authorizing statute, Title 38, Subchapter IV, Sections 7361-7368, Research and Education Corporations

· Copy of Public Law 100-322, Subchapter VI, Research Corporations.

· Corporate By-Laws  (Revised December 14, 1998)

· BIMR has an established Fiscal Year ending September 30 (Corporate By-Laws, Section 8.09)

· Listing of Directors and Officers with VA or non-VA titles.

· Certification of Incorporation of Buffalo Institute for Medical Research, Inc. under Section 402 of the Not-For-Profit Corporation Law, New York State (April 13, 1990)

· Certificate of Incorporation of Buffalo Institute for Medical Research, Inc. under Section 805 of the Not-For-Profit Corporation Law, New York State (July 29, 1999 re-certification)

· ST-119 Exempt Organization Certificate, State of New York Department of Taxation and Finance (January 9, 1992)

· Registration Certificate, Charities Bureau of the New York State Department of Law (January 31 1992)

· Internal Revenue Service Exemption from Federal Income Tax ruling (October 31, 1991)

· Internal Revenue Service Employer Identification Number assigned (16-1385680) (January 1, 1991)

· United States Office of Personnel Management IPA Eligibility certification (June 30, 1994)

· VA Headquarters global IPA re-certification statement (September 15, 1998)

· Signed and dated copies of VA Form Standards of Ethical Conduct and Related Responsibilities of Employees are on file for each corporation director, officer and employee   

· BIMR maintains the following insurance coverage:

  
Directors, Officers and Trustees Liability Policy, Executive Risk Indemnity, Inc.

  
Commercial Crime Policy, Travelers Casualty and Surety Company of America 

  
Business Owners Policy, Travelers Insurance Company

  
New York State Disability Benefits Policy, INA Life Insurance Co. of New York

  
Workers’ Compensation Insurance Policy, The State Insurance Fund

· Current copies of all BIMR operating policies and procedures.

Timothy Murphy, M.D.

President

Buffalo Institute for Medical Research, Inc.

Revised:  January 21, 2004
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