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CHAPTER 8 

FISCAL REQUIREMENTS AND USE OF STATE TIME 

1. GENERAL.  The Explorer Program is an official program of the Department and, 
therefore, requires fiscal oversight. 

2. FISCAL DOCUMENTATION.  Area commanders are responsible for proper 
accounting of explorer post funds.  Therefore, the following procedures shall be followed 
by explorer post coordinators and explorer post advisors regarding the management of 
explorer post bank accounts: 

a. On a monthly basis, the explorer post advisor shall prepare the CHP 400T, 
Explorer Financial Statement, covering outgoing funds, incoming funds, cash on 
hand, and monthly cash balances. 

b. Receipts or documentation for all explorer post expenditures shall be 
maintained for a period of three years.  Small dollar items such as meals need only 
have the reason and number of explorers written on the reverse side.  The 
Outgoing Funds section of the CHP 400T, captures explorer post expenditures. 

c. Cash receipts or documentation shall be maintained for all incoming funds for a 
period of three years.  A pre-numbered receipt with the explorer post name and 
number shall be used.  The Incoming Funds section of the CHP 400T, captures 
explorer post cash receipts. 

d. A summary of the cash receipts and disbursements shall be recorded each 
month.  The Monthly Cash Balance Statement section of the CHP 400T, provides 
an overview of all fiscal transactions. 

e. A summary of the cash on hand shall be recorded each month.  The Cash on 
Hand section of the CHP 400T, provides an overview of cash on hand. 

f. The CHP 400T should be completed by the explorer post advisor monthly.  
The monthly CHP 400Ts shall be reviewed and approved by the Area 
commander quarterly. 

g. Once approved, the CHP 400T shall be maintained at the Area level for a 
period of three years and shall be available for Division review upon request. 

h. Explorer posts that have gross receipts totaling equal to or less than $50,000 for 
the year, shall prepare and file electronically the Internal Revenue Service (IRS) 
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Form 990-N, Electronic Notice (e-Postcard).  Explorer posts that have gross 
receipts totaling greater than $50,000 for the year, shall complete and file the IRS 
Form 990-EZ, Short Form Return of Organization Exempt from Income Tax, or 
IRS Form 990, Return of Organization Exempt from Income Tax, with the IRS.  
The IRS Form 990-N, Form 990-EZ, or Form 990 is due every year by the 15th 
day of the 5th month after the close of the explorer post's IRS tax year.  If the 
explorer post's tax year ends on June 30th, the return would be due November 
15th.  The due date may be extended for six months, without showing cause, by 
filing IRS Form 8868, Application for Automatic Extension of Time to File an 
Exempt Organization Return, before the due date.  The requested six-month 
extension for the return by the explorer post will only be allowed for the 
requested tax year.  A copy or receipt of the return shall be submitted to the 
appropriate Division and the statewide explorer coordinator. 

i. Explorer posts are required to file with the California Franchise Tax Board 
(FTB) annually.  If an explorer post has gross receipts totaling equal to or less than 
$50,000 for the year, the FTB Form 199N, California e-Postcard, shall be 
electronically filed with the FTB.  If an explorer post has gross receipts greater than 
$50,000 for the year, the FTB Form 199, California Exempt Organization Annual 
Information Return, shall be filed with the FTB.  The FTB Form 199N or Form 199 is 
due every year by the 15th day of the 5th month after the close of the explorer 
post’s fiscal year.  If the tax year ends on June 30th, the FTB Form 199N or Form 
199 would be due November 15th.  A copy or receipt of the return shall be 
submitted to the Division and the statewide explorer coordinator. 

3. CHECKING ACCOUNTS. 

a. Departmental mailing or street addresses shall be used for establishing explorer 
post bank accounts.  When using the Area office address, mail shall be addressed to the 
explorer post at the Area office using the following format: 

Explorer Post # c/o CHP Area 
Area office address 

b. When opening an account, or ordering printed materials, the above format shall 
be used. 

c. All checks received (donations, etc.) shall be made out to the explorer post 
without reference to the Department (e.g., Explorer Post 535, not California Highway 
Patrol Explorer Post 535). 

d. All checking accounts shall require dual signatures for disbursement of funds.  
The authorized signers on the explorer post checking account should be selected from 
the following committee members: 
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(1) Area commander. 

(2) Area lieutenant, if applicable. 

(3) Explorer post coordinator. 

(4) Explorer post advisor. 

(5) Associate post advisor. 

4. TAX EXEMPTION. 

a. The Explorer Program is exempt from federal income tax under Section 501(a) 
of the Internal Revenue Code as an organization described in Section 501(c)(3).  
The program is also exempt under Section 23701(d) of the California Revenue and 
Taxation Code.  All explorer posts are covered by a group exempt status under the 
statewide Explorer Program, provided they have obtained an Employer 
Identification Number (EIN) and submitted their EIN to the statewide explorer 
coordinator.  Copies of the group exemption rulings are on file at the Departmental 
Affairs Division, Community Outreach and Marketing Section (COMS). 

b. Each explorer post shall apply for an EIN using the online EIN application on 
the IRS website (www.irs.gov).  Contact COMS for additional information.  

c. Each explorer post shall apply for California tax exemption status using the 
California FTB Form 3500A, Submission of Exemption Request. 

d. Upon receipt of federal and state EINs, a copy of the IRS and FTB 
documentation shall be submitted to the Division and statewide explorer 
coordinator. 

e. Donations to explorer posts are tax deductible in accordance with 
Section 501(c)(3) of the Internal Revenue Code.  All monetary donations may be 
accepted with the approval of the Area commander.  Explorer posts are not 
permitted to accept donations of property items requiring maintenance or 
registration except for a utility/cargo trailer. 

5. USE OF STATE TIME AND EQUIPMENT. 

a. Use of State Time.  Area commanders are authorized to utilize the amount of 
regular state time and/or compensating time off (CTO) deemed necessary to 
ensure the successful operation of the Area’s explorer post.  The beat code for the 
Explorer Program is 914.  The special code 60 is to be used for 

http://www.irs.gov/
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CTO.  Commanders shall ensure individual CTO banks do not exceed the 
maximum 480-hour limit. 

b. Equipment.  The use of state facilities may be utilized to conduct meetings, 
training, and other functions that are related to the mission of the Explorer Program. 

6. FINANCIAL REPORTING RESPONSIBILITIES. 

a. Post Advisor. 

(1) The explorer post advisor should complete CHP 400T monthly as 
described in this chapter.  The monthly financial report shall be completed and 
submitted through channels, (e.g., Area commander to the Division explorer 
coordinator) no later than the 15th calendar day following the end of the 
quarter. 

(2) The financial report for January shall be submitted no later than the 
10th calendar day of February, the financial report for February shall be 
submitted no later than the 10th calendar day of March, etc. 

b. Division Explorer Coordinator. 

(1) The Division explorer coordinator is responsible for collecting the explorer 
post financial report from the explorer post advisor on a quarterly basis. 

(2) The Division explorer coordinator shall complete a CHP 400W, Explorer 
Quarterly Report/Division, and submit it to the statewide explorer coordinator 
through channels.  The Division quarterly report shall include copies of the 
Area’s CHP 400Ts and a current explorer post roster, including all post 
advisors.  The quarterly financial report shall be submitted no later than the 
30th calendar day following the end of the quarter on a CHP 400W. 

NOTE:  The quarterly financial report for the first quarter of the year shall be 
submitted no later than the 30th calendar day of April.  The quarterly financial 
report for the second quarter of the year shall be submitted no later than the 
30th calendar day of July, etc. 

c. Statewide Explorer Coordinator. 

(1) The statewide explorer coordinator shall compile the quarterly 
financial reports from each Division and complete a CHP 400Z, Statewide 
Explorer Report. 

(2) The CHP 400Z shall outline the quarterly finances from each Division. 
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(3) The CHP 400Z shall be completed no later than 60 days following the end 
of the quarter. 

d. Division Commander. 

(1) The Division commander is responsible to ensure the CHP 400W, 
CHP 400Ts, CHP 400V, Explorer Quarterly Report, and current explorer post 
roster are reviewed, approved, and submitted to the statewide explorer 
coordinator as outlined in this chapter. 

e. Area Commander. 

(1) The Area commander shall review, approve, and sign the CHP 400T, and 
ensure they are submitted to the Division coordinator as outlined in this chapter. 

7. CHECKING ACCOUNT PROCEDURES. 

a. Each explorer post with an established bank account shall reconcile the 
account monthly. 

b. Any monetary donations received by the explorer post shall be deposited to the 
explorer post checking account within 72 hours from receipt of donation. 

(1) A deposit slip or mobile deposit shall be prepared, bank stamped and, if 
possible, a copy retained for documentation. 

(2) A copy shall be made of every check deposited.  The copy of the check 
shall be maintained with the bank’s deposit receipt.  If a copy was made of the 
deposit slip, the copy shall be attached to the bank’s receipt.  The deposit 
receipt along with the copy of the deposited check shall be maintained at the 
Area level for a period of three years. 

c. When an explorer post receives a monetary donation, a numbered receipt with 
the name of the post (e.g., Explorer Post 535) shall be provided.  Donations 
received via the United States Postal Service also require the explorer post to 
provide a receipt to the donor. 

(1) The date of receipt, name of the donor, and the amount of monetary 
donation shall be recorded in the body of the receipt. 

(2) A copy of the receipt shall be maintained at the Area level for a period of 
three years.  If a monetary donation was received in the form of a check, the 
copy of the receipt shall be maintained with the copy of the deposited 
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check.  If the monetary donation was in cash, the receipt shall be maintained 
with the bank’s deposit receipt. 

d. Authority to Disburse Funds. 

(1) Disbursement of funds from the explorer post checking account in excess 
of $1,000 requires authorization from the Area commander. 

(2) Disbursement of funds from the explorer post checking account in excess 
of $5,000 requires authorization from the Division commander. 

(3) Disbursement of funds from the explorer post checking account in excess 
of $10,000 requires authorization from the statewide explorer coordinator in 
concurrence with the COMS commander. 

NOTE:  Funds from the explorer post checking account shall only be disbursed 
if the expense will further the purpose and mission of the Explorer Program.  
The authorization to disburse funds in excess of $1,000 shall be recorded on a 
CHP 51, Memorandum, and maintained with the copy of the disbursed check. 

e. Cash Disbursement. 

(1) All expenses should be paid by check or bank issued check card other 
than cash on hand expenses. 

(2) A copy of every check written shall be maintained.  A cancelled check or a 
carbon copy of the check is sufficient to meet this requirement. 

(3) All invoices and receipts for purchased goods and services, as well as for 
payments of any other expenses shall be retained.  Once invoices and receipts 
are paid, they should be marked “PAID” with the date and check number 
recorded on the invoice and receipts.  Provide clear descriptions of all 
expenditures incurred. 

(4) The Outgoing Funds section of the CHP 400T, shall reflect all checks issued.  
The checkbook records shall not be used as a substitute for the CHP 400T. 

f. Cash on Hand Transactions. 

(1) Any time cash is disbursed from the checking account for the purpose of 
paying cash for expenditures, the explorer post advisor, as issuer, shall 
complete and sign a receipt. 

(2) The receipt shall reflect the date, the amount, the reason for the cash 
disbursement, and the recipient. 
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(3) The cash recipient shall also sign the receipt.  If the explorer post advisor 
is both issuer and recipient, then a member of the Explorer Post Advisory 
Committee, as outlined in Chapter 3, Organization and Responsibilities, shall 
provide the second signature as witness. 

(4) The cash recipient is responsible for the cash on hand until it is expended 
or returned to the explorer post advisor.  Care shall be taken to safeguard 
the cash. 

(5) All cash expenditures shall be supported by an invoice or cash register 
tape fully explaining the purpose.  All documents and remaining funds shall be 
returned to the explorer post advisor within five days of final disbursement. 

(6) Maintaining cash on hand for an extended period is not recommended.  
Cash should be returned to the checking account as soon as practical. 

(7) All receipts for the issuing of cash from the checking account, and invoices 
for the disbursing of cash, shall be maintained at the Area level for three years. 

(8) Any cash received intended as incoming funds shall be deposited to the 
checking account within 72 hours from receipt of donation. 
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ANNEX A 

SAMPLE CHP 400Z, STATEWIDE EXPLORER REPORT 
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SAMPLE CHP 400Z, STATEWIDE EXPLORER REPORT (continued)  
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SAMPLE CHP 400Z, STATEWIDE EXPLORER REPORT (continued)  
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SAMPLE CHP 400Z, STATEWIDE EXPLORER REPORT (continued)  
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ANNEX A 
 

SAMPLE CHP 400Z, STATEWIDE EXPLORER REPORT (continued)  
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SAMPLE CHP 400Z, STATEWIDE EXPLORER REPORT (continued)  
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