Ohio County Youth Soccer Association

Financial Policies and Procedures

August 4, 2003

A. Objective:  The objective of these financial policies and procedures is to provide consistent application of conduct and proper internal controls to safeguard Association assets while performing the duties as described in the Association's constitution and bylaws.  To this end, all funds raised and dispersed in the name of O.C.Y.S. are within the acceptable practices of all 501c(3) tax exempt organizations.

B. Definitions:
· "Association" means the Ohio County Youth Soccer  (O.C.Y.S.).

· "Line item" means a specific line with corresponding amount in the Association budget.  Normally there are several line items within a Program area of the Association budget.

· "Program" means the operation of a specific officer, committee, or office of the association.  It normally is an area containing at least several line items within the Association budget.

· "Fiscal Year" includes Fall season of current year and Spring season of next year.

C. Budgetary Process:

1. Initial Budgets.

a) Generation.  The next fiscal year's budgets of all officers of the Association shall be initially generated by the Treasurer

b) Distribution.  These initial, line item budgets shall be submitted to the officers for review, proposed revision, and comments.

c) Proposed Changes.  Officers must submit changes to the Treasurer, by means of written requests for budget changes, 90 days prior to the beginning of the fiscal year.   Any proposed change must contain:
(1) the full, initial budget for the officer;
(2) the requested change;
(3) the budget totals for each line item as modified;
(4) a detailed explanation and justification for each requested change; and
(5) the source for funding for the proposed change. 

2. Treasurer.  The Treasurer shall review the proposed Budget, including changes, and shall submit it to the Association's Board of Directors 60 days prior to the beginning of the fiscal year.

3. Budget.  The proposed budget must obtain Board approval with 2/3rd of the members being present before a vote can occur.  The proposed budget, as reviewed by the Association's Board of Directors, must also be approved by 2/3rd of the voting members of the Board of Directors.  

4. Budgetary Amendments.  Once the Budget has been approved by the Association's Board of Directors,  any changes to the budget must be accomplished through the budget amendment process.

5. Request for Amendment.  Requests for budget amendments shall contain those requirements listed in section  C.1.c (1) through (5).
a) Request Submission.  Each request shall be first submitted in writing to the Treasurer.  The Treasurer will review the request for economic impact upon the Association's budget and recommend action to the Board of Directors.  All submitted amendments must be reviewed and voted upon by the Board of Directors.     

b) Board of Directors.  Upon receipt of the proposed budget amendment and recommendations from the Treasurer, the Board of Directors shall consider the amendment at its next scheduled meeting.  The Board of Directors must approve the amendment by 2/3rd vote as established in C(3). In the event urgency is required, approval may be obtained by telephone conference or other communication media.

D. Management and Control:

1. Handling of the Association's Funds and Division of Responsibilities:

a) Treasurer.  The Treasurer shall process and handle the receipt of all income and payment of all expenses of the Association, with oversight by the Board of Directors.

b) Registrar.  The Registrar shall process and handle the receipt of registration dues.  The Registrar will provide the Treasurer with the registration dues for deposit a minimum of once a week. 

c) Concession Director.  The Concession Director shall process and handle the expenses and receipt of concession money.  The Concession Director will provide the Treasurer with the concession money for deposit once a week.

E. Operating Accounts:

1. Operation of Accounts.  Accounts shall be opened and operated to insure funds are managed under acceptable practices of all 501c(3) tax exempt organizations.

2. Maintaining Operating Account.  The operating account of  O.C.Y.S. shall be maintained by the Treasurer.  All income specified by the Bylaws and any other income from sales, sponsorships, donations shall be recorded and deposited into these accounts.  All expenses shall be paid by check drawn upon these accounts.  Expenses will be paid from the operating accounts according to the procedures outlined as follows:

a) Real Property.  Purchase or lease of real property requires Board approval.  Real property consists of but not limited to buildings, building improvements, and land.

b) Purchase Orders.   Purchase orders are required for all expenses except paying of referee's at the scheduled rec games.  A requisition must be completed and returned to the Treasurer for the issuance of a purchase order number.  The Treasurer will compare the requisitioned amount to the remaining budget and review if the item is within the person's area of responsibility.  If the purchase order is within the line item budget and area, a purchase order will be issued.  If the purchase order is $25 or less over the approved budget, the Chairman or Co-Chairman must approve the purchase order to be taken out of contingency budget.  If the purchase order is over $25, the Board must approve the purchase order.  If the items requested are outside the program area, the Director of the program area must approve the purchase order.   Following are a few examples that would fall under certain positions:

Publicity - Newspaper ads, signs  
Concessions - Drinks, candy, hamburgers

Coaches - Balls, cones, pinnies
Fields - Field paint, nets, goals

No payment will be made without an assigned purchase order number unless approved by the Board of Directors.

c) Expenses.  All bills are either mailed or hand delivered to the Treasurer.  The Treasurer will date stamp each invoice received.  The Treasurer will match the invoice to the corresponding purchase order.   All bills require the approval  of the head of the applicable program via signature or e-mail prior to payment.  This is to insure the correct items were received, returns have not been made, and pricing is correct.  Upon approval, the Treasurer will generate a check for the approved amount, obtain appropriate signature on the check, and mail the payment to the vendor.

d) Location of Accounts.  Operating accounts must be held in financial institutions insured by the Federal Deposit Insurance Corporation (FDIC) or by another federally insured institution.  The Treasurer shall be mindful that the account shall not exceed the maximum insurable amount.

e) Signatures Required.  Checks for payment of expenses shall be written by the Treasurer and signed by the Treasurer if the amount of the check does not exceed $500.00.  If the Treasurer is unavailable, the check will be signed by the Chairman or Co-Chairman.  For checks exceeding $500.00, two signatures are required.

f) No Payment Over Budget.  Payments will not be allowed if they are not covered by the approved Budget. Any payment not meeting above criteria, shall be made either paid by the individual creating the unauthorized payable or by following the budget amendment process of the Association with approval by the Board of Directors as stated in Section C.

F. Reporting

1. Treasurer's Report.  The Treasurer will create and distribute a report to the Board of Directors on a monthly basis the financial activity of the Association.

2. Budget Comparison Report.  The Treasurer will create and distribute a report to the Board of Directors on a monthly basis.

3. Annual Financial Statements.   The Treasurer will prepare and submit to the Board of Directors for approval.  These statements shall include year-end Income Statement along with other financial statements deemed applicable. 

4. Other Reports as needed.
G. Audits
1. Accounts.  A copy of the financials and bank statements are sent to Together We Care's CPA on a monthly basis.  The books are always open for review to the Board of Directors.

H. Compensation

1. Individuals Compensated, Information to be provided to O.C.Y.S.  All individuals providing a service which is compensated by O.C.Y.S. must provide name, address, social security or E.I.N. to the Treasurer for the purpose of filing IRS Form 1099.

I. Expense Reimbursement.  From time to time, the Board of Directors will incur expenses on behalf of the Association.  These expenses should have an approved purchase order associated with the purchase.  These items will be reimbursed only with an approved purchase order and a valid itemized receipt or invoice is supplied.
J. Credit Cards.  Currently, the association does not authorize credit cards issued in the name of the association.
K. Travel Expenses.  Currently, travel expenses will not be reimbursed.  This policy will be reevaluated at a later date.
L. Amendments.  These financial policies may be amended at any regular or special meeting of the Board of Directors by a 2/3rd vote.  There must be 2/3rd voting members present before a vote can be taken. 
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