UREC Sports Club Treasurer Manual, 2008/2009
Office Information

Location: Student Leadership Office, 3rd floor of UREC behind the indoor track. 

Phone # 540 -568-8727
Fax # 540-568-8701
Mailing Address

Attn: Clubs Name

James Madison University 

UREC MSC 3901

Harrisonburg, VA, 22807

Treasurers, welcome to the Sports Club Council. Congratulations on being nominated as your teams 2008/2009 treasurer. The SCC has just undertaken a major overall and for the last year, has been through a period of growth and reconstruction. Specifically, the system of maintaining and controlling the UREC budget has been changed and from what we have observed, this new process has made it much easier for clubs to obtain funding from UREC.

I am sure that your previous treasurers have given you some feedback as to what the position entails and what your responsibilities are. The purpose of this manual is to help you understand the process put in place here at UREC so that you are able to easily arrange the various payments that your club needs to make this year. 

Overview

UREC account

At the beginning of each year, your club is allocated a certain amount from the main SCC Budget. This amount is based off the performance of your club last year and is judged off of a point system. This point system directly correlates to the amount of funding you receive. For example, if your team did everything that was required of them, then they would get a substantial amount of money. However, if you team did not participate in many of the SCC activities, then your team would not get as much money as other teams. This money can be used for paying various things. It can be used for hotels, league fees, tournament fees, equipment and reimbursement requests. It cannot be used for gas reimbursements. Once the allocated amount in your account has been used up, then you will receive no more funding by the University. The only way to replenish this account is to go up for matching funds which will be discussed later in this manual. At the end of this manual, you will find information regarding the forms needed to obtain money out of your UREC account. As long as you are organized and plan ahead, this process is relatively simple. If you wait until the last minute, then it becomes somewhat difficult. 

Wachovia/ Bank account


At the beginning of the 2007 season, your club opened up a bank account with a local bank in the area. This bank account is used for depositing all your fundraising and club dues for the year. The main idea behind this account is that you do not have to go through UREC for all your funding needs. All the money that you receive as a club goes into your bank account which can be used at your discretion. You are able to use this account as long as the payment is in some way bettering the team. You can use the card for things like:

· Payment of Gas

· Food/ Drinks for meetings

· Hotels and various travel expenses

You cannot use the account for anything that involves alcohol or activities that do not better the club. As a general rule, anything under $50 dollars has to be paid for out of your bank account. Also, many of the clubs this year have used the UREC account for more expensive items such as league fees or hotels, and have used the club bank account for gas, food and various smaller expenses. At the end of this Semester, you will have to go to the bank and transfer over the account into your name. This is an easy process and should be done before you leave for the summer. 
Setting up and following a budget

It is recommended that you sit down with your club’s executive committee and come up with a budget for your season. In this budget you can estimate the costs of all you league fees, various tournament and traveling expenses. This way you can set a target for the amount of money that you need for the year. From this, you can plan how much fundraising needs to be done and also, how much dues needs to be collected from the team. Too often we have seen teams come to the realization that they don’t have enough money for the events at the end of the year and they have to scramble and try to come up with ways to make money. Creating and following a budget will hopefully mitigate this shortage of money and help you responsibly spend the clubs money. 

You will be required to submit your budget to the SCC treasurer the third week following the start of classes. 

Foundation Account (Chris, get the process on this) 

Some teams already have a foundation account which is simply an account where donations can be made. This account is established to help the club perpetuate long term, meaning purchases and use should benefit the entire club down the road.  This is a tax free account, so donating to the account means the donator can get a tax write off. The foundation account is handled separately from the UREC SCC. You are able to use this account for various purchases that have been approved by the Coordinator of Sport Clubs and Youth Programs and the SCC exec.  To access money from the foundations you will need to complete a Travel Authorization or Purchase Request (based on what the money is going to) and note that you would like the charge to be taken out of your Foundation account.  This goes to the Coordinator of Sport Clubs and Youth Programs for approval and to place the order.
Taxes

Your club has been set up as a non profit organization through the IRS. This means that you have a Federal Tax ID number. Each year, you are required to fill out a tax form and file a tax return form. It is up to you to complete this process as the SCC council cannot help you with any of the filings. If you would like to get a bit more information on this, either consult your previous treasurer or consult a professional tax service. 

Monthly Account Update

You are required to submit to the SCC an excel document which provides an overview of the current balance in your UREC account. This document needs to be submitted by the 4th of each month and relates to the previous month. You generally have some leeway with this. It must include your income, expenses and total amount of money in your account. You can break it down further if you like. This is a good way to keep track of your revenue and expenses and helps you follow you set budget. 

Forms that are applicable to the treasurer position:

· Travel Authorization

· Travel Reimbursement Voucher

· Reimbursement Request 
· Purchase Request

· Travel Roster and itinerary 

· Skilled Services Contract (for Coaches and Officials with a valid W-9 on file)

All requests submitted to the SCC treasurer must include a general cover page providing information regarding the payment/s needed. 
Remember, the treasurer has set office hours and may not work every day of the week. This means that paperwork should be submitted the days that the treasurer holds hours as it can then be processed. It is no good handing in something on a Friday when the treasurer will only be able to deal with it the following Monday.  

Requesting Hotel Payment

· All hotels have to be under perdium. This form is included on the website so before arranging a hotel, please make sure that the hotel’s price will be under the set price for that area.

· This request needs to be handed in 3 weeks before the date of arrival to the hotel.

· TA with appropriated fields filled out. Make sure that everything on the form is correct and that section 2 has the appropriate hotel information. 

· Do not forget to sign the TA on the line labeled “Traveler”. 

· With the TA, please attach an invoice either from hotels.com or another online hotel booking agency which shows the price, number of rooms and dates needed. 

· Please attach a roster with the traveling players names listed.

· If all the information above is handed in on time, then it will get approved and payment will be made by the SCC treasurer. This process normally takes one week. Once the hotel has been paid for, you will receive a notification with the conformation number and receipt of payment. 

League and Registration Fees

· This request needs to be handed in three weeks before the date that payment is due. It is a good idea to get this paid well in advance so there is plenty of time to mail the check. 

· TA with section one filled out. 

· A copy of the league or registration invoice indicating the name and federal ID number of the organization that needs to be paid

· Once the appropriate paperwork has been received, it will then get approved and sent over to the accounts payable office where a check will be issued. This check will be mailed to the address listed on the invoice, or by request, can be picked up at the UREC office.

Reimbursements

· Reimbursements can be made directly to the club account.   

· All reimbursement must be approved 2 weeks before the event takes place. 

· They are typically used when the price of the tournament is not known until a couple of days before the event actually takes place.

· Reimbursements require a substantial amount of paperwork so if possible try and avoid the process if you can. 

· A TA filled out with section 1 filled out. 

· Attach the reimbursement request form with the appropriate fields filled out and if known, the tentative price and details of the event. 

· After the event has take place, submission of the remaining forms must occur within 5 business days of the event
· A travel reimbursement voucher needs to be filled out with your clubs information on it. The event and price must also be labeled on the form. 

· Attach with this, an invoice as well as a receipt indicating method of payment, amount and who the payment was made to. You can find a receipt template on the forms website which you will have to take to the tournament and have the tournament director sign.

· If you paid by check and are unable to get a receipt, then you will have to include a printout of the back and front of your check. This has to be done through your online bank account as Accounts Payable needs to see the check went through the bank.

· Once this has been approved, then the information will be sent over to accounts payable where a check will be issued to the address that you stated on the form.

Note:
In order to be reimbursed, you have to have approval. You cannot purchase something then ask for a reimbursement. 

Purchase Requests 

· All requests involving the purchase of equipment, uniforms and or apparel are handled by the Coordinator of Sport Clubs and Youth Programs. 

· A Purchase Request form needs to be filled out and submitted.
· It is up to you to do your own research regarding the equipment or uniforms needed, their cost and the information needed to accurately complete the Purchase Request. 

· All uniforms and or apparel must be approved through the Coordinator of Sport Clubs and Youth Programs before and order can take place.
· Once the Purchase Request is received, the Sport Club Coordinator checks your club budget and looks into the order to make sure it is acceptable for state funds, and then processes the order.

· Upon arrival of the order, you will be notified via email to pick up.

· Do NOT purchase anything on your own and request a reimbursement unless it has been approved by the Coordinator of Sport Clubs and Youth Programs as well as the Treasurer of the SCC.   

Officials and Coach Fees
· All requests for payment to officials or coaches are handled by the Coordinator of Sport Clubs and Youth Programs. 

· The coach or official needs to complete and sign a W-9 and Skilled Service Contract with Appendix L.
· The club Treasurer or President need to sign and hand in the paperwork to the Coordinator of Sport Clubs and Youth Programs.

· The completed paperwork needs to be submitted three weeks prior to [payment date.

It is very important that you follow these guidelines. All the paperwork that you submit needs to be in before the appropriate deadline otherwise it will not be paid. This means that you have to be proactive and plan ahead. If you foresee something being an issue, then please arrange to speak with the SCC council well in advance so that various plans can be made. We want to help you set up a financially sound club but we can only do so if your Executive team puts in an effort and follows the above guidelines. If you do have any questions, the treasurer has set office hours every week. These will be posted on the UREC website. If you cannot meet during these times, please contact the treasurer and make arrangements to meet outside of the office. 

Check List 

Hotel payment

· Submitted by the three week deadline to SCC Treasurer
· TA with appropriate signature and information

· Hotel Invoice

· Roster

· Cover page

Tournament/League fee payment
· Submitted by the three week deadline to SCC Treasurer 
· TA with appropriate signature and information

· Invoice from the requesting organization

· Cover Page

Reimbursement

· Submitted two weeks before the planned date of travel to SCC Treasurer
· TA with reimbursement request form attached

· After travel, reimbursement voucher in within five business days.

· Supporting paperwork and receipts. 

Official/Coach Fees 

· Submitted three weeks before payment is needed to Coordinator of Sport Clubs and Youth Programs
· W-9 is completed and signed by the vendor, coach or official (or already on file with JMU Accounts Payable)

· Skilled Services Contract and Appendix L are completed and signed by the vendor, coach or official as well as the club Treasurer or President
