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Novato High School Boosters

Financial Policies and Procedures

Novato High School Boosters is a non-profit organization whose purpose is to support competitive interscholastic athletic programs at Novato High School.  Proper public accounting for the collection, savings, and expenditures of funds promotes public understanding of and confidence in the activities of Novato Sports Boosters.  Such accounting also promotes fiscal integrity and responsibility.  The follow are cornerstone principles of NHS Boosters fiscal management:
--The financial assets of Novato High School Boosters exist for the primary purposes as expressed in the Novato High School Boosters by-laws.

--Novato High School Boosters financial records shall at all times be available for public inspection.

--Monthly reports of Boosters financial activity and available balances will be prepared for and presented at Boosters meetings.

1.  Fiscal year operations.  Novato Sports Boosters will follow a fiscal year that begins in July 1 and ends on June 30.  All program accounts will be will be tracked on a current year income and expense method.  Each program account’s net operating balance at the end of each fiscal year will be added to the program’s carry over balance from previous years and made available for expenditure by each program in subsequent years.

2.  Accounting:  Separate accounts will be tracked by sports programs as determined by the Boosters board.  Generally, programs will be segregated by team and gender, and under the overall discretion of the lead varsity coach for that program, subject to approval by the NHS Athletics Director.  A General fund will also be maintained that is not dedicated to the expenses of any single team and is available for cross-program benefit or such other expenses as may be determined by the Boosters Board.  Deficits by team program accounts will be covered by the General Fund.  

3.  Budget:  An annual operating budget for the General fund account will be prepared for each fiscal year and approved by Boosters membership prior to the start of the fiscal year for which the budget will be effective.  Changes to the budget may be approved during the year by simple majority vote of Boosters members at any monthly Boosters meeting.
3.  Expenditures:  Expenditures of funds will be accompanied by a written request specifically citing the nature of the expense, amount, source of supply, and the team account from which the expense will be drawn.  Each expense request will be finally approved by the Varsity Coach, Athletic Director, or a member of the Boosters Executive Board.  Expenditures will be accompanied by an original receipt or such other documentation sufficient to validate the expense.  Expenses exceeding the available team account balance require approval by the Boosters Executive Board.  General fund account expenditures will be in accordance with the previously approved budget.  General Fund expenditures beyond budgeted amounts or items will be referred to the next Boosters membership or board meeting for approval.  Expense requests may be payable to an individual as reimbursement, but will be accompanied by a receipt indicating the underlying items that had been purchased.  Such expenses payable directly to an individual must be approved by someone other than the individual requesting payment.  Payments should be made by check, not cash.  Checks shall be signed by two persons, neither of whom is the person to whom the check is being issued.  Expenditures will be charged against the account when it is accrued by issuance of the payment check.
4.  Deposits:  Deposits will be accompanied by a deposit form that indicates the source, date, form (cash, check, credit) and amount of the deposit.  Deposits will be recounted prior to deposit in the Boosters bank account, and will be credited to the appropriate account at the time of the deposit.  Booster operations will promptly ensure monies collected via Booster sales, gifts, fundraising, memberships, fees, or otherwise, are safely controlled and promptly turned in to the Treasurer or Financial Secretary for deposit.  When requested, and for all gifts exceeding $500, the Treasurer or Financial Secretary will provide a written receipt to the donor.
5.  Banking:  Boosters operating funds will be maintained in a bank checking account, and may be maintained in other savings or investment accounts as agreed to by majority vote of the Boosters board.  The Boosters financial secretary will review and reconcile monthly bank statements with the Boosters account records.  The Boosters President, Vice-President, Treasurer, Financial Secretary, and Secretary are authorized to sign checks from the Boosters Checking Account.

6.  Records:  Boosters financial records shall be maintained in an electronic accounting database that allows for real-time tracking of accounts and preserves an electronic ledger.  The master ledger will be maintained by the financial secretary.  Regular backups of the database will be maintained and provided to the treasurer and other board members at regular intervals.  Paper records will be maintained of signed deposit and payment requests and all receipts, and will be retained, along with electronic accounting software database files, for 10 years after the closer of the fiscal year in which they occurred.

7.  Insufficient fund check receipts.  Checks received with insufficient funds will be deducted, along with any fees, from the team or General Fund account for which the deposit was received.  After two such returned checks, the Financial Secretary, in concurrence with the Treasurer, may require that future such payments from that individual would be made by some other payment form.
8.  Petty cash:  The treasurer will at all times maintain a petty cash amount of $400 on hand for use only by concession operations.  The treasurer will consult with the concession operator regarding the quantity and distribution of cash for concession change.  At the end of ever concession event, the petty cash will be restored to its full amount and net cash received will be accounted for and deposited.  Expense reimbursements will not be made from petty cash.
9.  Concession operations:  Concession operations may be run for the benefit of specific team accounts, or the General fund.  Inventory purchases will be made from the General fund and gross receipts from sales will be deposited in the General fund at regular intervals.  At the end of the concession for that season or fiscal year, net profit will be calculated and distributed among the relevant team account and General fund according to board directed profit distributions.  The general rule is that the General fund will retain 10 percent of net profits for all concession operations, with the remainder of the net profit distributed to the sponsoring program account(s).  Inventory purchases and receipts from concession operations require the completion of check request and deposit request forms and receipts.  Inventory purchases shall be carefully monitored to ensure they reflect realistic amounts likely to be sold.  Perishable unsold inventory may be transferred to other programs or functions to the benefit of Novato High School.
10.  Fundraiser operations:  All planned fundraising operations using Boosters funds, including direct-mail solicitations, auctions and dinners, and resale operations, shall be reported to the Boosters board in advance through completion of a Fundraiser Request form.  This notification shall include the nature of the fundraiser (including whether food or alcohol would be served), inclusive dates, location(s), expected participation, and whether coverage of an additional insured under Boosters insurance policy would be required.
11.  Reports:  The treasurer will provide, at a minimum, monthly reports at Boosters board meetings regarding:
--all program account balances

--all program expenditures

--all program deposits

--the most recent bank statement-account reconciliation.  At the meeting, one of the Boosters members not authorized to sign Boosters checks will review and initial the monthly bank statement.
12.  Record inspections and reviews:  Annual reviews of Boosters financial records shall be conducted by a Boosters member, not authorized to sign checks, appointed by the Boosters board to ensure Boosters financial transactions are conducted consistent with these financial policies and for the benefit of the organization and its purposes.  Inspection of the records are to determine:
--are there supportable bases to ascertain that the transaction as represented in the financial records occurred as indicated

--are proper protections being applied to the processing of transactions to ensure that funds are not being diverted, mismanaged, or lost
--are bank statements consistent with Booster financial records

--are monthly reports accurate and reflect the real status of the financial accounts

--are funds being expended according to the purposes of Boosters.

The reviewer will report his findings to the Boosters board.

Additionally, this reviewer will review and initial monthly bank statements after reconciliation by the Treasurer or Financial Secretary.

13.  Insurance:  Boosters shall retain a general umbrella and directors’ insurance policy.  The treasurer shall ensure the policy is renewed and paid annually, and shall communicate with the insurance provider when proofs of insurance are required or claims are made against Boosters requiring insurance coverage.

14.  Taxes.  The Treasurer shall caused to be filed annually a California Exempt Organization Annual Information Return (Form 199), and Federal Return of An Organization Exempt from Income Tax (Form 990).
15.  Annual California Business certification.  Boosters shall annually file with the California Secretary of State a “Statement of Information for Domestic Nonprofit, Credit Union and Consumer Cooperative Corporations” and pay the annual filing fee by December 31 of each year.  The form is routinely sent to by the Secretary of State to Boosters for completion.
16.  Postal services:  Boosters shall maintain a Post Office box and a mailing address at Novato High School for receipt of mailings.  Both boxes shall be checked at least weekly by a Board member or designate.  Fundraiser mailings should use the Post Office Box to avoid the need for high school staff to handle excessive volumes of financial materials and to expedite processing by Boosters.
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