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The Elkridge Youth Organization, Inc.

Finance Policies and Procedures

The following policies and procedures shall govern all financial transactions and activities involving volunteers and employees within the Elkridge Youth Organization, Inc. (Hereinafter EYO).   Failure to adhere to these policies may be grounds for disciplinary action that may include reimbursement of funds, removal from position, and possible prosecution. 

I. Non-Profit Status 

A. As a non-profit organization EYO will not engage in any activity that will generate a profit unless such profit is set aside for a predetermined project or expenditure.

B. All fund-raising or sponsorship revenue must be earmarked for a specific purpose, team, or project.

II. Bank Accounts

A. Funds belonging to the organization will only be placed in accounts within a federally insured institution.

B. No individual account may have a balance exceeding the current FDIC limit.  If such an account exists, or is discovered, then a portion of the funds in that account will be moved to another account at the earliest possible date. 

C. EYO shall maintain a balance in the operating accounts sufficient to cover all expenses incurred during normal operations.  Funds above this amount may be placed in longer-term accounts provided that they are insured and that there is no chance of a reduction of principal.

D. The sum total of all accounts, less current outstanding expenses, shall not exceed $150,000 at any given time.  Amounts designated for a board approved, specific project, shall be excluded from the above total.  When deemed necessary the funds for such projects will be maintained in a separate account.

E. Funds in excess of the maximum limit are to be assigned by the board to a new or outstanding project.  If no such project exists then the funds are to be used to reduce registration fees for the next season for each sport.  Funds are to be divided among all sports based on the total registration fees of that sport as a percentage of the combined total of all registration fees.

III. Bank deposits 

A. Deposits will be made every two weeks or when the total of the deposits exceeds $5,000.

B. Concession stand deposits should be made weekly or sooner if the amount of the deposits exceeds $2,000.  A copy of all deposits should be turned into the treasurer within two weeks of the deposit.

C. Any deposits received by an EYO volunteer should be documented and turned into the treasurer within two weeks.

IV. Disbursements 

A. Disbursements for approved expenses should be made within two weeks, or within vendor terms, whichever is less.

B. Disbursements greater than $2,000 will require two approved signatures.

C. Any approved disbursements made by an EYO volunteer other than the treasurer must be reported to the treasurer within two weeks.

D. Any EYO volunteer requesting reimbursement for an approved, or budgeted, expense must submit a completed Disbursement Request Form along with any original receipts and/or invoices.

E. Unapproved expenses may be reimbursed or declined at the discretion of the treasurer.

F. Credit card purchases made by anyone other than the treasurer are to be documented and submitted to the treasurer within two weeks along with any original receipts and/or invoices.

G. Any rebates offered for an item should be pursued by the purchaser.  If the purchase was made with an EYO credit card or check then the rebate amount must be turned in to EYO.  If the purchase was made with personal funds or credit card then the purchaser may keep the rebate.

V. Discretionary purchases

A. Petty cash on hand should not exceed $2,000.

B. All payments out of petty cash must be documented and reported to the treasurer.

C. If petty cash falls below $500 it should be replenished with a check from the treasurer.

D. The president, at his discretion, may make purchases up to $500 without board or treasurer approval provided that no more than two such purchases occur within any three-month period.

E. Sports commissioners shall be issued a credit card to be used for approved, and/or budgeted, purchases.  The limit on these cards shall be $3,000.

VI. Budgets

A. Each sport is required to turn in a balanced budget prior to the start of each season.

B. Budgets will be approved, or returned for correction, by the treasurer or finance committee.

C. All budgets shall conform to the standard budget format unless agreed upon by the treasurer or finance committee.

D. Preliminary budgets should be turned in to the treasurer or finance committee at least three months prior to the start of the season.

E. The treasurer or finance committee will act upon each budget within two weeks.

F. Modifications to the budgets, after approval, exceeding $1,000 or 5% of total expenses, whichever is less, must be resubmitted to the treasurer or finance committee for review.

G. Any revenue generated in excess of a given sport’s budget will remain on account with that sport and will carry-forward to the next season.  Any budget shortfall will be charged against prior excess funds but will not exceed the total of those excess funds.

VII. Purchase requests

A. All purchase requests must be submitted with a maximum dollar amount specified.  The maximum dollar amount must not be exceeded unless prior approval has been given.

B. The treasurer or finance committee may approve requests up to $1,000 without board approval.

C. All budgeted and approved purchase requests, such as uniforms and equipment, should include a due date.  Such requests should be submitted to the treasurer at least two weeks prior to the due date.

D. One-time purchase requests should include a detailed description of the project or expense, including sizes and model numbers where applicable, and the location at which item is to be purchased.

E. On-going purchases such as the EYO website and concession stand should estimated at the beginning of the year and reviewed periodically.

VIII. Annual audit

A. The treasurer or finance committee shall contract with an outside agency to perform an audit at the end of each year.

B. The results, or report, of the audit is to be presented to the board of directors at the next scheduled meeting.
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