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ACCOUNTING 

POLICIES AND PROCEDURES 

Adopted August 2018
Financial forms for Club member use: 
1. Deposit Summary Form (also consider using Donation to SCR or Sponsorship to SCR form letter for vendor receipt or invoice)

2. Reimbursement request – reimburse club member for own payments to vendors 

3. Purchase order – request club payment direct to a vendor or donation to organization
4. Donation from SCR letter to send with check to fully communicate purpose of check
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I. Introduction

The purpose of this manual is to describe all accounting policies and procedures currently in use by the Southern Colorado Runners Club and to ensure that assets are safeguarded; guidelines of grantors and donors are complied with; and finances are managed with accuracy, efficiency, and transparency. 

These policies will be reviewed and revised as needed by the Board of Directors.
II. Division of Responsibilities
The following is a list of personnel who have fiscal and accounting responsibilities: 
Board of Directors 

1. Reviews and approves the annual budget 
2. Reviews annual and periodic financial statements and information

3. Reviews and approves all non-budgeted expenditures over $500.00
4. Monitors and makes recommendations for asset retirement and replacement
5. Reviews and approves annual Form 990 tax return prior to filing

6. Designates one officer to be additional signatory for all bank accounts
Treasurer
1. Sees that an appropriate budget is developed annually 

2. Overall responsibility for data entry into accounting system and integrity of accounting system data  
3. Reconciles all bank accounts 
4. Maintains general ledger

5. Reviews and signs all issued checks 
6. Is signatory for all bank accounts

7. Reviews, revises, and maintains internal accounting controls and procedures

8. Oversees the adherence to all internal controls
9. Reviews and manages cash flow

10. Reviews and approves all reimbursements requests

11. Processes all inter-account bank transfers

12. Reviews all incoming and outgoing invoices

13. Oversees expense allocations

14. Initiates donor thank you letter acknowledgments at year-end

15. Prepares financial reports for monthly meetings, year-end financial reports
16. Prepares and files Form 990 annually
III. Chart of Accounts and General Ledger

Southern Colorado Runners has designated a Chart of Accounts specific to its operational needs and the needs of its financial statements.  The Chart of Accounts is structured so that financial statements can be shown by natural classification (expense type) as well as by functional classification (event). 
The general ledger is automated and maintained using our accounting software.  All input and balancing is the responsibility of the treasurer.
IV. Cash Receipts
The Treasurer receives all checks and cash.  
· If the check or cash comes from a race director or club member, a deposit summary form must accompany the deposit. The deposit summary will include the date, amount, event and a description of who provided the funds and for what purpose.  

· Any donations or sponsorships to SCR should be submitted on a deposit summary form to the Treasurer. A sample letter for donation or sponsorship may be provided to the donor/sponsor as an invoice or receipt for their purposes. Donations over $20 will get Tax Donation form mailed out in January.
All checks and cash will be deposited in the bank account by the Treasurer and updated in the accounting software by the Treasurer. 
V. Inter-Account Bank Transfers

The Treasurer monitors the balances in the bank accounts to determine when there is a shortage or excess in the checking account.  The Treasurer makes any needed bank transfers and records the transfer in the accounting software.  
VI. Cash Disbursements & Expense Allocations

Requests for cash or check disbursements are submitted to the Treasurer in two ways:

1. Reimbursement request-reimburse club member for payments made to vendors

2. Purchase order – request club payment direct to a vendor
3. Donation from SCR should be submitted to Treasurer on a Purchase Order. A Donation from SCR letter should be sent with check to fully communicate purpose of money to receiver. 
All reimbursement requests or purchase orders must be documented on the approved form with the event, quantity, price and a description of the item. 
The Treasurer reviews all requests for payment, provides or verifies appropriate allocation information, issues payment, and records the information in the accounting software.
The Treasurer records all payments in the accounting software.  
VII. Bank Account Reconciliations

All bank statements are received by the Treasurer.  The Treasurer will complete the bank reconciliations monthly. 

VIII. Property and Equipment

It is the Club’s policy to capitalize all items which have a unit cost greater than $500.00.  Items purchased with a value or cost less than $500.00 will be expensed in the period purchased.

The depreciation period for capitalized assets is as follows:
Computer Hardware




3 years


Race Equipment
 



7 years


Other capital items




Dependent on item
A Fixed Asset Log is maintained by the Treasurer in the accounting software.  The log includes the date of purchase, asset description, purchase/donation information, cost/fair market value, donor/funding source, life of asset.

Depreciation is recorded at least annually.  Depreciation is computed using the straight-line method over the estimated useful lives of the related assets.  Any impaired assets discovered at year-end will be written down to their fair market value.

IX. IRS Form 990
At the end of the fiscal year, the Treasurer or outside CPA will prepare the annual Return for Organization Exempt from Income Tax (IRS Form 990).  The return will be presented to the Board of Directors for their review and approval.  The Treasurer or outside CPA will then file the return with the Internal Revenue Service by the annual deadline.

X. Financial Reports

The Treasurer will prepare the monthly and annual financial reports for distribution at the monthly Club meetings.  The reports will include: balance sheet, income statement, and income statement by event.  
XI. List of Financial Forms & Purpose
The Club has the below financial forms for the purpose stated after each reports name.

1. Deposit Summary Form – used by the Treasurer and club members for depositing of funds into the Club’s bank accounts.

2. Purchase Order Form – used by club members and race directors to have a nonbudgeted item over $500 approved before purchase and for payment of items to vendors.

3. Reimbursement Request Form – used by club members and race directors to request reimbursement for personal funds used to purchase items for the Club.
4. Invoice Request Form – used by club members or race directors to request an invoice by created for a customer.
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