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Policy 2000

SUBJECT: REQUIREMENTS TO ACCESS TEAM FUNDS

Each varsity sports team at Churchville-Chili High School will have an individual financial account in the SSBC
financial reporting structure. Funds within the team’s account will be earned by individual team fundraising and
non-solicited Friends and Family donations. Funds within a team’s individual account can only be used when
the entire team will profit equally which could include the coaches. To withdraw funds from the team accounts
the following policy must be followed:

a)

b)

The Varsity Head Coach will select a Team Manager. The Team Manager will complete team manager
training to take the next steps.

The team manager, with input from the head varsity Coach, will submit an itemized budget to the SSBC
for approval at the beginning of the season by following the workspace process located in the Team
Documents Processes folder. For any team money to be withdrawn from the team account, the items
need to be listed on the budget and have a corresponding purchase order. Alterations to the budget
cannot be made until the following year unless they are extenuating circumstances. In the case of
extenuating circumstances, the team manager can request a place on the next SSBC board agenda to
present the circumstance for the board to review with the AD and Assistant Superintendent of
Business.

Team budgets submitted by the Team Manager are reviewed and approved through the Workspace
approval process.

Once the budget has been approved, the Team Manager will submit an itemized purchase order to the
SSBC President through the Workspace submittal process.

In order for the team fund to be used a budget and Purchase Order are nessasary to remove funds
from the account. Once the Team Manager has the approval of both the budget and the purchase
order, the team may make the purchase.

All receipts must be on company-issued documents. Personal purchases should not appear on the
same receipt as items intended for reimbursement or payment using team funds.

When the receipt /invoice is received by the Team Manager, it is uploaded to the team Google Docs
folder where the copy of the budget and PO are stored. At this time the Check Request document is
completed and added to this same folder. Once you have all four documents in your folder you will
open the check request document, and follow the workspace process notifying the SSBC Treasurer
(treasurer@ssbc-ccesd.org) with a check request(requisition) form. The process is found in Team
Documents > Process > Financial WorkSpace. Once paid the treasurer will move your event financial
folder to the paid folder. This is how the team manager will confirm payment has been processed.
Please note: Any individual who makes a purchase prior to receiving Budget or Purchase Order
approval will be personally responsible for that purchase.



mailto:ssbctreasurer.cc@gmail.com

h) Check processing is a 30-day turnaround, which means the SSBC treasurer will write checks once a
month. Proper planning is required to follow the non-profit guidelines. Improper planning is not an
emergency. Our internal process takes 30 days and is in place to control allegations and to track
outgoing payments.

a) Checks are to be signed by two people
b) Checks are mailed to the recipient by a third party that does not sign the checks.

i) Donations can be made directly to team accounts via the Square website. Please refer to Policy 2001a
for more information about the setting up of the Square site. NOTE: Donations cannot be solicited.

j)  When a team wishes to donate using team account funds following the SSBC policies of donation to a
registered Charity or 501 (c) (3) organization, the donation is payable to the charity, organization or
foundation itself, not John or Jane Doe’s personal account.

k) When a team wishes to donate using team account funds to the CCCSD for non-related Club activities,
please refer to SSBC Policy 2005.
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