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LHA - TEAM TREASURER PROCESSES AND PROCEDURES

Overview of Team Accounting

Littleton Hockey has implemented new processes and procedures for team accounting.  Please be patient with us, as we might make a few changes through out the season.  The IRS has regulations that Littleton Hockey should be following.  By making the changes to the team accounting processes and procedures this will help Littleton Hockey follow the proper protocol with the IRS.  

We are required to report all team accounting (banking activity) rolled up into the association as a whole.  The team treasurer's responsibility will be to keep track of the team accounting (on the whole and by player) and provide a monthly summary of all the team's collections and expenditures and send monthly players statements.  

We will then take all of your information on a monthly basis and roll it in with the main accounting of Littleton Hockey

1. Banking

· LHA’s banking relationship exists with 1st Bank off of County Line and Holly - We will set you up for banking at the meeting.  LHA’s banker is Hilary Perier (303-793-2886).  You can make deposits at any FirstBank however.  
· You will be issued both checks and a debit card for your team.  Our goal is to dramatically curtail the use of checks.  Check use should be limited to tournament registrations, payments of LHA invoices and in situations where your team debit card is not accepted. Only treasurers and managers can be signers of checks.  Checks will be issued to you at the treasurer meeting.  
· Debit cards should be used for most of your payment activity.  You will record these charges in your team spreadsheet just like you will with the checks that your write.  Your team’s head coach can optionally be issued a team debit card.  This will have to be done at the First Bank branch at Holly and County Line.  Your team’s coach will have to complete a signature card before being issued a debit card.   
· On-line banking for account review purposes will be provided to you via EFirst, First Bank’s internet banking site.  We recommend you use this to review deposits and expenditures as you are reconciling your bank balance to your team accounting spreadsheet.  Enrollment in Efirst will occur at the Treasurer’s meeting.  This capability will be limited to the Treasurer only.  The website to access this is www.1stbank.com.
· You will be provided with a team accounting spreadsheet.  This is to be used to account for all expenditures and deposits (this is your check register) and to allocate these items to individual player accounts.  
· All expenses must be classified into categories.  Your team accounting spreadsheet is set up so you can categorize these expenditures each month.  Examples of categories are:
1. Tournament Registration
2. Travel (hotel, air, car rental, coach travel expenses)
3. Team entertainment (non-meal items like end of season events)
4. Meals (all meals whether in town or out of town)
5. Supplemental ice assessments
6. Uniform expenses
7. Pucks and water bottles
· You will need to reconcile the bank account on a monthly basis by comparing it to the team accounting spreadsheet.  The team accounting spreadsheet must be emailed to the LHA treasurer’s office monthly (email address to be provided). 
· If there are early season needs, you can write checks and this should be accomplished by using ‘desk checks’ which can be provided by First Bank.  Please limit the use of these however.  

· All team account activity must be completed by May 31 of each year.  The bank account will remain open (for next year’s team) however; you will no longer be a signer.  

Robyn Yang (720.353.2648 or brlyang@comcast.net) will be your primary liaison for team accounting issues.  She will be downloading all your team’s transactions directly from First Bank into LHA’s accounting system.  While the purpose of most transactions are self explanatory, from time to time you may get a call or email from Robyn asking you about the nature of a transaction.  She will not be questioning ‘why’ funds were spent, but she will need to know "how" to classify them.  

2. Ice Time


· You are responsible for keeping track of your team's ice time on the Team Accounting spreadsheet. This is important because it provides visibility into one of the largest expense items for your team.  It is important you communicate to your manager and coaches how much ice you have used throughout the year.  

· You will receive a report of your monthly ice time that you will need to reconcile. If you have any discrepancies you will need to contact Robyn Yang to reconcile the discrepancies.

· Keep in mind, if you cancel a scheduled session within 48 hours of that session you will still be charged unless we can find another use of the ice. 

We will be assessing ice charges throughout the year this year.  It will be based upon anticipated usage.  Plan on seeing ice assessments around Thanksgiving, January and March.  At the end of the season we will reconcile actual ice used against what has been billed to your team.  

3. Team Fees/Budgets/Collections

· Meet with the coach/team manager and determine number of out of town tournaments, ice assessments, team parties, team dinners, season end gifts for coaches, etc.

· Establish a budget for the season - let the parents know up front the budgeted team fees for the year.  Note:  Always estimate a bit on the high side, you don't want to under collect.

· Based on the budget, collect fees from parents A.S.A.P., the more competitive teams might want to collect $500 up front, the less competitive might want to collect $300 up front.  

· You will probably need to collect more money through out the season that is why it is important to keep the team accounting spreadsheets up to date on a monthly basis - also so the LHA Treasurer doesn't keep bugging you each month to email the spreadsheet.  You want to make sure the player's accounts don't go negative, if they do, you will need to collect money from that family.  You don't want the family to go negative in their balance. 

· Use the spreadsheet provided by LHA - there are three tabs on the spreadsheet, one for monthly summary, one for team accounting and the other tab is for keeping track of the team's ice time.  No questions are dumb questions, if you need help please call/email either Dave Hill or Robyn Yang to assist you.  Be very specific when you enter in deposits/expenditures on the spreadsheet that way there won't be as many questions from the parents as to what they were for. 

· On the summary page, by month, you will need to put all the income/expenses into a category.

· Get receipts and keep receipts - coach's travel, reimbursements for team expenses, i.e., stitching on numbers, team dinners, etc…  You will need to keep this on hand when you reimburse coaches/parents for team expenses.  

· Email each player's team account on a monthly basis to the parents - this will give them an idea on the use of funds and how much money they have left in their player's account.  This will hopefully reduce the questions parents have on "Where is all the money going, all I do is write checks for hockey".

4. Fundraising (lhafundraising@littletonhockey.org.)
· Please refer to the Littleton Website on Fundraising.  There is a link on the website with a document explaining how fundraising works.
· LHA retains  15% of any individual or team donation or fundraising, sponsorships or general contributions to LHA. The remaining 85% is to be allocated evenly amongst all of the players on the team generating the funds.

· All funds are required to first be deposited into LHA corporate (not the team) bank accounts.  LHA will provide your team a credit or funds back into your team account.   No funds, proceeds or revenue shall go directly to any team or player.  All checks / form of payment need to be payable to LHA.

All fundraising and sponsorship activities must receive prior written approval from the LHA Board appointed Fundraising Director, Lisa DiNapoli who can be reached at lhafundraising@littletonhockey.org.  

5.Issues

· If you are having issues with parents on collecting funds and their account is in the negative or other money related issues, notify the board immediately so they can help rectify the situation.  You don't want to do this at the end of the season.  Communication with the board and with the families is very important.  
Thank you very much for helping out this year - collecting money from people is not an easy job - and we all appreciate that you stepped up and took on this position for the season.
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