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AGENDA
• ACCOUNTING

• IRS

• THEFT PREVENTION

• WHAT DOES A NEW TREASURER NEED?

• POLICES



ACCOUNTING TOPICS



QUICKBOOKS VS. EXCEL

QUICK BOOKS
 THE GOOD

 CENTRALIZES YOUR 

ACCOUNTING INFO.

 BUILT IN RECONCILIATIONS, 

FORM PRODUCTIONS, 

FINANCIAL STATEMENTS, ETC.

 THE BAD

 THE NEED TO KNOW T-

ACCOUNTING ENTRIES. THE 

GOOD OLD DEBITS & CREDITS

 IF YOU MISS A STEP IT CAN 

CAUSE A SNOWBALL ISSUE 

WITH REPORTS, ETC. HAVING 

ISSUES

EXCEL
 THE GOOD

 SIMPLEST FORM – TRACKING 
CASH COMING IN AND OUT

 CHEAPER THEN ACCOUNTING 
SYSTEMS

 THE BAD

 IF TREASURER/ACCOUNTANT 
CHANGING REGULARLY CAN 
YOU ENTRUST THEY WILL 
PASS THEM ALONG?  ANYONE 
ELSE HAVE COPIES?

 IF YOU WANT FINANCIAL 
STATEMENTS THOSE NEED 
TO ALL BE CREATED BY YOU 
AS WELL

Presenter
Presentation Notes
An example of this process is in your handouts.

I also have a template available. If needed, please send me an e-mail.

Ideally, a board member that does not reconcile the accounts should receive the unopened statements and review prior to giving to the person reconciling. 

Reconciling all bank accounts is also crucial step in internal controls. It’s unlikely embezzlement will go on for long without being detected.



EXCEL EXAMPLE



REPORTS AND RECONCILIATIONS 
COMMONLY USED

• BALANCE SHEET

• FINANCIAL STATEMENT (P&L/STATEMENT OF ACTIVITY)

• BANK RECONCILIATION

• YEARLY BUDGET

• DEMOGRAPHICS

• TOURNAMENTS & CONCESSIONS



STATEMENT OF FINANCIAL POSITION AKA 
BALANCE SHEET

Statement of Financial Position for XYZ 
As of [Month, Date, Year]

ASSETS
Current Assets (1 year or less)

Cash and Cash Equivalents 8200
Investments 1000
Accounts Receivable 500

Total Current Assets 9700

Debit balance Fixed Assets (more than 1 year)
Office Furniture and Equipment 2000

Credit balance Computer Equipment and Software 500
Accumulated Depreciation (1000)

Total Fixed Assets Less Accumulated Depreciation 1500
Other Assets

Other Assets
Total Other Assets -

TOTAL ASSETS* 11,200

LIABILITIES AND NET ASSETS
Current Liabilities (1 year or less)

Accounts Payable & Accrued Expenses (500)
Total Current Liabilities (500)

Long-Term Liabilities (more than 1 year)
Note Payable (1000)
Total Long-Term Liabilities (1000)

TOTAL LIABILITIES (1500)

Net Assets
Unrestricted Net Assets (9700)
TOTAL NET ASSETS (9700)   

TOTAL LIABILITIES AND NET ASSETS* (11,200)

These totals should equal each other*

Presenter
Presentation Notes
The statement of financial position shows what you have and are owed [assets – items that can be exchanged for cash or used to generate cash inflows indirectly] as well as what you owe [liabilities – incurred expenses in past transactions]. 

This report also shows the organization’s liquidity (how much cash is on hand and also soon available in the form of cash). 

This report reflects the overall financial position of the organization at a point in time [a snapshot] including the accumulated results of the individual years the organization has been operating. 

Net assets [residual assets remaining after ALL liabilities] or fund balance helps to answer the question “are we better or worse off financially?”

Financial statements should be provided either on a monthly basis via e-mail or at each Board meeting [if monthly] and also include copies of all bank statements with their accompanying reconciliation for each bank account as well as copy of any investment or brokerage statements.




STATEMENT OF ACTIVITIES 
AKA INCOME STATEMENT/ P&L

Statement of Activities for XYZ 
For Period Ended [Month, Date, Year]

Debit balance
Credit balance

Monthly Y-T-D Difference

Actual Actual (C)
Budget 

(D) (C - D)
UNRESTRICTED REVENUES & GAINS
Public Contributions (1000) (2000) (1500) (500)
Program Service Revenue (1000) (10,000) (15,000) 5000
Investment Income

TOTAL UNRESTICTED REVENUES & GAINS (A) (2000) (12,000) (16,500) 4500

EXPENSES
Program Services 800 1400 1600 (200)
General Administration 200 500 600 (100)
Fundraising

TOTAL EXPENSES (B) 1000 2300 2200 (300)

INCREASE IN NET ASSETS (A-B) (1000) (9,700) (14,300) 4200

Presenter
Presentation Notes
This financial report reconciles the organization’s gains, losses, income and expenses for a specific period of time as well as accounting for the change in net assets balance as a result of said income and expenses. 

This report helps answer questions such as:

“What are our key sources of income? Are they rising or falling?”

“Are our key expenses (fields, personnel) costs under control?”

My personal favorites “What is generating our surplus? Is it reasonable to think it will continue?” and “Where can I save more money?”

I do also recommend tracking fundraising by event to make it easy on yourself to comply with the IRS’s reporting requirement on the 990.

The net [income] surplus or deficit is that change to the fund balance account. NI is now referred to as the increase or decrease in net assets in accordance with a recent change by the AICPA. 

Ours is formatted to show actual activity for a month as well as where we are year-to-date. The year-to-date actual activity is compared to our budget which helps us gauge our performance. You may choose to add these columns as well.

An unexplained difference can be 1st red flag which signals a more serious problem.





BANK RECS
BANK STATEMENT

ENDING BALANCE 

PLUS OUTSTANDING

DEPOSITS

LESS OUTSTANDING

CHECKS

EQUALS RECONCILED 

ACCOUNT BALANCE

GENERAL LEDGER

BEGINNING BALANCE

PLUS ALL DEPOSITS 

AND INTEREST

LESS ALL CHECKS 

AND SERVICE 

CHARGES

EQUALS RECONCILED 

ACCOUNT BALANCE

Bank Statement & General Ledger reconciled account balance should equal.

Presenter
Presentation Notes
An example of this process is in your handouts.

I also have a template available. If needed, please send me an e-mail.

Ideally, a board member that does not reconcile the accounts should receive the unopened statements and review prior to giving to the person reconciling. 

Reconciling all bank accounts is also crucial step in internal controls. It’s unlikely embezzlement will go on for long without being detected.



THE BANK SIDE….
BANK RECONCILIATION

BANK NAME XYZ BANK

ACCOUNT NUMBER 0000000000

MONTH ENDING March 31, 2009

BALANCE PER BANK STATEMENT March 31, 2009 $100,000.00 

Deposits in transit:

3/31/2005 $25,000.00 

Outstanding Checks:

Check # 1234 (100.00)

Check # 1235 (25.00)

Check # 1236 (75.00)

Check # 1237 (50.00)

ADJUSTED BANK BALANCE $124,750.00 



THE G/L SIDE….
BALANCE PER GENERAL LEDGER March 31, 2009 $124,750.00 

Deposits not recorded

Checks/Electronic Transfers not Recorded

ADJUSTED LEDGER BALANCE $124,750.00 

Variance 0.00 



MAKE A PLAN = DRAFT A BUDGET

• FISCAL YEAR VS ANNUAL

• REVENUE ESTIMATES

• FIXED COSTS VS EXPENSES THAT ARE % OF REVENUE

• LABOR COSTS

• ONE TIME EXPENSES AND COST ESTIMATES

• RAINY DAY RESERVE, 6 MONTHS EXPENSES.

• NOT ILLEGAL TO MAKE A PROFIT AND HAVE RETAINED 
EARNINGS.  DO NOT BUDGET LOSSES AS A RULE.

• DO NOT COUNT ON TOURNAMENT, CONCESSIONS, OR 
DONATIONS.  REGISTRATION SHOULD COVER OPERATING 
EXPENSES.

ESTIMATE BASED ON HISTORICAL DATA AS WELL AS 
KNOWLEDGE ABOUT THE FUTURE. WHAT IS REASONABLE AND 
ATTAINABLE?

Presenter
Presentation Notes
Speaking of budgets….

A budget is an estimate of expected income and expenses for a given period. A numerical expression of an organization’s objectives and goals that serves as a guide or measure of acceptable and/ or expected financial performance.

This is a list of some ways that might make it easier to tackling drafting a complete budget. 
Estimates are a guess. Make that guess as educated as you can. To do that, you’ll need to couple trends from the past with what you know about the future. 

“The City notified us rates are going up next year”

“Number of total players has been steadily increasing or decreasing”

“Sponsorship deal for next year has been signed and terms are….”

“This printer is on it’s last leg. Gonna need a new one.”

“XYZ expense has averaged $$$ the past couple of years.”

Also, consider the appropriate level of reserve funds to save for a rainy day to ensure the organization can continue operations. I worked for an organization that had a 1-year reserve requirement. This year’s revenues = next year’s budget for all expenses.





IRS TOPICS



IRS NEED TO KNOWS

• DATES TO KEEP IN MIND

• 990 IS DUE JANUARY 15 TO THE IRS IF YOU HAVE THE SAME 
FISCAL YEAR AS NTX, SEPTEMBER 1 TO AUGUST 31. (15TH OF 
THE 5TH MONTH AFTER THE CLOSE OF YOUR FISCAL YEAR)

• 1099 & W-2 DUE DATES JAN. 31 TO RECIPIENTS AND IRS.

• FORMS, LETTERS AND DOCUMENTS YOU NEED TO KNOW

• DONATION THANK YOU LETTER

• 990 FORMS/GROUP RETURN INFORMATION NEEDED

• 1099 MISC. (MOST WILL BE NEC) AND 1096 (THIS IS THE 
SUMMARY STATEMENT TO IRS)

• W-2 FOR THOSE WHO HAVE EMPLOYEES

• ALWAYS MAKE SURE YOU HAVE A TRACKING ON 
PACKAGES YOU SEND TO THE IRS (CERTIFIED MAIL, UPS, 
FED EX)



THANK YOU, THANK YOU
• REQUIRED INFORMATION (IRS PUB. 17 CHAPTER 24)

• DONOR’S NAME

• DONATION AMOUNT OR DONATED ITEM DESCRIPTION
• $250+ = MUST AUTOMATICALLY PROVIDE DONOR RECEIPT

• YOU WANT TO KEEP RECORDS OF THE LARGE DONATIONS WHERE YOU CAN 
FIND THEM QUICKLY. YOU WILL NEED THEM FOR THE 990 REPORTING.

• IF THE DONOR WANTS TO BE ANONYMOUS YOU WILL STILL NEED THE NAME 
AND ADDRESS FOR $5K DONATIONS. THEY ARE ANONYMOUS TO EVERYONE 
BUT THE IRS. YOU WILL NEED TO REPORT THEIR INFORMATION DURING 990 
REPORTING. 

• STATEMENT WHETHER OR NOT GOODS/ SERVICES PROVIDED IN 
RETURN FOR THE GIFT

• GOOD-FAITH ESTIMATE OF GOODS/ SERVICES VALUE

• DATE OF CONTRIBUTION

• COMPANIES DONATING CASH WILL ASK FOR A W-9

• THANKS TO YOUR DONATION…

USE AS OPPORTUNITY TO RECRUIT VOLUNTEERS

Presenter
Presentation Notes
Can be letter, e-mail, postcard, etc.

When thanking a donor, I suggest expressing the impact of their donation on the association (i.e. X number of kids provided uniforms or player fees scholarshipped for… who loves soccer, etc.).

I also encourage you to use thank you letters as an opportunity to recruit volunteers. After all, they can’t say “sure” if not asked.

If the donor receives something in return for their donation, refer to IRS Pub. 1771 which addresses quid pro quo donations.



990 RETURN + THE IRS
• YOU HAVE 2 WAYS TO FILE ON YOUR OWN OR WITH THE NTX GROUP FILING

• FILE ON YOUR OWN 

• 990-N GROSS RECEIPTS NORMALLY < $50,000 (POSTCARD)

• 990-EZ/990 GROSS RECEIPTS < $200,000 & TOTAL ASSETS < $500,000

• 990 GROSS RECEIPTS > $200,000 OR TOTAL ASSETS > $500,000

• GROUP FILING TAKES MORE INFORMATION & IS USUALLY THE CHOICE OF THE LARGER THAN 
$50K AS MYSELF & OUR CPA FIRM REVIEW EVERYTHING & TAKE CARE OF MAKING SURE 
EVERYTHING IS DONE ON-TIME

• IRS STATES WE DIDN’T FILE OUR 990 RETURN & ASSOCIATION DID FILE VIA NTSSA’S 990 
GROUP RETURN

• THIS IS THE SCENARIO WHEN TO DISCLOSE NTSSA’S GROUP TIN & GEN #’S

• RECOMMEND RESPOND IN WRITING VIA CERTIFIED MAIL RETURN RECEIPT 

• INCLUDE COPY OF VERIFICATION LETTER AND 990 FROM NTSSA.

• NOT FILING CAN CAUSE A $20/DAY PENALTY EACH DAY LATE, MAX IS USUALLY $10K OR 
5% OF THE ORGANIZATION’S GROSS RECEIPTS, & OVER $50K GROUPS ARE LOOKING AT 
$100/DAY UP TO $50K

• IF YOU DO NOT REPORT FOR 3 YEARS OR MORE YOU ARE LOOKING AT HAVING TO FILL 
OUT A 1023 FORM TO GET THE IRS TO REINSTATE YOUR 501 (C)(3) STATUS (28 PAGES OF 
FUN)

STICK AROUND FOR THE 990 COURSE TO GET MORE DETAILS



IT’S JANUARY! = 1099 FORM
• ASSOCIATION AND ALL BOARD MEMBERS LIABLE

• ALL APPLICABLE VENDORS & INDEPENDENT CONTRACTORS
• LANDLORD

• COMPANY PROVIDES SERVICE & NOT A CORPORATION 

• THE PROS, EX: ATTORNEYS AND ACCOUNTANTS 

• CONTRACTORS (NOW A 1099NEC)
• EXAMPLES: COACHES, ASSIGNORS, REFEREES, CONCESSIONS

• PAID $600 OR MORE IN PRIOR CALENDAR YEAR.  DO NOT
EXPECT THEM TO TELL YOU THAT YOU PAID THEM OVER 
$600.

• OBTAIN FORMS EARLY. IRS (FREE), STORE, ON-LINE

NO FORM W-9 = NO PAYMENT 
TAKE A COPY OF THE TIN CHECK TO HELP INSURE W-9S ARE GOOD TO GO.

Presenter
Presentation Notes
Part of the reason why bean counters tend to cringe at the new year aka the start of tax time is it’s also time to do 1099 reporting.

It is the responsibility of each organization to do this and issue 1099s appropriately. Remember, ALL board members are PERSONALLY liable as well as the association.

I strongly recommend reviewing all payment activity on vendors that are individuals (actual people) to put the odds more in your favor of less likely overlooking someone that meets or exceeds the threshold.

Each year, I have to issue a 1099 to a un-incorporated company that provides face painting and other services at Fun Fest.

Make it easier on yourself by requiring a complete W-9 prior to processing their first payment and if they have an address change – require another prior to making the change in your records.

In addition, track all 1099-eligible payments as paid through out the year. If not provided, the association MUST issue a 1099 to who the check(s) were made payable to or to the person who cashed the check if made payable to “Cash”, “Bearer”, etc. 






TAXABLE & FRINGE BENEFITS CAN = 
1099

• APPLICABLE TO ALL BOARD MEMBERS

• APPLICABLE TO ALL EMPLOYEES (IF AMOUNT IS NOT 

INCLUDED ON THEIR W-2)

• IRS PUBLICATION 15-B FOR GUIDANCE

• EXAMPLES: GIFT CARDS, PERSONAL USE OF 

ORGANIZATION’S PROPERTY, EXPENSE REIMBURSEMENTS 

WITHOUT ADEQUATE SUPPORT, THEFT, EXPENSES PAID 

FOR SPOUSES 

• EXPENSE REIMBURSEMENTS WITH ADEQUATE SUPPORT 

DO NOT COUNT

Presenter
Presentation Notes
Stolen property must be reported at FMV unless returned to rightful owner within the same year. This includes monies stolen or unaccounted for.



1099NEC
• COPY B POSTMARKED TO RECIPIENTS BY JANUARY 31ST

• CAN BE A 4 SQUARE PULL PAGE THAT HAS 1 PERSON PER PAGE WITH SAME INFO 

REPEATED ON ALL FOR SQUARES – USUALLY CREATED BY ACCOUNTING SYSTEMS

• FOR SOCCER IT WILL BE  THE TRADITIONAL ½ PAGE FILINGS

• 1099 FORMS FROM IRS (FREE), STORE, OR ONLINE.  IRS COPY A MUST BE RED VERSION 

(SCANNABLE).

• SEND ASAP SO ERRORS CAN BE CORRECTED ON THE IRS COPIES.  AVOID IRS ISSUES

• IRS [PAPER]COPY A OF ALL ISSUED WITH FORM 1096 BY JANUARY 31

• RECOMMEND SENDING VIA USPS CERTIFIED MAIL; RETURN RECEIPT

• E-FILE IF POSSIBLE (THEY SAY THEY ARE GOING TO MANDATE THIS)

• RETAIN RETURN RECEIPT AS PART OF ORGANIZATION’S PERMANENT RECORDS 

• COPY C IS PAYER’S COPY

• PART OF ORGANIZATION’S PERMANENT RECORDS

• ALSO KEEP A COPY OF THE 1096 YOU SEND TO THE IRS WITH YOUR PERMANENT 

RECORDS

• E-FILE CAN SEND THESE OUT BUT WILL NEED EMAILS FOR RECIPIENTS.

THESE WILL BE FILED BY YOUR ASSOCIATION WITH YOUR EIN AND ADDRESS

Presenter
Presentation Notes
Copy B to recipient

Copy A aka the red one to IRS a month later. Why? So errors can be corrected that you find after copy b sent or recipient communicates to you. 

I strongly recommend mailing this package via certified mail return receipt requested.

Copy C your permanent records 

When 1/31 or 2/28 fall on a weekend, postmark no later than Friday before if possible.

A sample of each of these forms is included in your handouts. 





RECORD RETENTION - IRS
PERIOD OF LIMITATIONS - INCOME TAX RETURNS

• KEEP RECORDS FOR 3 YEARS IF SITUATIONS (4), (5), AND (6) BELOW DO NOT APPLY 
TO YOU.

• KEEP RECORDS FOR 3 YEARS FROM THE DATE YOU FILED YOUR ORIGINAL RETURN 
OR 2 YEARS FROM THE DATE YOU PAID THE TAX, WHICHEVER IS LATER, IF YOU FILE 
A CLAIM FOR CREDIT OR REFUND AFTER YOU FILE YOUR RETURN.

• KEEP RECORDS FOR 7 YEARS IF YOU FILE A CLAIM FOR A LOSS FROM WORTHLESS 
SECURITIES OR BAD DEBT DEDUCTION.

• KEEP RECORDS FOR 6 YEARS IF YOU DO NOT REPORT INCOME THAT YOU SHOULD 
REPORT, AND IT IS MORE THAN 25% OF THE GROSS INCOME SHOWN ON YOUR 
RETURN.

• KEEP RECORDS INDEFINITELY IF YOU DO NOT FILE A RETURN.

• KEEP RECORDS INDEFINITELY IF YOU FILE A FRAUDULENT RETURN.

• KEEP EMPLOYMENT TAX RECORDS FOR AT LEAST 4 YEARS AFTER THE DATE THAT THE 
TAX BECOMES DUE OR IS PAID, WHICHEVER IS LATER.



HELPFUL SITES TO KNOW

• HTTP://WWW.STAYEXEMPT.IRS.GOV – THIS SITE HAS FREE ONLINE 
VIDEOS AND INSTRUCTIONS ON DIFFERENT IRS FORMS & OTHER 
ACTIVITIES THAT COULD EFFECT YOUR 501(C)(3) STATUS

• HTTP://APPS.IRS.GOV/APP/EOS/ - TO CHECK A GROUPS EXEMPT 
STATUS. AFTER YOU MARK ELIGIBLE FOR TAX-DEDUCTIBLE/ REVOKED/ 
FILED FOR 990-N YOU CAN ENTER THE EIN OR NAME, CITY, ETC. AND 
GET THE GROUPS STATUS.

http://www.stayexempt.irs.gov/
http://apps.irs.gov/app/eos/


FRAUD WATCH



FRAUD WATCH
• SOMEONE SHOULD REVIEW THE FUNDS GOING IN AND OUT (2 SETS 

OF EYES ARE BETTER THAN 1.  EX: AUDIT COMMITTEE, SEPARATE 

PERSON(S) RECONCILE BANK STATEMENTS.

• FINANCIAL REPORT TO THE BOARD EVERY MEETING.

• TAKE CASH OUT OF YOUR PROCESSES. USE TRACKABLE 

TRANSACTION LIKE CHECKS AND CREDIT/DEBIT CARDS.

• YOUR TREASURER/ACCOUNTANT SHOULD NOT BE RELATED TO 

ANYONE ELSE IN THE CASH FLOW CIRCLE. SAME IS TRUE WITH 

MULTIPLE BANK SIGNORS.

• DO NOT CUT CHECKS TO ABBREVIATIONS.  ANOTHER ACCOUNT 

WITH A NAME THAT HAS THE SAME INITIALS MAY EXIST  & CAN 

CASH CHECKS

• HAVE 2ND SIGNOR FOR CHECKS.  SUPPLY DOCUMENTATION TO 2ND

SIGNEE. BANKS DO NOT EXAMINE CHECKS  AS CLOSELY AS 

EXPECTED.  OLD, MISSING SIGNATURE GET TRHOUGH.



FRAUD WATCH (2)
• SIGNOR SHOULD BE DIFFERENT FROM PERSON WRITING THE 

CHECK.

• NO BLANK CHECKS BEING SIGNED TO BE FILLED OUT LATER

• CREDIT CARD LIMITS, WHO HAS ACCESS

• CONCESSION: CASH AND CASH REGISTER POLICIES.  INVENTORY 

REVIEWS. CARD SALES VS CASH. 

• NO PETTY CASH OR AT LEAST MINIMIZE.  CONCESSION BANK 

DEPOSITED AT END OF SEASON

• RECEIPTS FOR EVERYTHING

• FORMER TREASURER IS NOT SUPPLING HIS FILES. 

 AUDIT THE BANK ACCOUNT BY GETTING INFORMATION FROM BANK 

AND WORK BACKWARDS.

 MOST VENDORS WILL HAVE RECORDS FOR A COUPLE YEARS 

 REVIEW INCOME FROM SOCCER REGISTRATION SOFTWARE



NEW TREASURER?



NEW TREASURER 
TAKING OVER

• OBTAIN THE FILES FROM THE PREVIOUS TREASURER IF NO SOCCER OFFICE.

• COLLECT & UPDATE INFO NEEDED TO RUN FINANCIAL BUSINESS .  CHANGE THOSE 

PASSWORDS AND WHO IS ADMINISTRATOR

 CHANGE THE ADMIN FOR ALL ACCOUNTS, ESPECIALLY BANK ACCOUNTS, & CHECK 

SIGNORS. DON’T FORGET INTERNET, UPS, PHONES, AND ALL VENDORS.

• REVIEW FINANCIALS & PROCESSES USED, SPECIALLY WHERE MONEY IS CHANGING 

HANDS.

 CONCESSIONS – HAVE MULTIPLE PEOPLE COUNTING THE MONEY AT START AND END OF 

THE DAY.  TRACKING INVENTORY TO MATCH CASH TO PRODUCT SOLD?

 REGISTRATION - HAVE THE PROPER FUNDS FOR THE NUMBER OF PLAYERS MINUS 

SCHOLARSHIPS/DISCOUNTS? WHO IS RESPONSIBLE OR TOUCHES THE FUNDS? ARE THERE 

TOO MANY? ARE THERE 2 PEOPLE ACCOUNTING FOR THE FUNDS?

 REF PAYMENTS – DO YOU HAVE A TRACKING SYSTEM ON HOW MUCH EACH REF IS BEING 

PAID? ARE YOU PAYING IN CASH?  IF PAID AT THE FIELD DO WE HAVE SIGNATURES OF 

HOW MUCH EACH ONE IS PAID?

 REPORTING – PREVIOUS TREASURERS KEPT UP WITH IRS REPORTING? HAVE THEY BEEN 

FILING WITH THE GROUP 990?

 KNOW YOUR CONTRACT DATES & THE STIPULATIONS IN THEM. DO YOU HAVE COPIES OF 

THEM TO REFERENCE? (INSURANCE, CITY, AUTO BILLINGS)



PASSWORDS - YOU IN THE GREEN?



PASSWORDS



NEW TREASURER 
TAKING OVER (2)

• HAVE ALL IMPORTANT ASSOCIATION DOCUMENTATION?  GET 
IT AND SCAN IT.  EX: ARTICLES OF INCORPORATION, BY-LAWS, 
SALES TAX EXEMPTION, EIN ISSUED, ETC.

• PUT BILLS ON AUTOPAY.  WATCH CASH FLOW.

• INSURANCE REVIEW AND PAYMENTS.  NTSSA INSURANCE 
ISSUED 9/1.  CERTIFICATE OF LIABILITY TO CITIES.

• FILL OUT AND USE SALES TAX & USE EXEMPTION FORM.
 FILE FOR EXEMPTIONS FROM COUNTY OR CITY BUSINESS 

PERSONAL PROPERTY RENDITION
 ENSURE ALL ACCOUNTS ARE NOT CHARGING SALES TAX.
 STATE NON-PROFIT PERIODIC REPORT (FORM 802)
 NOTE FEDERAL NONPROFIT STATUS IS UNDER NTSSA AND STATE 

UNDER THE ASSOCIATION
 TX WORKFORCE COMMISSION (UNEMPLOYMENT TAXES) NO 

NUMBER ISSUED FOR NON PROFITS WITH <4 EMPLOYEES.



NEW TREASURER 
TAKING OVER (2)

• COST SAVINGS: DEATH OF A THOUSAND CUTS VS IFFY 

PROGRAMS. TROPHIES VS MEDALS (NO ENGRAVING), 

JOINING ORGANIZATIONS, GIFTS, OTHER NON-PROFITS, 

SAM’S/COSTCO, CHANGE VENDOR, GIFTS/MEALS

• NO PASS THRU ACCOUNTS



POLICIES



PUBLIC'S RIGHT TO KNOW

• Open Records Law – Only Public and Government Entities

• Financial Records
– Nonprofit tax return must be available to public
– Contributors must be divulged
– Can go into more detail with members

• Profitability - Can have a profit and retained earnings with no time limits.

• City Presentations – GLASA Example

• Donations 
– Anything for the city (goals, bleachers, nets).  Shifts liability and maintenance.
– Asked for non-profit letter.
– Do not owe other charities and non-profits.  Protect your assets.



FIDUCIARY RESPONSIBILITY

• A PERSON WHO HAS A DUTY TO ACT ON BEHALF OF AND FOR THE 
BENEFIT OF ANOTHER WITH THE UTMOST IN GOOD FAITH, LOYALTY, 
CANDOR, AND CARE.

• A FIDUCIARY MUST GIVE PRIORITY TO THE BEST INTEREST OF THE 
BENEFICIARY OVER ALL OTHER INTERESTS, INCLUDING THE 
FIDUCIARY’S OWN INTEREST



CONFLICT OF INTEREST
• CONFLICT OF INTEREST - RISK THAT JUDGMENT WILL BE  INFLUENCED BY A SECONDARY 

INTEREST.

• CONFLICTS OF INTEREST AREN’T ILLEGAL UNLESS YOU WORK OR INVOLVED WITH, A 
GOVERNMENT  ENTITY, WORK IN A REGULATED PROFESSION (LAW OR ACCOUNTANCY, 
OR YOU CONTRAVENE BRIBERY LAWS.

• THEY CAN CAUSE PEOPLE TO QUESTION YOUR HONESTY, CREDIBILITY, INTEGRITY AND 
REPUTATION.

• CONFLICTS ARE SOMETIMES PERMITTED: REAL OR PERCEIVED, INFORMED CONSENT, 
VOTING ONLY, CAPTURE IN MINUTES, MAKE LEGAL

 FAIR AND REASONABLE TO THE CORPORATION AND FOR THE CORPORATION’S

BENEFIT

 BEFORE TRANSACTION:

o BOARD HAS KNOWLEDGE OF MATERIAL FACTS AND DIRECTOR’S INTEREST.

o BOARD CONDUCTED A REASONABLE INVESTIGATION AND COULD NOT MAKE 

MORE ADVANTAGEOUS ARRANGEMENT.

o BOARD IN GOOD FAITH APPROVED BY MAJORITY WITHOUT THE INTERESTED 

DIRECTOR



POLICIES
• RULES OF ORDER, EMAIL VOTING LIMITS, COMMITTEES

• WHISTLE BLOWER

• REFUNDS – CONSISTENCY, WHO DECIDES, SIMPLIFY

• PROJECT MANAGEMENT/PROPOSALS

• INVESTMENT AND INSURANCE RISK

• ACCESS TO EMAIL LIST, FIELDS, ASSETS, ASSOCIATION SUPPORT – DOES MEMBERSHIP 

THINK THEY ARE ENDORSEMENTS, SLIPPERY SLOPE, MEET MISSION STATEMENT

• AUDITS.  COMMITTEE VS. ACCOUNTING FIRM

• EMAIL VOTING, AMBUSH VOTES



MISCELLANEOUS

• OPERATING PROCEDURES VS POLICIES 

• PROJECT MANAGEMENT TRACKING.  USE FORM AND GET INTO 
MINUTES…SAME WITH EMAIL VOTING.  FORCES PROPONENT TO 
SUPPLY BACKGROUND, DATA, RESULTS.

• TOO MANY BOARD MEMBERS ON A COMMITTEE

• TECH SOUP FOR SOFTWARE

• PRINTER ORIENTATION



MISCELLANEOUS (2)

• ELECTRONIC FILES VS PAPER

• SCHOLARSHIPS, ACADEMIC AND NEED

• GETTING A CREDIT CARD

• TRAVEL REIMBURSEMENT, HOTELS

• PROGRAMS AND OFFERS USING ASSOCIATION COMMUNICATION.

 DOES MEMBERSHIP CONSIDER THEM AN ENDORSEMENT

 SLIPPERY SLOPE, WHO GETS ACCESS, NUISANCE TO MEMBERS

 NONPROFIT, VOLUNTEER RUN.  DO NOT OWE MORE.

 HOW FAR DISCONNECTED FROM MISSION



QUESTIONS?

ONE OF THE TRUEST TESTS OF INTEGRITY 
IS ITS BLUNT REFUSAL TO BE 

COMPROMISED. – CHINUA ACHEBE

Presenter
Presentation Notes

I’ve included some additional information in your handouts that should be helpful to you and your board aka homework.

If you would like a copy of the handouts/ templates or both the presentation and handouts emailed to you, please be sure to leave me your information on the appropriate listing.

Now, I would like to open the floor to any additional questions you may have.





APPENDIX

GLASA EXAMPLES
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