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Introduction
This manual has been prepared to document the internal policies and procedures for the United Mt. Diablo Athletic Foundation (UMDAF).  Its purpose is to act as a framework for decision making, to guide actions within UMDAF, and to provide boundaries by clarifying communication lines and ensuring accountability. It will also ensure that UMDAF’s assets are safeguarded, and that finances are managed with responsible stewardship. All personnel with a role in the management of UMDAF’s operations are expected to uphold and follow the policies and procedures in this manual with the aim of demonstrating credibility to the public and its members.
Mission Statement
“The UMDAF exists to generate support for the high school athletic programs in the Mt. Diablo Unified School District. The Foundation will provide the necessary infrastructure, including funding, for high school sports. The Foundation will work with the community to provide all students an opportunity to enjoy the high school athletic experience.”
Background
On March 3, 2009, the Mt. Diablo Unified School District (MDUSD) cut all funding for athletics as a result of state budget cuts.  This meant that approximately 4000 student athletes in MDUSD’s six high schools would not have sports without alternative funding.  The six affected high schools are Northgate, Clayton Valley, Concord, Ygnacio Valley, College Park and Mt. Diablo, thus having an impact on the communities of Clayton, Walnut Creek, Concord, Bay Point, Pleasant Hill and Martinez.  

The UMDAF was formed as a result.  The endorsed Bylaws were drafted and UMDAF became an Internal Revenue Code section 501(c)(3) non-profit public charity effective May 22, 2009.   The MDUSD provided UMDAF with an athletic expense budget of approximately $1.2 million from which UMDAF formulated its revenue funding plan.  The funding plan included additional cost saving measures that were recommended to reduce budget expenditures.   In June 2009, the MDUSD approved and adopted UMDAF’S proposed funding plan, which was implemented at the start of the 2009-2010 school year. This funding plan incorporates the collection of funds from monetary contributions and transportation fees paid by families of student athletes, game gate receipts, sales of student sports cards, UMDAF fundraising, and donations/grants from various private donors, businesses, corporations and foundations.  The family contributions, transportation fees, gate receipts and sports card sales are collected by each of the high schools for the MDUSD.  The funds generated through fundraising efforts, donations and grant funds are collected and retained by UMDAF.  The MDUSD administers the expenses required to operate sports. UMDAF monitors both revenue collection, through each of the six high schools’ treasurers, and expenses through expense reports provided by the MDUSD.  The UMDAF provides the MDUSD with supplemental funds to cover sports expenses as needed.  As a general rule, UMDAF establishes the maximum annual contribution commitment to the MDUSD by the beginning of the school year.   
Foundation Governance

The operation of UMDAF shall be managed by an Executive Board and its Officers.  The UMDAF Executive Board and its Officers are nominated, elected, and act on behalf of and serve the UMDAF general body pursuant to the provisions of the Bylaws.  The duties of the Officers are also set forth in the Bylaws.
The Executive Board shall meet at least three times a year; however, monthly meetings may be held as necessary.  The President should call additional meetings as is necessary.  A quorum of at least six Executive Board members must be present at a board meeting in order for a meeting to be conducted.  Meeting minutes are discussed and approved during the meetings.  Copies of the approved meeting minutes, funding reports, school board presentations and other pertinent information are kept on the UMDAF website for public review.
The Executive Board shall hold at least three general membership meetings each year, during the three sports seasons of fall, winter and spring.

The Executive Board should form key standing committees in order to distribute and delegate responsibilities, such as Fundraising, Finance and Grant Committees.  Additional standing committees should be formed as needed.

Additionally, in furtherance of UMDAF’s primary purpose to fundraise and provide financial support for MDUSD athletics, special event committees should be formed, such as the annual 5K Run/walk, Kids’ Fest and Gala Event committees.  Additional special events committees should be formed as needed.

Advisory Council

Selected community leaders and other key stakeholders will be invited to serve on UMDAF’s Advisory Council.  This important group will provide expert advice to the UMDAF Board, help spread community support of UMDAF and its fundraising activities, and further promote UMDAF’s mission.  These individuals will be invited to attend General Meetings and monthly Board meetings.  Advisory Council members will not be reimbursed for any expenses incurred unless they get specific pre-approval from the UMDAF Board and submit the proper documentation.
Cash/Check Receipts Procedures

Any UMDAF Officer, President, Vice President, Secretary or Treasurer, should check the UMDAF mail drop and receive all incoming mail.  All cash and checks received in any incoming mail should be delivered to the Treasurer, who shall record the amount of the cash and checks received on a cash receipts log.  
Next, the Treasurer prepares a deposit slip and deposits the funds into the UMDAF checking account.  The validated deposit slip should be filed and referenced during the bank reconciliation process.
All deposits of cash and checks should be made promptly.  Prior to deposit, the cash and checks should be retained in a safe location by the Treasurer, which location should be known to at least one other UMDAF officer. 
No single account, either the checking or savings accounts, should contain more than the amount over which the FDIC will not insure.

Funds Received by Wire Transfer

The Treasurer will prepare all necessary documents in the event of a request for a wire transfer of funds to UMDAF.  The Treasurer will monitor the transfer of funds and maintain the appropriate records of this transaction.

As soon as the funds are credited to the UMDAF checking account, the bank should send a credit memo to UMDAF.  The Treasurer should reconcile these credit memos to the total cash received at the end of the month.

In the absence of the Treasurer, or in dire emergencies, the President or Vice President should authorize wire transfers.
Funds received from Credit Card Charges

Should UMDAF acquire credit card capability, the Treasurer is responsible for processing the receipt of funds through the credit card authorizer directly into the checking account.  Transactions should be processed on a weekly basis, with a list of the credits and date processed delivered to the President in order to double check against the bank statement.  The statement of deposits and service charges will be reconciled by the Treasurer.
Cash Disbursements Procedures
1.
The Treasurer is responsible for the preparation of disbursements.  All disbursements are to be made by check.
2.
Twice monthly, (preferably on the 1st and 16th days, after taking into account weekends and holidays) cash disbursements should be prepared by the Treasurer for signature by authorized UMDAF officers for expenses, debts and liabilities of UMDAF.

3.
Incoming invoices will be received by the President, Vice President or Treasurer for his/her approval.  Such person should check the validity of the invoice against proposals/bids, etc. and work accomplished/delivered and prepare a check request voucher prior to disbursement.  The check request voucher should be delivered to the Treasurer for disbursement.
4.
For purchases by staff personnel, a check request voucher should be completed by the purchasing staff person and attached to the original vendor invoice, and/or any other supporting documentation.  Should account codes be assigned, the form should include the account codes to which the expense will be applied.  Approval for such an expense must be indicated on the check request voucher by an Executive Board Member.

5.
Once the amount to be disbursed has been received, the Treasurer should prepare the checks for disbursement.  The checks should be attached to the invoice, and other supporting documentation, being paid and submitted for signatures.  
6.
While the President, Vice President, and/or Treasurer signs each check, he/she should double check the check request voucher.  This approval is to ensure the account and grant/project is charged to the correct expense and line item.  
7.
All checks shall require two signatures.  After the checks have been signed, the second signatory will double check the work, cancel the invoice by stamping “PAID” on it, and pass the checks on for disbursement.  
8.
All checks will be mailed and/or distributed as soon as this process is completed.

9.
Supporting documentation should be filed by the Treasurer in appropriate files.

10.
The Treasurer will utilize the paid invoice files to respond to any discrepancies which arise with vendors or other payees.

Reconciliations
Cash Flow

UMDAF is to maintain a minimum of twenty-five percent (25%) of the donations and disbursements budget between its operating and savings bank accounts at all times.  In the event that balances fall below that amount the President and Treasurer should be notified immediately.  The remaining funds can be used to purchase no-risk, federally insured certificates of deposit from reputable financial institutions to earn additional interest income.  Loaning or investing surplus cash with individuals or other entities is forbidden.
Bank Reconciliations

1.
Bank statements are to be received unopened by the President or Vice President.  The receiving party should review the contents for inconsistent check numbers and balances, at a minimum.  After this cursory review is conducted, the official should initial and date the bottom, right hand corner of the first page of each bank statement reviewed.  The reviewed bank statement should then be forwarded to the Treasurer to reconcile the bank accounts. 

2.
The person charged with this responsibility should reconcile each account promptly upon receipt of the bank statements.  All accounts should be reconciled no later than 7 days after receipt of the monthly bank statements. In the event it is not possible to reconcile the bank statements in this period of time, the President or Vice President should be notified via email by the Treasurer.

3.
When reconciling the bank accounts, the following items should be included in the procedures:

a.
A comparison of dates and amounts of daily deposits as shown on the bank statements with the cash receipts journal.

b.
A comparison of inter-organization bank transfers to be certain that both sides of the transactions have been recorded on the books.

c.
An investigation of items rejected by the bank, i.e., returned checks or deposits.

d.
A comparison of wire transfers dates received with dates sent.

e.
A comparison of canceled checks with the disbursement journal as to check number, payee and amount.

f.
An accounting for the sequence of checks both from month to month and within a month.

g.
An examination of canceled checks for authorized signatures, irregular endorsements, and alterations.

h.
A review and proper mutilation of void check.
i.
Investigate and write off checks which have been outstanding for more than six months.

4.
Completed bank reconciliations should be reviewed by the President and initialed and dated by the reviewer.

5.
The Treasurer upon receipt of the completed bank reconciliations, prepares any general ledger adjustments, and retains these records.
Reconciliations of Other General Ledger Accounts

1.
Each month the Treasurer and President should review the ending balance shown on balance sheet accounts such as the cash accounts, accounts receivable, accounts payable and deferred revenue.  The Treasurer and President should review the bank reconciliations, schedules of accounts receivable and deferred revenue and the aging of accounts payable to support the balances shown on the balance sheet. 

2.
Assets - These accounts will include cash, prepaids, property, equipment and fixtures, security deposits, and intangible assets.

a.
Cash - The balances in cash accounts should agree with the balances shown on the bank reconciliations for each month.

b.
Prepaids - The amounts in these accounts should equal advance payments paid to vendors at the end of the accounting period.

c.
Property, Equipment & Fixtures - The amounts in this account should equal the totals generated from the audited depreciation schedules.  When additional purchases are made during the year, the balances in the accounts may be updated accordingly.

d.
Security Deposits - The balance in this account should equal amounts paid in escrow to lessors and should not change frequently, but should be updated as applicable.

3.
Liabilities - These accounts are described as accounts payable, tax liabilities, loans and mortgages payable, and amounts due to others.

a.
Accounts Payable - The balance in this account should equal amounts owed to vendors at the end of the accounting period and the aging report.


b.
Tax Liabilities - The amounts in these accounts should equal amounts that have not been remitted to the government authorities.

c.
Due to Others - If there are any amounts owed to others at the end of the period they should be recorded and the correct balance maintained in the general ledger accounts.
4.
Income/Expenses - These accounts are described as income from all sources, and all expense line items.

Petty Cash Fund
UMDAF will not maintain a separate Petty Cash Fund.  All disbursements will be made by check pursuant to the above-described Cash Disbursement Procedures.
Purchases
To Prompt a Purchase

1.
When the normal cash disbursement procedure of invoice, etc., is not appropriate, (i.e., postage, petty cash, etc.) a check request should be completed and forwarded with any order form or other documentation to the President or Vice President for approval.  If the check is made out to either the President or Vice President, that individual cannot approve the check request voucher.

2.
Approved check requests and all supporting documentation should be sent to the Treasurer for payment.
Proper Documentation for all Purchases
Every instance of purchase must be documented with authorizations, receipts, individuals paid for, nature of business, etc. before the expense will be considered authorized and will be approved for reimbursement.  

A receipt from the vendor detailing every individual good or service purchased accompanied by an explanation of the specific business purpose which was furthered by each expenditure.  

The Treasurer will double check all reimbursement requests against receipts provided.
Business and Travel Expenses

UMDAF Executive Board members may be reimbursed for allowable business expenses incurred while in the course of performing work on behalf of UMDAF only when approved by the Executive Board.  Allowable expenses will include educational course fees and educational materials purchased for the purpose of furthering UMDAF business, or any other expense that may be approved by the Executive Board.
Reimbursable travel expenses may include transportation (mileage, toll fees, taxi fares, mass transit charges) and meals.  Mileage and meals will be reimbursed pursuant to the Federal Travel Regulations. Extraordinary expenses such as lodging, car rentals and internet access are also reimbursable subject to approval. 
All business and travel expenses must be discussed and approved by the Executive Board prior to incurring the expense.  At time of approval, a per diem rate for meals and incidental expenses may be established by the Executive Board.
Receipts for all business and travel expenses must be submitted in order to receive reimbursement.

UMDAF will not reimburse members for travel to and from Board/General Meetings and UMDAF sponsored events.

Capital Expenditure
For all major expenditures such as computers, furniture, audit services, printing services, etc., three bids must be obtained before a purchasing decision is made.  If the annual amount will exceed $2,000, a bidding process and review will be conducted.  All bids, including phone quotes, must be recorded/noted and kept on file.
Consultants

Contracts with consultants will include rate and schedule of pay, deliverables, time frame, and other information such as workplan, etc.  Justification for payment should be submitted to file.  For example, if UMDAF hired a writer to create a publication, a copy of the final version should be included in the file.  UMDAF will comply with all 1099 reporting and filing requirements.
Contracts

Contracts for purchasing products or services, similar to a purchase order, should be created and maintained for the file whenever appropriate.   All contracts to exceed $1,000 over the course of the year should be approved by the President.
Fixed Asset Management
1.
A permanent property log or database is to be maintained by the President  and/or Secretary for all fixed assets purchased by UMDAF.

2.
The log should contain the following information:

a.
date of purchase

b.
description of item purchased

c.
received by donation or purchased

d.
cost or fair market value on the date receipt

e.
donor or funding source, if applicable

f.
funding source restrictions on use or disposition

g.
identification/serial number (if appropriate)

h.
depreciation period

i.
vendor name and address

j.
warranty period

k.
inventory tag number (all fixed assets should be tagged with a unique identifying number)

l.
number of the UMDAF check used to pay for the equipment

3.
At least annually, a physical inspection and inventory should be taken of all UMDAF fixed assets and reconciled to the general ledger balances.  Adjustments for dispositions should be made.

4.
The Treasurer should be informed, in writing of any material changes in the status of property and equipment.  This should include changes in location, sale of, scrapping of and/or obsolescence of items and any purchase or sale.

5.
All capital items which have a cost greater than $250.00 will be capitalized and depreciated.

Payroll
UMDAF is a strictly volunteer organization.  The UMDAF Executive Board and Officers do not receive any kind of salary or compensation for their services to the organization.  UMDAF does not employ individuals; they are expected to volunteer their services.
Financial Reporting/Taxes
Monthly Report
The Treasurer should prepare a set of monthly financial reports for distribution to the Executive Board which are reviewed and approved at the UMDAF monthly board meetings.  The reports should include a consolidated balance sheet and consolidated income and expense report.  The monthly statements will be finalized by the conclusion of the month following the statement period.

Year-End Tax Report
In October, the Treasurer will submit the necessary information to a Certified Tax Preparer or Certified Public Accountant for him/her to file the required UMDAF Federal and State tax reports.  If this service cannot be obtained free of charge, UMDAF will obtain three (3) proposals in accordance with UMDAF policy.  Tax reports will be filed by the November 15 deadline.
Planning/Budgeting

At the end of each fiscal year, the UMDAF Executive Board will meet to discuss and plan for the following fiscal year and update the three year strategic plan.  The Executive Board will request financial documentation from the MDUSD showing income and expenditures for all of MDUSD athletics for the current fiscal year.  Once obtained, an UMDAF annual budget will be formulated by the Executive Board for the new fiscal year.  Once the new budget is formed, the Executive Board can then begin the process of discussing fundraising plans for the new fiscal year.

Specific UMDAF event budgets will be discussed and formulated once fundraising events are determined.  The specific event budgets will be discussed and determined by the event chairperson(s) and the Executive Board.
Grant Compliance
1.
When a new grant is received or renewed, a copy of the executed grant must be forwarded to the Grant Committee Chairperson.

2.
The Grant Committee Chairperson should set up a permanent file for the grant and maintain the contract along with any other financial correspondence regarding the grant.

3.
It is the responsibility of the Grant Committee Chairperson to review the grant contract and extract any fiscal items which must be complied with by UMDAF.  
4.
It is the responsibility of the Grant Committee Chairperson to review and comply with all follow-up and reporting requirements of the grantor organization.

Insurance

The Executive Board should obtain the following insurance coverages:

1. Liability insurance policy; and

2. Directors and Officers insurance policy.

The Executive Board should consider and request special events forms and coverages from its liability insurance carrier for those special fundraising events conducted on behalf of UMDAF whenever necessary.
The Executive Board should track the policy periods of each of its insurance policies and review its coverages to assure adequate coverage at the time of renewal of each of those policies.
Fiscal Policy Statements/Internal Controls
1.
All cash accounts owned by UMDAF will be held in financial institutions which are federally insured.

2.
All capital expenditures which exceed $250.00 will be capitalized on the books and records of UMDAF.

3.
No cash advances will be made except under special conditions and preapproved by the President.  Reimbursements will be paid upon full expense reporting using the official UMDAF form within the normal disbursement schedule.

4.
Any item received as a donation will be recorded in the books and records of UMDAF.  Donations above $250 will be confirmed in writing as required by law.
5.
It is the policy of UMDAF to reimburse out of pocket expenses only when supporting documentation has been presented for approved costs incurred.

6.
It is the goal of UMDAF to maintain a minimum of twenty-five percent (25%) of the operating budget between its checking and savings bank accounts at all times.  In the event that balances fall below that amount the President and Treasurer should be notified immediately.

7.
All funds received by UMDAF for each project will be segregated into separate project accounts in the general ledger. A full computerized ledger accounting system will be maintained.  Monthly financial statements including Balance Sheet and Statement of Income and Expenses will be produced.

8.
The President, Vice President and Treasurer are signatories for all UMDAF bank accounts.  Two signatures are required for all disbursements.

9.
Bank statements will be reconciled monthly in order to account for any outstanding or lost checks.

10.
Expense reports will be maintained which will disclose the nature of expenses, and the dates incurred.

11.
Separate files will be maintained for each bank account.  Files will be kept separately for each fiscal year.

12.
The services of a Certified Tax Preparer or a Certified Public Accountant will be engaged to prepare State and Federal tax filings.

13.
Correction fluid should never be used in preparing any accounting documents.
14.   All capital expenditures and contracts above $1,000 over the course of the year should be approved by the President.  These expenditures will be supported by three (3) bids.
Fiscal Year-End Meeting Checklist
During each fiscal year-end meeting, the following procedures will be performed.

1.
The Executive Board shall re-new or approve new signers to each bank account.

2.
The Executive Board shall approve any new and necessary bank accounts.

3.
As required, new signers shall complete the appropriate signature card and corporate resolutions.

4.
Updated information, including name, address, telephone directory and other necessary information of existing and new board members and officers will be obtained.

5.
A review of the current operating procedures should be made with the Chairperson and reaffirmed or revised.

6.
All financial institutions should be notified of any changes to the authorized signers of the accounts within three (3) business days following the fiscal year-end meeting.
Computer System Backup Procedures
1.
The Treasurer is responsible for backing up the UMDAF financial data of the computer accounting system at the completion of each financial work session.
2.
Each work session data back up should note the date of the back up.

3.
UMDAF uses an external hard drive as its backup system.
4.
The Treasurer should lock up the external hard drive in a safe location at all times.
5.
At least once a month, a duplicate back up of the UMDAF financial data should be made and kept in a safe location away from the Treasurer’s computer.

Conflict of Interest Policy

The UMDAF maintains a Conflict of Interest Policy.  Each Executive Board member and Officer is required to review and sign the Conflict of Interest Policy.  The Secretary collects and maintains all executed Conflict of Interest Policy forms.

Whistle Blower Policy

The UMDAF maintains a Whistle Blower Policy.  The Executive Board has approved and adopted this policy.  The Secretary maintains the executed approved Whistle Blower Policy form.
UMDAF By-Laws

The UMDAF Executive Board has approved and adopted By-Laws, which are maintained by the Secretary.
Amendment of Policies and Procedures

This UMDAF Policies and Procedures Manual may be amended by approval of the Executive Board.  Should amendment become necessary, the proposed amendment should be submitted to the Executive Board.  The proposed amendment should be considered, discussed, revised as needed, and voted on by the Executive Board. Upon passing, the proposed amendment will be implemented into the UMDAF Policies and Procedures Manual as of the date of approval by the Executive Board.
Approved January 12, 2011
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