FINANCE & ADMINISTRATION

Contact for all Finance Issues:
SOCT

C/O Nari Boodhoo ~ Senior Staff Accountant

2666 State Street, Suite 1

Hamden, CT  06517-2232

(P) 203-230-1201 ext.237

(F) 203-230-1202
narib@soct.org
I.  ANNUAL BUDGETS / FINANCIAL REPORTS
· SOCT $5.02 mil Annual Budget
· Planning Tool - Annual Financial Blueprint for Local Programs
· Based on reasonable assumptions 
· Prepare annually due to Regional Director by Nov 15  (See Attachment A)
· Regional Director review and approval to SOCT by Dec 15
· Compared to actual financial activity reflected in monthly financial report  
· Financial Reports will be issued to you on a monthly basis.

II. BANKING

· All local program finances are administered by SOCT Finance Department in Hamden
Cash Receipts

· As cash is received it is recorded on the Daily Cash Log  (See Attachment B) listing the following:

· Issued From 

· Type of donation 

· Corporate Donation – Specify Event if necessary

· Fundraising Income – Specify Type of fundraiser

· Individual Donation – Specify Event if necessary

· IMO/IHO Donation  (In Memory Of / In Honor Of)

· Registration Fees – Specify Event

· Amount of each check or cash item being deposited
· Thank You issued please check Y(es) or N(o)
· Please enter the total number of checks and/or cash being deposited (bottom)

· Do not send cash through the mail.  If you have cash please get a money order or cashiers check

· Do not deposit cash into your personal checkbook and issue a check to your local program
· Attach all checks and documentation to the Daily Cash Log
· Mail the deposit to SOCT Finance Dept.
· NOTE:  Cash Receipts should be processed weekly unless there is a major event; fundraiser or you have more than $500.00 on hand then process ASAP
Check Requests

Are required when you need cash in advance of receiving goods or services
· Complete a Check Request Form  (See Attachment C) to request reimbursement / payment as follows:

· Payee Information

· Amount 

· Detail attached or is this a deposit (please check one box)

· If multiple receipts please note on the receipts the nature of the expense 

· Reason/Description of Expenses 

· Date needed (please refer to the schedule of dates payables will be processed) (See Attachment D)
· Requested by signature needed

· Date signed

· Attach supporting documentation i.e. quote, or receipt to the Check Request Form
· SOCT will NOT reimburse anything without a receipt
· SOCT will NOT reimburse anything over 45 days old
· SOCT will NOT reimburse sales tax unless it was unavoidable (See Sales Tax Exempt Section III Below)

· Mail all check requests, once a week to the SOCT Finance Dept.
Note:  Payables are processed every two weeks; please plan accordingly (See Attachment D)
III.
PURCHASING

Purchase Requisitions

They are required for each expense that will be incurred by the local program and invoiced directly to SOCT Finance Dept.  
· Fill out a pre-numbered Purchase Requisition  (See Attachment E) as follows:

· Vendor address with phone and fax numbers

· Ship to

· Date

· Buyer

· Description

· Freight charge for anything being shipped

· Check if item is budgeted or not

· Check if order has been placed or not (SOCT does not want to duplicate the order)
· Purchase Requisitions are authorized by Senior Staff Accountant
· The bill to address should be SOCT Finance Dept.
· The ship to address should be the Local Program’s address
NOTE:  Do not hold Purchase Requisitions for invoices

· Upon receipt of your orders any packing lists or information received with delivery must be forwarded to Staff Accountant for confirmation of delivery.  If an invoice is received and SOCT doesn’t have a packing list, an e-mail will be sent to confirm delivery of the order.

IV.
SALES TAX EXEMPTION
· Purchases for local programs are exempt from CT Sales Tax

· If necessary a letter will be issued by SOCT signed by Robert E. Doherty Jr., President stating you are an accredited local program with Special Olympics CT, Inc. and your Tax ID is 23-7099756

· Provide merchant with Cert-119 (See Attachment F), request from SOCT Finance Dept.
· Purchases by local programs for resale are exempt from CT Sales Tax

· Sales by local programs are subject to CT Sales Tax (6%)
V.
DONATION REPORTING
· SOCT is a 501 (c)(3) Tax Exempt Organization  (See Attachment G)

· Donations of $250.00 or more must receive thank you/receipt letter from local program  (See Attachment H)
· Report donations of $250.00 or more to SOCT Finance Dept. for inclusion in the Annual Report
· Donations of less than $250.00 should receive thank you letter from Local Program
· Report all In Memory Of (IMO)/In Honor Of (IHO) donations to SOCT Finance Dept. for thank you letter from SOCT President  (See Attachments I & J)
· IMO/IHO name
· Donors name, address and gift
· Name and address of the person to receive gift acknowledgement
· All IMO/IHO donations are listed in the Annual Report
VI.
IN-KIND CONTRIBUTIONS
· Why are in-kind contributions (>$4.0 mil annually) important?
· Important budget planning tool-  represents potential additional cash donations required (if not received)
· Reflects the true program expenses of SOCT / direct impact on public perception of SOCT
· Examples of valid in-kind contributions:
· Local high school provides sports facilities at no charge
· Food donated for local event
· Uniforms or equipment donated by local sporting goods store
· Local business donates office furniture or computer equipment
· Certified sports official’s time
· Invalid in-kind contributions:
· A volunteer’s time who works directly with Special Olympic athletes other than local coordinators and certified coaches
· A volunteer’s time to perform general event support tasks
· Local high school provides sports facility at a 20% discount
· Local sports shop provides equipment at a 25% discount
· Local program to complete In-Kind Receipt Letter (See Attachment K)
· Date
· To
· Subject
· Date of event
· Region / Local
· Source/description
· White and Yellow copies to donor with thank you letter and return envelope to SOCT Finance Dept.
· Pink copy to SOCT Finance Dept.
· Donor enters value on form, signs and returns white copy to SOCT Finance Dept.
· SOCT Finance Dept. will follow-up with local program and account for donation
VII. 
CAPITAL ASSETS
· Capital asset purchases of $500.00 or more must be capitalized as fixed assets Capital assets are items such as the following:
Computer and related equipment
Boats (Must be pre-approved in writing by the Senior Staff Accountant)
Office furniture & fixtures

· Report annually to SOCT Finance Department on fixed Asset Listing Form  (See Attachment L)



VIII.
OTHER ISSUES
· W-9 forms required for all disbursements from SOCT Local Program except for expense reimbursement to individuals (See Attachment M)
· SOCT HQ must report all cumulative annual payments of $600.00 or more to any one individual on form 1099-MISC
· Registration fees for state events are invoiced by SOCT Finance Dept. and paid directly to SOCT Finance Dept.
· Inventory of non capital assets are not required
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