KENTUCKY YOUTH SOCCER ASSOCIATION
FINANCIAL POLICIES & PROCEDURES
September 20, 1998

A. Objective: The objective of these financia policies and proceduresisto provide consstent
gpplication of conduct and proper internd controls to safeguard Association assets while
performing the duties as described in the Association’ s condtitution and bylaws. To this
end, al funds raised and dispersed in the name of K.Y .S.A. are within the acceptable
practices of dl 501 ¢ (3) tax exempt organizations.

B. Definitions:

1.

2.

“Association” means the Kentucky Y outh Soccer Association (K.Y.SA.).

“Lineitem” means a pecific line with corresponding amount in the Association
budget. Normally there are severd line items within a Program area of the
Association budget.

“Program” means the operations of a specific officer, committee, or office of the
Asodidion. It normdly isan areacontaining a least severd line items within
the Association budget.

“Department” means an Association officer, program, committee, or office.

“Finance Committee” means a group of 4 people comprised of the
Association’s Treasurer (the “ Chairperson”) and 3 additiona members not
associated with the K.Y.S.A. Board of Directors. These additional members
will be selected at the Treasurer’ s disgresson.

“Executive Committeg” means the current officers of the Association and is
composed of the President, Vice President, Treasurer, and Secretary.

C. Budgetary Process:

1.

Initial Budgets.

a Generation. Thenext fisca year’'s budgets of dl officers,
programs, committees and offices of the Association shdl be  initidly
generated by the Treasurer and the Finance Committee.
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6.

b. Digtribution. Theseinitid, line item budgets shdl be submitted to
the officers, program directors and committee chairpersonsfor review,
proposed revison, and comments.

C. Proposed Changes. Officers, program directors, and committee
chairpersons must submit changes to the Treasurer, by means of
written requests for budget changes, 90 days prior to the beginning
of the fisca year. Any proposed change must contain:

(2) thefull, initid budget for the program, office, committee or
individud,

(2) the requested change;

(3) the budget totds for each lineitem as modified;

(4) adetaled explanation and judtification for each requested change;
and

(5) the source for funding for the proposed change

Finance. The Finance Committee shal review the proposed Budget,
including changes, and shdl submit it to the Association’s Board of
Directors 60 days prior to the beginning of the fiscd year.

Budget. The proposed budget, as reviewed by the Association’s Board of
Directors, shal be gpproved by amgority of the voting members of the
Board of Directors.

Affiliates. The approved budget is digtributed to the affiliates prior to the
beginning of the fiscd year.

Budgetary Amendments. Once the Budget has been approved by the
Associaion’s Board of Directors, any changes to the budget must be
accomplished through the budget amendment process.

Requestsfor Amendment. Requestsfor budget amendmentsshal  contain

those requirements listed in section C.1.c (1) through (5).

a Request Submission. Each request shal befirg submitted in writing
to the Chairperson of the Finance Committee, who in turn, copiesad
reviews the request with the Finance Committee.

b. Finance Committee. The Finance Committee submitsits
recommendation to the Board of Directors which shdl have
respongbility for fina gpproval.
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Board of Directors. Upon receipt of the proposed budget
amendment and recommendations from the Finance Committeg,

the Board of Directors shal consder the amendment at its next
scheduled meeting. In the event urgency is required, gpprova may

be obtained by telephone conference or other communication media

State Office. The State Office shdl provide copies of the Budget
Amendment, if gpproved, to dl membersin possession of the origind
Budget. This printing shal be in acolor contragting to the color of the

origina budget package.

D. Management and Control:

1. Handling of the Association’s Funds.

a

State Office and Treasurer. The State Office, with oversight by
the Association’s Treasurer, shall process and handle the receipt of
al income and payment of al expenses of the Association.

@ Division of Responsibilities. Thefinancid responshilities
of the Association shdl be divided among the State Office
personnel and the Treasurer of the Association as follows:

@ Opening Mail and Collecting Financial Receipts.
An Asociation employee shdl open dl mail and
stamp endorse any checks or other financia
recaipts, if required, for deposit. Any and al cash
shdl be logged by thisindividua(s). Checksand
financid receipts shdl be recorded in a database and
deposited in the Association’s bank on adaily basis.
The deposit will be recorded in the Association’s
books, on the day of deposit, by an Association
employee other than the depositor. Should the
Treasurer resdein acity other thanthecity in - which

the State Office islocated, a copy of thedata base shdl be

provided to the Treasurer on aweekly basis.

2. General Requirement of All Accounts.

a

Type of Accounts. The Asociaion maintain the following a
accounts.
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@ operating accounts as approved by the Board of Directors,
and

2 investment accounts as recommended by the Finance
Committee and approved by the Board of Directors.

b. Name of Accounts. All accountsincluding regiond and Olympic
Development bank accounts, will beinthe K.Y.SA. name.

C. Operation of Accounts. Accounts shall be opened and operated
to insure funds are managed under acceptable practices of al 501 ¢
(3) tax exempt organizations.

3. Operating Accounts.

a The operating accounts of K.Y.SA. shdl be maintained by State

Office personnd only. All income specified by the Bylawsand Rules
of K.Y.SA. and any other income from sales, sponsorships,  dlotments in
kind fees, and donations shall be recorded and/or deposited into these
accounts. All expenses shall be paid by check drawn upon these accounts.
Expenses will be paid from the operating accounts according to the procedures
outlines asfollows:

@ Expenses. All bills are either mailed, hand delivered, or
faxed into the State Office. State Office personnd will date
gtamp each bill received. State Office personne will
generate a check for each bill related to Corporate
operations. i.e, utilities, payroll, telephone, rent, on-line
sarvices, etc. Payment for dl other bills requiresthe
approva of the head of the gpplicable program prior to
payment. Upon gpprovd, State Office personne will
generate a check for the amount approved, obtain
sgnatures on the check, and mail the payment tothe  vendor.

All checks presented for Sgning must have documentation

supporting the approved amount. Documentation will indude an

goprova foomwith  signature of the approving person and an

origind invoice which isbeing paid. State office personnd will retain a
copy of dl bills, dong with a copy of the remittance advice,
in the State Office. Should the Treasurer reside outside the
city in which the State Officeislocated the following
procedure will be adopted: On aweekly basis, State Office
personnel will send checks requiring signature including a
copy of the gpprova form, a copy of the gpproved hill, and
a stamped envelope addressed to the payee, to the Treasurer
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b.

for agnature and disbursement. The Treasurer will Sgn the
checks, place in the slamped envelope and mail. Should

the checks require two signatures, State Office personnel

will obtain on Sgnature as efficiently as possible and then
provide the Treasurer with the information asrequired  above.

L ocation of Accounts. Operating accounts must beheldin  financid

ingtitutions insured by the Federal Deposit Insurance  Corporation (FDIC) or
by another federdly insured ingtitution.  The Finance Committee shdl be mindful
that the account shal not exceed the maximum insurable amount.

Signatures Required. Checksfor payment of expenses shall be
written by State Office personnel and signed by the Treasurer if the
amount of the check does not exceed $1,000.00 If the Treasurer is
unavailable, the check will be sgned by any member of the
Executive Committee with signatory power. For checks exceeding
$1,000.00, two signatures are required.

No Payments Over Budget. No payments may be made on
payables which are not covered by the gpproved Budget. Payment

of these debts shal be made ether by the individua creating the
unauthorized payable or by following the budget anendment  process

of the Association with gpprova of the Executive Committee and
submission of arequest for budgetary amendment as dtated in Section C

5.

Affiliate Accounts. Affiliatesof K.Y.SA. may mantan whatever
independent bank accounts required in order to carry our their
obligations to their respective members. The accounts of these
Affiliated Members may be subject to audit by the Board of
Directors of K.Y.SA. or itsdesignee a any time in order to ensure
the fiscaly prudent operations of the Affiliate.

4, I nvestment Accounts.

a

Finance Committee. The President may gppoint an investment
committee, chaired by the Treasurer. At the request of the
Treasurer, the Finance Committee may be called upon for
consultation in the decison to invest funds of the Association.

Investments. The Board of Directors, with the asssance of the
Treasurer, shdl decide the nature and amount of investment for the
Asociation with the advice of the Finance Committee.
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C. I nvestment Consider ations. Condgderations for the investment of
Associaion funds shdl be asfollows (listed in the order of

priority):

(1) security; then
(2) liquidity; then
(3) rate of return

5. Financial Records.

a Chart of Accounts. The State Office and the Association’s
Treasurer will create and maintain a chart of accounts which reflect
al lineitemsin the Budget.

b. Books and Records. The State Office shal kegp and maintain
records of dl of the accounts of the Association and shal make
back up copies. The Treasurer will be provided with copies of the
records on aweekly basis.

6. Reporting.

a Records of Year Month-to-Date Financial Activity in
Comparison to Budget. The Treasurer will create and report, on a
monthly bas's, the year month-to- date financid activity resultsin
comparison to the Association’s budget to the following:

(1) Association’s Board of Directors,
(2) Members of the Association’s Finance Committee;
(3) Program Chairpersons.

b. General Ledger Reports. The Treasurer shdl provide each
member of the Finance Committee a copy of the Genera Ledger
Report each month upon request. (This report will include each
check written and each deposit made for the previous month).

C. Reportsfor the Board of Directors. The Treasurer shal provide
upon request from any member of the Board of Directors a copy of
the Budget Comparison Document each month aong with a copy
of the Income/Expense Comparison from prior year to current year.
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d.

7. Audits.

Midyear Report to Affiliates. The Treasurer shdl provide each
Affiliate acopy of the Budget Comparison Document for sx ~ months

and a Profit/L oss Statement by Account for the first Six months of the
fiscd year.

Annual Financial Statements. The Treasurer will prepare and
submit to the membership a the annua generd meeting, financia
statements gpproved by the Board of Directors. These statements
shdl include a year-end Baance Sheet and a year-to-date Income
Statement dong with any other financid statements deemed
aoplicable.

Extra-Budget Expenses. The Treasurer, Presdent, and the
Program Manager involved shdl be contacted immediately
whenever any extra-budgetary expenseisreceived or any
Department exceed its Budget.

Accounts. All accounts of the Association shall be audited or
reviewed annually.

Audit Examination Results. Theresults of dl audits or reviews
shdl be provided to the Board of Directors, the Finance Committee
and each Affiliate of the Association.

8. Other Matters.

a

Individuals Compensated, Information to be provided to K.Y .SA.
All individuals providing a service which is compensated by K.Y.SA.
must provide name, address, socia security or E.I.N. to the State
Office for the purpose of filing IRS Form 1099.

Expense Reimbursement. It isexpected that the Board of Directors, Committee

Chairpersons, volunteers, and employees of the Association will, from time to time,
incur expenses on behdf of the Association. This policy presents slandard procedures
by which those incurring expenditures may recover funds properly expended in the
conduct of Association business.

1. General Policy. The Association Board of Directors, Committee
Chairpersons, volunteers and employees shall be reimbursed for actud,
reasonable and proper expensesincurred in the conduct of approved
Association business. The Association’s Board of Directors, Committee
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Chairpersons, volunteers and employees should not be pendized nor should
they profit by adhering to stated Association policies with respect to expense
reimbursements.

a

Application. These policies are gpplicable to al members of the Board
of Directors, al Committee Chairpersons, volunteers and employees of
the Association. All levels of management are responsible for informing
their volunteers and employees about Association policies and
procedures for expense reimbursement.

2. Expense Reimbur sement Policies— Specific Requirements.

a

Expense Reimbur sement Form. An expense rembursement form
created by the State Office and approved by the Board of Directors
Finance Committee must be utilized by anyone requesting reimbursement
from the Association. Upon completion with the date, Sgnature, details and
attached receipts and invoices, it should be submitted to the State Office or
the appropriate person responsible for gpprova within thirty (30) days of
incurring the expense.

Documentation Required. Expenseswill be paid only as aresult of
documentation which includes a vaid itemized receipt and a written stated
purpose for the expenditure supporting the expense. Such documentation
shall include the Association Expense Report with proper attachments,
invoices or other hilling..

Business M eetings and Conferences. When expenses are submitted
for attendance at Association business mestings, conferences, and meals
with guests, the submitting individua should indicate on the expense report
the nature of the mesting, the attendees, and other information necessary to
support the expense.

Responsbility of Personswho Submit or Approve Expense

Reimbur sement. Any person with expense reimbursement gpprova
authority must fully redlize that their Sgnature on an expense report indicates
conformity to Association policy, that legitimate and necessary expenses
have been incurred, and that al items on the expense report are properly
reimbursable to the submitter of the report. The submitter and the Board of
Directors member or committee chairperson gpproving the report have
equa responghility for its correctness and to ensure dl expendituresarein
agreement with Association policy.
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e. Approval. Any person seeking reimbursement must first obtain gpprova
from the specific Department responsible for the expenditure.

f. Rebatesor Adjustments. Any rebate or adjustment received by a person
submitting an expense reimbursement request should be deducted from
expenses claimed. Funds received after reimbursement of expenses should
be returned to the Association.

g. Discounts. Members are encouraged and advised to maximize discounts
available to them. The fact that a private organization may be paying the bill
has no bearing on their persona obligation to seek discounts. Association
volunteers and employees should request any available discounts for vehicle
rentd, lodging, medsand air travel.

h. Receipts. For reimbursement purposes, itemized receipts for expenditures
exceeding $5.00 must be attached with any request for reimbursement.

i. Compliancewith IRS Regulations. The policies, procedures and
ingructions contained herein are written to conform with current IRS and
Federd Government regulations.

3. Crddit Cards

a. General. The Board of Directors may approve the usage of a credit card,
issued in the name of the Association, for any person representing the
Association or involved in the conduct of Association business. State
Office personnd will maintain the credit card in a secure location and will
provide vendors with the applicable credit card information.

b. Uses. The credit card may be used for securing reservations for lodging,
ar fare, vehicle rentd, and paying for ontline accounts. Any other charges
must have Board of Directors approvd prior to the usage. No persond
charges are authorized nor may persona charges be incurred.

c. Responsibility of Expenses. The annud feesfor the credit card shdl be
paid by the State Office. The billings from the credit card company shdl be
mailed directly to the State Office, which in turn shdl send payment to the
credit card company on atimely basisto avoid any and dl interest charges.

d. Reporting. Any “other” charges on the Association credit card mentioned
above must be accompanied by asigned and properly completed K.Y .SA.
Expense Reimbursement Form and documented with itemized receipts
attached and an explanation statement of the charge. The completed forms
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should be forwarded to the State Office within 30 days of the incurred
expense..

e. FailuretoReport. For personsfailing to comply with the reporting
requirements, the State Office shall advise the person(s) in writing of the
necessity of submitting such reports. Failure to respond within 15 days with
the proper form and documentation may result in the forfeiture of the
person’s ability to utilize the Association’s credit card.

3. Travel Expenses

a. General Palicy. The Association will reimburse Board members,
Committee Chairpersons, volunteers and employees for reasonable and
proper expenses incurred in connection with traveling and living away from
home in the conduct of gpproved Association business. Each businesstrip
must be properly authorized in advance. The purpose for the trip and
expenses incurred must be documented and properly reported on an
Association Expense Reimbursement Form.

b. Travel Advance. Individuaswho planauthorized travel on association
business may seek atravel advance by completing the Association’ s travel
advance form. Advances must be justified and may be for no more than the
reasonable amount necessary for the travel and those daily limitations
provided in these financid policies.

c. Modeof Transportation and L east Expensive.
(1) Air Trave

@ Arrangements. The State Office will book the
required transportation through atravel agency.

(b) Cost. The mode of transportation should be dictated
by the relaive least expensve way to travel.

(© Coach Class Required. Air travel will be*coach”
class. Reservations should be made as early as
possible to take advantage of the cheapest fares
avaladle.

(d) Air Bonus Mileage Awar ds (Frequent Flyer

Miles). The bonus mileage awards accrued by travel
at the Association’s expense will be the persona

10
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property of each traveler to be used as they seefit.
Any accrua of bonus mileage awards atributable to a
team’ stravel in connection with a gpecific program shdl
accrue to the program’s benefit.

2 Personal Automabile. Persons may elect to drivea
persond automobile between home and airport, bus or train
terminds or to travel detinations.

a Reimbursement.

[1] Mileage. The Association mileage reimbursement shdl
be for the actual mileage driven a the sandard mileage
rate as dlowed by the Internd Revenue Service for the
current cendar year. Such rate will be provided by
the State Office. Thisrate includes the cost of gas,
insurance, use, maintenance, and depreciation.

[2] Parking and Talls. Parking feesand tollsare
additiond expenses which will be reimbursed in addition

to mileage.

[3] Mode of Transportation Least Expensive. The
amount reimbursed for travel by private automobile will
not exceed the vaue of the least expengve ar
transportation. Actua mileage includes round trip to
destination and travel between vigting event Ste and
hotel. Exceptions to this policy may be granted by the
gpplicable authority when it isin the best interest of the
Association.

3 Rental Cars. Prior to renta f acar, consderation should
be given to its required use and other transportation
dternatives. Members should request economy or compact
szed cars, except when three or more members are
traveling together.

@ Rental Agreements. Rentd agreements provide
severd optionsto the renter. Please check with the
State Office for waivers that should or should not be
taken when renting a car for individud rentals.

11
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(4)

(b) Accidents. Inthe event of anaccident, locd  rentd
and law enforcement authoritiesmust be  promptly
notified.

(© Receipts Required. An itemized rentd receipt
and the actual payment receipt are required to be
submitted for reimbursement.

Other Trangportation. Often the nature or place of thetrip
indicates that taking taxis, airport limousines, or hotel courtesy
carsis most economical, and negates the need for rentd cars.

@ Taxis. Taxisare an dternative to the use of rentd cars
and may be used appropriately.

(b) Limousine Service. Mog arports offer this means of
trangportation for commuting between the airport and
downtown areas or motels. This mode of
trangportation may be substituted for taxis or renta cars
if costs are equad to or less than same.

(© Public Transportation. Many metropolitan areas
have avariety of forms of public trangportation.
Association volunteers and employees are encouraged
to use these systems when gppropriate.

d. Lodging. Association volunteers, employees and travelers authorized
by the Association will be reimbursed for the actua cost of reasonable
accommodeations for gpproved travel.

@

)

Types of Rooms and Rates. Single room rates should be
requested when reservations are placed, with lodging expenses
to be itemized by the day on the expense reimbursement
request. For trips where weekly or monthly rates are available
and favorable, this must be clearly shown on the Expense
Reimbursement Form. Members are expected to seek lodging
in the proximity of the vigting location to minimize the cost of
local transportation. Persons traveling on Association business
may share adouble room, if the same sex, however, no
member can be forced to share aroom.

Receipts Required. Anitemized hotd hill is required to be
submitted.
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3 Additional Charges. No charges, other than lodging, hotel
medls, and one telephone call to the travelers home, per day,
will be reimbursed unless gpprova from the Board of Directors
is obtained prior to the event which the Association’ s authorized
traveler attends. These other chargesinclude, but are not
limited to, dry cleaning, laundry, bar charges, in-room mini bar
charges or in-room movies.

e. Teephone. Chargesfor telephone cals from event steto travelers
home will be rembursed. Limit of 1 (one) tlephone cal per day.

f. Cancdlations. Asrequirements and plans change, it is understood
that not al schedules may be met. Only in the most unusud
crecumgances will the “no-show” be considered a proper expense. The
traveler has the respongibility to canced reservations.

. Meals. Association policy providesfor a“per diem” of $40.00 per
day to cover meds. Higher daily med dlowances may be approved by
the Board of Directorsin high cost areas. The high cost ‘ per diem” is
$45.00. “Per diem” amounts will be paid in advance to Board
Members, State Chairs, State staff, State Employeesand K.Y .S.A.
representatives. Check with the State Office to determine if an arealis
considered high cost.

h. Non-Reimbursable Travel Expenses. The Association will not
reimburse travelers for persond expenses such as. traffic citations, cost
of clothing, persona medica expenses, entertainment, losses of
personal property, persona grooming expenses, movies, bar expenses,
in-room mini-bar expenses, in-room movie expenses, dry cleaning or
any expenses which are for the purchase of acohol or tobacco
products.

@ Spouse/Friend/Family Member. Additiond costs incurred
for a spouse/friend/family member accompanying a person on
an authorized Association businesstrip are not reimbursable.

2 Personal Trave in Conjunction with Association Travel.
Expenses incurred which are not attributable to Association
business are not to be included on the Expense Reimbursement
Form.

13
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I. Miscellaneous Reimbur sable Expenses. Other reasonable and
necessary reimbursable expensesrelated to Association business travel
activitiesmay include: supplies, tips, passport fees, fax charges,
temporary Internet connection fees, and postage or shipping.

F. Amendments. Thesefinandial policies may be amended at any regular or specia meeting
of the Board of Directors by a mgority vote of those members present and eligible to vote.
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