SIERRA CLUB – ANGELES CHAPTER

ORANGE COUNTY SIERRA SINGLES

FINANCIAL GUIDELINES

Money, Money, Money

These guidelines are about how to handle money when you are leading or hosting events. 
Specifically:

· When are fees required?

· How much do we charge each participant?

· What's the cancellation Policy?  What about refunds?

· How are bills paid?

· How is money submitted to the bookkeeper?

· What reports are required?

The goals are:

· Provide socials and outings at reasonable expense to participants.

· Cover expenses and provide for contingencies.

Which events require a fee?

· OCSS encourages no-cost outings and socials. Many of our members have limited budgets.  Let's help them to participate.

· Any event that has expenses--backpack, carcamp, multi day trip, social event, instructional classes  which requires that OCSS advance funds or reimburse leaders for the event must have a fee collected from the participants.  
· Collecting cash from participants to cover expenses is not recommended

How much to collect?  In general, enough money is collected from participants to cover these expense categories:

SYMBOL 183 \f "Symbol"
Actual costs:  Lodging, campsites, permits,  transportation, food, drinks, leader expenses, insurance, tips, etc.
SYMBOL 183 \f "Symbol"
10% Contingency allowance suggested, based on income.

Usually the following guidelines are used to determine how much to collect from each participant to cover all these expenses: 

SYMBOL 183 \f "Symbol"
Members (and their children) pay the full fee.

SYMBOL 183 \f "Symbol"
Non-members (and their children) pay 110% of full fee.

SYMBOL 183 \f "Symbol"
Fees for leaders is at the discretion of the trip leader with approval of trip budget by OCSS Mgmnt. 
What if the trip looks like a money loser?
Say it is an event with fixed costs and it is not filling up.   When do you decide to cancel?

What if you have non-refundable deposits with a lodge or bus line or whatever?  

First, check your vendors cancellation policy to see if you can get the deposits back.  If it appears that the loss on non-refundable deposits will exceed the likely loss if the trip is run, then it is probably best to run the trip.  By this time you should be seeking counsel with your leaders, the section Outings Chair, Treasurer or the OCSS Chairperson.

Collection Methods:

Checks received for trips should be mailed to the OCSS bookkeeper 34 days prior to event.  (This is just after the cancellation date).  For some trips, the leader may request two checks from a participant.  Be sure to indicate in write up if deposit is non-refundable and when the final balance is due.  Some trips have different cancellation policies based on lodging, transportation contracts and risk.  

Cancellations and Refunds:

· If the leader cancels the trip, full refunds are made.  There may be a delay until advance trip deposits have been returned to the OCSS treasury.  

· If a participant cancels 35 days or more prior to event, a full refund will be made (some exceptions).   

· Cancellations received less than 35 days prior to event will receive a refund ONLY IF TRIP IS FULL AND SPACE IS RESOLD TO SUITABLE REPLACEMENT.   If a refund can be made, a fee of 10%  will be charged.   Some trips may have a different cancellation policy. 
· Leaders are to advise participants promptly of the cancellation policy when they sign up for an event. 

Submitting Money to the Bookkeeper:

· Please send all checks you have received from participants to the bookkeeper.  Checks will be deposited  in the OCSS Seller of Travel account. 
· Enclose your checks with the reservation sheets so the bookkeeper can apply deposits to the correct event.  Leaders of "two check outings" send in checks in accordance with their deposit due dates. 
· All checks should be made payable to OCSS (Checks made payable to the Sierra Club are acceptable). When you get a check made out to you personally  you can either return the check to the participant and request another check payable to OCSS or bank the check into your own account and write a new one to OCSS.
· It is highly recommended to stress in all advance communications to participants that checks are payable to OCSS. 
· Cash received from any source during an event may not be withheld by the leader for the purpose of expense reimbursement.  
· All transactions must be recorded.  Replace any cash received with your personal check and include with your financial statement.

 How are trip bills paid?
Leaders should handle as little cash as possible.   All costs should be disclosed in the published write up.  Trips which incur expenses, require cash advances or deposits need a budget plan, advance deposit amounts and due dates and Management approval.   Trips, which have a conflict of interest, will not be approved.  Large cash advances for budget approved items are subject to delay because they require multiple approvals.

OCSS prefers to pay directly to the bus line, concessionaire, lodge, etc.   
Financial Report:  
Within two weeks following your event, please send the completed OCSS Event Financial Report form to  Management for approval.  Management will authorize reimbursement by the treasurer or bookeeper.  Attach original receipts when possible and the reservation record.  Signin/Waivers are retained by the Outings Chair.  If receipts are not available, then use published schedules of charges or similar support documents.  At this time, send in any additional checks you may have received to the accountant.   The OCSS Event Financial Report form will be sent to you prior to each of your events.

OCSS Revised bylaws 6.2:  “Announcements of fundraising events shall indicate the intended use of the proceeds.”  Specific fundraisers need to be in accordance with Chapter Policy and approved by management prior to submission of write-ups.
OCSS is an entity of the Sierra Club, a non-commercial, non-profit operation that conducts activities for the benefit of Club members and their guests and does not raise funds on Federal Land.  Please refer to the Sierra Club Policy:  http://clubhouse.sierraclub.org/outings/GCO/policy.asp#ChargesForOutings
We look forward to your event.  If you have any further questions, please don’t hesitate to call the OCSS Chair, Outings Chair, or Treasurer. 
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