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    To:        Landings Landlovers SOCIAL Chairs
    From:    Jack Welch, Treasurer                    
                 14 Morning Marsh Road





                  jackwelch52@yahoo.com                                                                                          

                  Treasureroflandlovers@gmail.com
Re: 2019-2020 Financial Guidelines and Procedures 

All Chairs & treasurers should meet with Landlovers Treasurer at the beginning of each year/project.

All money collected must go through Landlovers Treasurer so Landlovers revenues and expenses are accurately reflected on our books and records. Transmit all checks and cash to me with a completed Deposit form for Cash/Checks.  The Deposit form can be found on our website.  Checks for events should be made payable Landings Landlovers. All cash should be hand delivered to and counted in person with me. Small numbers of checks may be placed in my tube at your discretion. If you tube checks to me, please email or phone to let me know. Checks for large amounts and large numbers of checks should be hand delivered to me. (Separate instructions will be provided for monies collected by credit card and through Pay Pal.)

To request monies and reimbursement of expenses, complete the Check Request form and submit it to me with paid receipts (not order forms or statements if check is to be payable to you directly). The Check Request form can be found on our website.  Checks will be written and mailed within a week of my receipt of the request. Checks may be issued through South State Bank and will be mailed to you from the bank.   If you must prepay or provide a deposit, attach a copy of the signed contract, quote or other documentation to the check request and submit the invoice at a later date with a Check Request for any remaining funds due. Some vendors (e.g. The Landings Club and The Print Shop) will bill Landlovers directly.  If Landlovers will be billed or paying directly, please send me a copy of the quote or estimate when you receive it along with the Check Request form for the payment schedule required.  While we may be billed directly, we still need a completed Check Request form to support your authorization of the payment.  If possible, you are encouraged to email (rather than tube) all requests, forms and documentation.

Board Chairs must sign all Check Request forms or advise the Treasurer by email that they have delegated payment authorization of established amounts to the chairs and/or co-chairs of a specific event.

It is recommended that you keep personal and Landlovers purchases separate. Should you need to request reimbursement for only some items on a receipt, please clearly note on the receipt what items are to be reimbursed and list only reimbursable items and the sales tax applicable to those reimbursable items.  Keep copies of forms submitted for your records and year-end reports. 

Contracts: All contracts for Fundraising and Social activities must be signed by the Landlovers President or President Elect.  Chairs are responsible for submitting copies of all contracts to the Treasurer when they are signed.

Raffles: Our Raffle License is good for the entire calendar year.  Please notify me if you are planning to have a raffle and whether it will be a 50/50 raffle (see procedures below) or raffle of an item.  All Raffle proceeds will become property of the Foundation.  Checks, if allowed, should be made payable to the Landings Foundation.

Cash Boxes:  If a cash box is needed for an event, send an email to the Treasurer requesting the number of cash boxes needed along with the purpose of the event and the starter cash needed per box in the cash denominations required. If assistance is needed in determining what is needed, the Treasurer has historical data that can be used.
WE PAY STATE AND LOCAL SALES TAX. Our non-profit status exempts us from Federal Income Tax but not from state/local sales tax. We pay sales tax on purchases of all tangible goods, unless the items are for resale (e.g., gourmet pantry, note cards). We also pay sales taxes on items we sell (in our case, we collect sales tax from purchaser through sales price we charge them and then remit tax to state, e.g., Flea Market and Auctionmania), unless the items are sold by a consignment vendor (e.g., Bull Street Auction). 

SOCIAL EVENTS are expected to be self-supporting. They are not fundraisers and are not expected to make a profit; however, they must break even. In planning and budgeting an event, be sure to allow for a contingency. Financial reports on previous year’s events are available for reference, but they do not constitute a budget. Each event starts each year with a $0 balance. Monies collected by the event must cover all the year’s expenses in that year. Any monies remaining after the event are absorbed into Landlovers treasury.
Suggestions for Chair(s) or designated treasurers for handling reservation checks:

--As you receive checks, check each to ensure that (a) the amount is correct in both places, (b) the check is made payable to Landings Landlovers, and (c) the check is signed. 
--Alphabetize checks by payee last name and bring list to event in case there is a question about a reservation.

-- Hold all checks until after the cut-off date (unless you anticipate a large number of attendees and in that case discuss with the Treasurer). Please note that the Treasurer will not keep a list of attendees.  This the responsibility of the event chair.
Tipping: Tipping of a vendor is allowed, but must be from the monies collected for the activity. Tipping of a TLC, TLA or TLCo employee is not allowed.
50/50 Raffle Procedure

· Event Chair or designee requests cash box with starter cash in denominations needed from Treasurer.

· Event Chair or designee receives Cash Box from Treasurer by signing for it.

· Raffle tickets must be used. The Treasurer has a supply of raffle tickets for your use.

· Write the buyer’s name and phone # on each ticket. Winner does not need to be present to win.

· At end of Event and 50/50 Raffle sale, Chair or designee:

1. Counts the cash and checks to determine cash box total.

2. Removes the starter cash box amount to determine Raffle total and half amount of Raffle.

3. Draws and announces Raffle Winner and the amount (one half).

4. Completes Landlovers Deposit Form for total Raffle monies including starter cash box amount.

5. Completes Landlovers Check Request Form with Raffle Winner’s Name, address and amount.

6. Gives both forms and cash box with all monies to Treasurer for processing and writing check to the winner.

OR if the Event Chair determines that half the Raffle total is in cash and chooses to award cash at the end of the event, then the Chair or designee will do the same procedures above except s/he will:

1. Complete Landlovers Deposit Form for half the Raffle monies plus the starter cash box amount with a NOTE at bottom of form that sets forth the total Raffle amount.

2. Complete Landlovers Check Request Form with Raffle Winner’s name, address, phone number with NOTE at bottom of form that cash was provided to winner at the event (so no check is needed).

3. Give both forms and cash box with half Raffle monies plus starter cash to Treasurer for processing and recording.

Gift Basket Raffle Procedure

· Event Chair or designee requests cash box with starter cash in denominations needed from Treasurer.

· Event Chair or designee receives Cash Box from Treasurer by signing for it.

· Raffle tickets must be used.  Treasurer has a supply of tickets for your use.

· Write the buyer’s name and phone # on each ticket. Winner does not need to be present to win.

· At end of event and Raffle, Chair or designee:
1. Counts the cash and checks to determine cash box total.

2. Removes the starter cash box amount to determine the total of the raffle proceeds.

3. Draws and announces Gift Basket Winner. 

4. Completes Landlovers Deposit Form for Total Raffle monies including starter cash box amount.

5. Completes Landlovers Check Request Form with Raffle Winner’s Name and address.

6. Gives both forms and cash box with all monies in it to Treasurer for processing. 
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