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Team Sports Treasurer Notes

Team reps/Treasurers - At the start of your season (before you collect any money), please contact me so we can make sure we have a seamless year regarding the finances of your team!
Each team has its own account within the Chap Club books.  These accounts are for money that has been collected by that particular team and for expenses to be paid for that team’s activities.  The money a team deposits is for the benefit of that team and any remaining amount at the end of the fiscal year (June 30th), after all team expenses have been submitted, will carry over to the next year. All deposits and expenses should go through a team treasurer or team parent. This way the team treasurer will know what is going on. In general, expect a turnaround time on checks and deposits of one week, although exceptions can sometimes be made.  Keep in mind that we have 17 teams within the Chap Club.  

Accounts

There are various sub-accounts (income and expenses) for each sport for such items as team dinners, merchandise, poster/videos and team banquet.  There are also “other” accounts for non-recurring income and expense items such as bus rental for parents and game day snacks. If you want to keep track of a special item, (like the Football Kickoff event) let me know and we can set up a special account for your sport.  If you don't know what your accounts are or their account numbers, please email me and I'll send you your team's info!

Deposits

Please turn in your money/checks with a completed Deposit Form.  Keep track of everything you give me so you can double check all of your deposits against the transactions reports that I'll send you!  

If you are depositing more than five (or so) checks, please prepare an Excel spreadsheet including last name, check number and check amount.  Please total the spreadsheet.  If you've also collected cash, please include that as a separate line item.  If the deposit will be spread among different account numbers, please split out the amounts for me and give me the total amount of each subtotal also.  If you need clarification on this, please ask me! 

Concerning deposits, if you will break them down into the sub-accounts I can track everything easier.  For example, you may collect one check from each player at the beginning of the season that covers team dinners, game day shirts, tourney snacks, coach’s gifts, and banquet expenses. It is much easier for me to deposit one large check (per family) rather than many small checks however, I can do this also.  Please itemize your deposits as it will be helpful in getting everything in the right category so we can then expense everything correctly. Don't forget to tell me which account (account name and /or account number) you'd like me to use.  If you don't know which account to use, we can figure it out together.  

Expenses

When you have expenses, fill out a Reimbursement Form, attach any receipts you have, and give it to your team’s treasurer.  I only accept reimbursement requests from team treasurer's/reps as they need to approve the expense and make sure I'm paying the right people, the right amount of money!  I prefer a reimbursement form or an email that includes all of the pertinent information that is on the reimbursement form (name, address and phone number of who I'm reimbursing plus the team account number/name and amount).  If the company's information is clear on the invoice, you're welcome to email me just the account name/number.  You are welcome to email me invoices (or scanned receipts) and I'll pay them directly to the vendor or whoever you indicate I'm suppose to reimburse.  I prefer to use online banking but if you'd like to pick up the check, please let me know and I'll leave it for you at my house for you to pick up.   

Since we are a tax exempt organization, we do not have to pay sales tax on any items bought. If you use the form I've already filled out, the company's information is already typed in for you. They are different depending on whether we are "using" the item(s) or "reselling" it/them.  You do NOT have to present a Tax ID number if the items purchased are for our own use.  If you are buying something for "resale", you will need to include our taxpayer ID which I've already filled out on the form.  Anyone can sign these forms!  They do not require my signature! The Chap Club does not reimburse for ANY sales tax paid, no exceptions! Sam's Club and Costco do NOT accept these forms since they are warehouse clubs.  If you choose to shop there, you will not reimbursed for any sales tax paid.  You can however open a business account with them if you'd like - ask me for more information if you would like help setting this up.  

Coaches gifts!

There are specific UIL rules in place regarding coaches gifts.  Please contact me while you are in the planning stages of your banquet to ensure that we are following UIL rules.  The day of the banquet is usually too late :)  We do have many coaches that coach more than one sport!  We also prefer Chap Club checks versus cash for cleaner reporting purposes.

Donations

We have MANY generous parents and businesses within our community.  It is the team rep/treasurer's responsibility to write thank you notes to their donors.  While IRS regulations require a letter for all gift $250 or above, it is a nice touch to write thank you notes to all donors.  These letters do REQUIRE specific IRS language, along with the date and amount of the donation.  Please contact me if you need help with this.

Reporting

I can run reports on any of the accounts and e-mail them to you.  This is important when things are just starting up so we both start from the same point.  Also because of the volume of transactions, it is important for the team parent or team treasurer to periodically check on things to make sure I’ve got everything where it needs to be.  These reports are very easy to run so just let when you would like one. I can also email deposit and reimbursement forms and tax exempt forms or you can print them from the Chap Club website.

Contacting     

There are several ways to get deposits and check requests to me, 1) drop them off at my house (I almost always have someone in my home M-F from 11a.m. - 5:30 p.m.  If you want to double check that someone will be home, please email or call me, 2) mail them to my house, 3) email or fax them to me (don't forget that I need invoices/receipts also) or 4) call me to make other arrangements.  You may want to e-mail me or give me a call to make sure I received the deposit if you don't personally hand it to me. 

Please give me a call if you have any questions.  I look forward to working with everyone this year!

Annie Zucker

anniezucker@austin.rr.com

3837 Hunterwood Point, Austin, TX 78746

328-6444 home

751-5847 cell

328-6252 fax

Directions to my house from WHS:

Go north on 360.  Turn left at Westlake Drive.  Follow it around until you veer right onto Royal Approach.  When Royal Approach dead ends make a right onto Bunny Run.  Hunterwood is the first gated community on left hand side. Go to the second gate (the one with the key pad).  EMAIL ME FOR THE GATE CODE!  Our house is the second on the left.

