
F.A.Q’s for Committee Heads

The German Village Society runs on a very tight budget.  Our overriding objective is to raise as much money as possible, and to spend as little as possible.
How do expenses incurred in connection with the committee’s work get paid?

Before any expenses are incurred, a detailed budget should be submitted to the Board.  Once approved, the Committee can incur expenses that are included in the budget.  Either Committee members can pay for the item and request a reimbursement, or they may order an item and submit the invoice for direct payment by the Society.  

How detailed should the budget be?
It should itemize all categories of expenses.  For example, a GVS committee might include line items for various supplies and services.  If the Committee then found a need to buy supplies and/or services that are not specifically listed in the budget, the Committee would ask a Board officer for an exception to the budget before proceeding.  The Committee can purchase on its own authority items not budgeted, provided that the total amount of such items does not exceed $100.

How does the Committee submit an expense for payment or reimbursement?

Each item to be paid or reimbursed should be documented with an invoice or a receipt and a transmittal form.  The transmittal form will indicate what line item in the budget the expense should be charged to, the date of the transaction, and the person making the expense. The transmittal form plus the invoice and/or receipt should be submitted to the Director of the German Village Society.

What if our Committee expenses run over budget?

First, the Committee should discuss any overruns in a category with an officer of the German Village Society.  Generally, the Committee should endeavor to adjust its plans so that total expenses for the project do not exceed budget.  For example, a committee might reduce the amounts and/or types of decorations if the refreshments cost more than expected.  If the Committee believes any such adjustments would compromise the project, then the Committee should prepare a revised budget and submit it to the Board for approval.  Generally, expenses that are above budget will not be paid or reimbursed by the Society unless the Board approves a variance.

What if Committee expenses run under budget?
When the Board approves a budget, it approves not only anticipated expenses, but also scope of project.  The scope should not be expanded even though the opportunity may be there because of lower than anticipated costs.  Any expenses that represent an expansion of the scope or the project will not be reimbursed or paid by the Society unless approved by the Board in advance.

Should the Committee pay sales tax on any items or services purchased?
The Society is a 501c3 organization, and is therefore tax exempt.  You will be provided with appropriate documentation which should be presented at the time of a purchase to ensure that no sales tax is charged.

Can the committee give “comp” tickets to volunteers, key providers, or for marketing purposes?
Generally, no “comp” tickets beyond those detailed in a budget should be given without Board approval.  If the Committee believes it is appropriate to give “comp” tickets to certain individuals, then a justification should be submitted to the Board for approval.  Without such approval, the Committee will be expected to give to the society the cash value of all the tickets issued.

How should the Committee control who is admitted?
The Committee is responsible for ensuring that only properly ticketed people are admitted, and that appropriate prices are paid for tickets (i.e., member and non-member rates).  If different prices are to be charged for members and non-members, then all ticket sales should be logged, enumerating the ticket number, the purchaser, membership status, and amount paid.  This log should be submitted to the Director of the German Village Society after the event.  There should be a ticket table at any Committee events, and tickets should be collected at the table before admittance.  The Committee may choose to sell tickets at the ticket table.

How should the Committee control ticket distribution?
All tickets should be consecutively numbered.  When tickets are distributed to Committee members or to others for sale, the name of the seller and the consecutive numbers of the tickets distributed to each person must be recorded.  After selling ceases, the sellers must return any unsold tickets plus the cash collected for tickets sold to the Committee.  The Committee should then reconcile to ensure that all of the cash that should have been collected for the tickets sold is there.  If there is to be different pricing for members and non-members, then the log of the ticket sales described above should be turned over to the Committee by the ticket seller, and to the Society by the Committee.  Haus und Garten procedures are spelled out in a separate document.

Should we keep track of “in-kind” gifts?

An “in-kind” gift is a service or good provided for an amount that is below its normal price.  A plan for soliciting “in-kind” gifts should be prepared and submitted to the Board with the budget.  The plan should detail the “in-kind” gifts that will be solicited and the people or organizations that will be approached.  The “in-kind” gift plan must be approved before solicitation of “in-kind” gifts may begin.  When an “in-kind” gift is promised, the promise should be acknowledged in writing, specifying a description of the gift, and when and how it is to be delivered.  If the “in-kind” gift is worth more than $1,000, a return document should be obtained confirming the gift and signed by the giver.  For all in-kind gifts, an advise should be given to the Director of the German Village Society specifying a description of the gift, the donor (name, address, phone number, email address), and an approximate value.  The Director will generate a thank you note for the donor after the event.  An “in-kind” gift that was not anticipated in the budget will generate a savings versus budget.  This savings cannot be used for anything else, such as offsetting over budget expenses on another item.  Because the German Village Society is a 501c3 organization, and “in-kind” gifts may constitute a tax deductible gift.  Donors should consult their tax advisors.

How should we handle advertisements?
An advertising plan should be prepared and submitted to the Board for approval.  The plan should include a list of all ads to be sold – where they will appear, size, price, etc. – and all people or organizations that will be approached to purchase an advertisement.  After approval is received, sale of advertisements may begin.  All advertisements should be documented with a written contract signed by the purchasers of the ad.  The contract should be finalized contemporaneously with the sale of the ad.  A copy of the contract should be sent immediately to the Director of the German Village Society, who will generate an invoice and sent it to the advertiser immediately after the contract is signed.  Final payment should be received before the advertisement is printed.  

How should we handle sponsorships?
A sponsorship plan should be prepared and submitted to the Director of the German Village Society before any sponsorships are solicited.  The plan should detail the benefits that are associated with each sponsorship and the price for each.   It should also specify who will be approached for sponsorships.  Solicitation of sponsorships may begin after approval of the plan has been received.  Any modifications to the plan must be approved by the Board.  When a sponsorship is sold, the Director of the German Village Society should immediately be notified, including the name address, phone number and email address of the sponsor, the amount, and the benefits associated with the sponsorship.  The Director will then send an acknowledgement and invoice to the sponsor.  Payment for sponsorships must be received before the event occurs.

How should a committee chair handle contributions (check, material, or in-kind)?

First, the committee chair should always make sure that the person (or corporation) receives a “thank you” note for their largesse.  A quick personal note is truly the best way to say thanks.  Second, always suggest a check or credit card rather than cash, and give the check to the staff ASAP.  Just as important, the donation should be documented on the expense/revenue form available at the Meeting Haus.  As the form records expenses, it can also record income.  Fill out the form (name, address, email, phone) and select the right class so that the German Village Society can formally thank the donor as well as insure that our bookkeeper can send the correct tax receipt information.  These contributions take many forms.  It can be a check for Schiller Park plants, a check for food at a reception, an in-kind H&G pre-tour dinner expense (the hosts donate the food and drink at their residence).  In all cases, there should be supporting documentation (a check, a material receipt, or a letter from the host telling how much they spent for dinner).,  If you have any questions, be sure to ask the staff how to proceed……we don’t want to forget anyone who is a donor.

January 19, 2011

1

