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FORM C2	





MANAGEMENT OF REGIONAL TEAM FUNDS COLLECTED


BY SCHOOLS





(This information does not apply to managers of triathlon, swimming, cross country and track & field where all monies are managed by the Regional Sports Office).





Team managers must abide by the following procedures


in relation to the collection of team levies.





The Team members levy for participation in the team is calculated by the RSSO.





Team Information Letters containing the levies are distributed by the Team Manager.





The Team Manager ensures that the school Business Services Manager/Bursar receives a copy of the Team Information Letter (Form B1).





4.	All Team Members return the Apparel Order Form with the cheque attached to the Team Manager by the stated due date. The Team Manager transfers the information from individual apparel order forms on to the Summary of Uniform Items Sheet (C6). Please check the addition on each form as this is where most errors occur.





5.	The Team Manager transfers the information from individual apparel order forms and cheques to the Financial Details Form (Form C5).





6.	Team Manager presents cheques and an updated copy of the Financial Details Form to the Business Services Manager/Bursar. If part-payment is accepted for a student, the minimum deposit should be 50% of the total.





7.	Request the Business Services Manager/Bursar to arrange for any refunds to students that are required prior to the team’s departure. These must be authorised in writing by the Team Manager.





NB: Under no circumstances may a student travel without full payment of the team levy having been receipted by the team manager’s school prior to the teams departure.





8.	Business Services Manager/Bursar receipts cheques into a specific cost centre for that team (using E*** codes for SMS systems. Each cheque must be receipted individually using the name of the sport team as the customer and the child’s name entered into the comments box. Receipts must be returned to the team manager for distribution to team members. The Financial Details Form will break down the cheque into Uniforms, Photographs and Team Levies. Uniform and Photograph prices listed, are GST Inclusive. Team levies are GST Free. As such, the GST component of uniforms and photographs is to be included in the school Business Activity Statement GST Revenue Control.





9.	Upon completion of collection of all team monies, the Team Manager forwards a completed Financial Details Form and Summary of Uniform Form to the Sports Office. Business Services Managers/Bursars must retain a copy of the Financial Details Form for audit purposes.





10.	Regional Sports Office will forward a tax invoice to the school, including GST applied to the total amount. Upon payment of this tax invoice, the school will earn appropriate input tax credits.





11.	All individual student Apparel Order Forms must be retained and returned to the Sports Office on completion of the financial procedures. This is an Audit requirement.





Please use the following CHECKLIST – Form C3 to assist with the Financial Management of your team.
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