Financial Management Policy

Authority of Treasurer, Student Accounts Treasurer, and Anyone Authorized by the Board to Act on Accounts Attributable to the TJBB

The Treasurer, Student Accounts Treasurer, and anyone authorized through a written delegation from the Board to act on accounts attributable to the TJBB shall exercise the authority provided by the TJBB By-Laws, the written delegation (which may be satisfied via electronic messages), or this Policy.  The Treasurer, Student Accounts Treasurer, and anyone provided a written delegation from the Board shall not exercise any authority not explicitly stated in the By-Laws, this Policy, or a written delegation from the Board.

Unless otherwise limited by the President, Board, TJBB By-Laws, or other policies of the TJBB, the President and Treasurer are individually authorized to make determinations regarding revenue and expenses in the amount of $100 or less for any single matter or series of related matters; together, the President and Treasurer are authorized to make determinations regarding revenue and expenses in the amount of $250 or less for any single matter or series of related matters.  Anticipated expenses may not be subtracted from anticipated revenue for purposes of this policy.  

Authority of Other Officers and Members

No other officer or TJBB member shall have authority to act on financial matters or obligate the TJBB in any manner unless expressly authorized by the Board.

Coordination with Student Accounts Treasurer and Student Accounts Policy

The Treasurer shall coordinate with all members and other interested parties with regard to financial matters relevant to activities of the TJBB; in particular, the Treasurer shall ensure reasonable coordination with the Student Accounts Treasurer, Fundraising Chairperson, Director, and, as appropriate, School Administration.   

Operating Budget, Capital Budget, and Budget Approval

The Treasurer shall maintain an operating budget and a capital budget.  The operating budgets shall reflect revenue and expenses associated with ongoing activities of the Program, which shall distinguish, at a minimum, the revenue and expenses of the marching band activities, concert band activities, other band activities, and indoor guard activities for the period.  The operating budget shall, in addition to identifying projected funds inflows and outflows during the period, also incorporate a reasonable allocation for the use of equipment, uniforms, instruments, and other materials used in the conduct of each activity.  The capital budget shall project the capital needs of the TJBB for the ensuing 5-year period, and shall, at a minimum, distinguish among capital expenditures allocated to marching band activities, concert band activities, other band activities, and indoor guard activities for the period.

The budgets shall be approved by the newly constituted Board prior to each school year.  Thereafter, the Treasurer shall maintain records that reflect the monthly revenue and expenses for each budget, as well as the aggregate revenue and expenses for all programs.  The Treasurer shall also compare actual performance to budgeted performance, and shall recommend budget modifications to the Board in the event of material variances when comparing actual performance to budget projections; material shall be defined as any variance of 1 percent or more of total revenue. 

Reporting to the TJBB Board and Membership

On a monthly basis, the Treasurer shall present to the Board reports of the financial performance and condition of the TJBB, including revenue, expenses, a statement of accounts (or balance sheet), and a current bank reconciliation through the most recent month-end.  The report shall compare actual performance for the current annual period (defined as July 1 through June 30) for each budget approved by the Board.  The Treasurer shall also present projected expenses and capital expenditures for the upcoming month, and such other information as the Board shall request from time to time. 

On a monthly basis, the Treasurer shall also present, in a reasonably condensed format, a summary of the TJBB’s financial performance and condition, as well as upcoming expenses and capital expenditures.  Such report shall be made during each monthly meeting of the membership, and may be furthered by notice through the TJBB web site, written communications to the general membership, and postings in the Band Room. 

Incoming Funds; Expense Requests and Payments

The Treasurer shall establish and maintain an auditable system of records regarding all funds attributable to the TJBB.

Further, the payment of all amounts must be supported by documentation of the requesting individuals’ authorization to obligate the TJBB.  All such payments and expenditures shall be approved by the Band Director, with approval indicated by signing the Request for Reimbursement Form, and all receipts must be attached to the form.  No reimbursements or payments shall be made for any purchase without a receipt, an approved purchase order, or some other acceptable form of documentation. 

Placement and Investment of Funds; Bank Accounts and Authorizations; Reconcilements

Unless otherwise approved by the full membership, all funds attributable to the TJBB will be placed in accounts held with FDIC-insured banks or savings associations.  The Treasurer and one other individual will be authorized to act on behalf of the TJBB for each account; this may include the authority to deposit or withdraw funds, or both.  Prior to initiating such action, the Treasurer shall request authorization from the Board for all such authorizations.  Any individual authorized to act on behalf of the TJBB shall be subject to the By-Laws, this Policy, or a written delegation from the Board.  The Treasurer shall establish and maintain an independent reconcilement process for each depository account attributable to the TJBB.

Books and Records

The Treasurer shall maintain the TJBB’s books and records, including records of all financial activities, in accordance with generally accepted accounting principles and other tenets of safe and sound accounting.

Production of Documentation and Treasurer Availability

The Treasurer shall produce all documentation within a reasonable period of time, and make himself or herself reasonably available in order to comply with the audit requirement(s) contained in the TJBB By-Laws and any request of the President or Board.

Exceptions

Any exception to this Policy shall be timely reported to the Board for action; timely shall be defined as awareness or knowledge of a potential or actual contravention of this Policy.  The TJBB is not obligated to refund, reimburse, pay, or otherwise honor obligations entered into by any party unless such obligations comply the TJBB By-Laws, this and other relevant policies, or a written delegation from the Board.
Approval, Review, and Amendment

This policy, and each amendment, shall be approved by the Board of the TJBB.  The Board shall annually review this policy.  Amendments to the policy may be referred to the Board by any committee, officer, member of the TJBB, or Program staff.

