SIHENSE RECuest

Form 100

Goodrich Soccer Club, Inc

Liz Parker, GSC Treasurer, email: esp2021esp@yahoo.com,
phone 810 240 4949

Date Requested: / /

Date check must be received by Payee if mailed:

Description of Expense:
Receipts/ invoices etc. must be attached showing detail of expense per GSC Inc club policies.
Original receipt is required for cash expenditures. If invoice is paid in advance, invoice must be
marked PAID by the invoice.

Name of Expense Submitter:
Name which approved budget area these funds must come from:

Check to be issued to:

Name:

Company:

Address:

City:

State: Zip Code
Amount of check requested $

Policy: GSC Treasurer ensures requested funds are being spent on items planned in approved
annual budget and funds exist yet in that budget area. If this is not so, check will not be written
without email from president, vice president or past president authorizing the expense exception
from the budget.

Financial Audit Tracking: Accepted by GSC Treasurer on date:
Signature of Treasurer

_ Entered in GSC official Quicken file
_ Deposited in Oxford Bank date
_ Reconciled on Oxford Bank statement
_Reconciled in periodic independent audit.
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AmlaGSC
Volunteer who has
written preauthorization
from GSC board to

GSC Expense Process #200

withdraw funds from
GSC treasury?

YES

Find Volunteer who is
already authorized to

purchase what is needed or
"1 | get a letter of exception from

operating club president
to you and the treasurer

Failed You spent your
own money, sorry

I have proof of
purchases expenses
incurred or that are due?

YES

NO
the
sent
NO
Collect receipts, copies
.| of invoices marked”
Ll

paid in full” or yet due
with a date due

NO

Filled out Expense form?

Download most current copy
of GSC Expense form 100
form Goodrichsoccerclub.com
website

Submitted 2 copies
of Form 100 and originals
to GSC Treasurer for
acceptance into
payment system?

Keep 1 of the 2 copies that was
signed as accepted by treasurer
for your records, update your
spent $ for your annual allowed
budget areas, note if budget
needs adjusting for next year

Rejected

or funds not in budget

Spending not authorized,

resolve with club officers

Accepted Expense

Verify check has been received
where it was due and make a
note on your copy of the
expense form for your records,
Communicate with Board
assigned periodic auditor to
verify funds were paid as
planned if concerned.

Succeeded

Expense Process
Completed

GSC board approved process Rev D 3/21/2011



GSC Deposit Process #201

Failed
Do not accept

NO | have cash to deposit that
p
| have checks was given to me for
Made out to GSC > registration, donations, or
To deposit immediately checks made out someone
else
YES
NO Organize a list of all
Checks showing
The is only 1 check » source and amount of
check am make 2
copies
YES
NO

| have Filled out Expense
Form #101 and have
A second copy

Download most current copy
of GSC Expense form 101
form Goodrichsoccerclub.com
website, complete and make
a copy

Submitted 2 copies
of Form 101, with checks
And deposit list if
More than one item
To GSC Treasurer

Keep 1 of the 2 copies that was
signed as accepted by treasurer
for your records, update your
deposited $ for records, note if
income budget needs adjusting
for next year

Rejected

Form 101 not filled out completely or
missing, multiple checks on itemized on
separate document, 2 copies not
available

Accepted Expense

Communicate quarterly with
Board assigned auditor
regarding deposits you made so
they can verify in audit

‘ Converted cash to a check

Deposit Process
Completed

GSC board approved process Rev D 3/21/2011
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