Process for submitting team monies to the WGHA

Team Manager
Each team must appoint a manager who will be responsible for administrative duties for the team, such as:

· Collecting and tracking all fees from players (eg. rep fees, tournament fees, team fees)

· Submitting the required fees to the WGHA, by the due date on behalf of the team & according to the WGHA guidelines below
· Distributing & collecting raffle tickets and/or coordinating other WGHA fundraising activities for the team
· Other duties as agreed upon with the Head Coach (eg. Booking tournaments & hotels, arranging off-ice training, distributing/collecting paperwork etc.)

Guidelines for Submitting Monies to the WGHA
The WGHA will accept one payment from each team for a particular fee in the form of a cheque.  The WGHA will not accept multiple cheques or cash from individual teams, as this practice is too cumbersome and unmanageable, given the size of the Association.
The Team Manager will collect and track the required funds from all players on their team.  He or she will then write one cheque to the WGHA* for the entire team amount, either from his or her own personal bank account, or from a team bank account.

Eg. Rep Fees for a team of 14 players

Make a single cheque payable to ‘WGHA’ for $2,310 ($165 x 14)
*All cheques made payable to ‘Wilmot Girls Hockey Association’ or ‘WGHA’
Tournament Loans
The WGHA is willing to provide loans to teams early in the season to temporarily cover tournament registration fees.  Up until Oct. 15, the WGHA will lend a team a tournament registration fee(s) by issuing a cheque to the tournament organizer.  Repayment of that loan is due to the WGHA by Nov. 15, with a single cheque payable to the WGHA.
A loan can be requested by emailing the Treasurer and providing the following information: your team name, the payee and the amount.  A cheque will be prepared within 1 week and returned to you for mailing.
Managing your Team’s Funds
The WGHA recommends, but does not require, that each team establish a team bank account.  A team account allows the team’s funds to be clearly managed separately from a personal account, and held there until they are needed.  Transparency with how funds are managed is essential.  It is also recommended that 2 signers are required on a team account.
The WGHA will provide an Excel file to the Team Manager to assist with the management of team funds. This file will include:
· Sample Balance Sheet, General Ledger, Cheque & Deposit Registers
· Tracking Sheet for collection of funds

If team funds are being held in an account, it is mandatory that the team’s financial position be communicated to parents at the middle (Christmas) and end of season, by issuing a simple financial statement.  It should be clear to parents how their money is being spent.

Important Dates
It is recommended that the Team Manager set a deadline with their team several days ahead of the WGHA due dates in order to ensure payments are submitted on time.

October 15 – last day to request a tournament loan for your team

November 1 – Rep Fees are due

November 15 – tournament loan repayments are due

Payments should be labeled with the team name and its purpose (eg. Rep fees), ATTN: WGHA Treasurer.  They can either be handed to a WGHA executive member or submitted through the mail slot of the WGHA office.

