Local Program Development Guide
Section 7 - Finance

Finance

Accounting for all funds raised and used by your Local Program is important to protect the
credibility of the Special Olympics brand, as well as to ensure compliance with the Internal
Revenue Service (IRS) in the United States (or comparable agency in your country) as a tax-
exempt charitable not-for-profit organization.

Oversee & Manage Financial Resources

The following steps should be taken to ensure that the Local Program’s financial resources are
managed appropriately:
¢ Identify a Local Program volunteer to manage finances.
Recruit someone who is capable of helping to budget, manage funds, and report
finances as required. Notify the Accredited Program office as to who has been
identified for this role.

e Educate your local program about financial procedures
Local program leadership should be knowledgeable about financial practices and
policies in place by your Accredited Program and should make program
participants aware of financial procedures that they must follow as part of the
local program.

Additional Financial Considerations — Your local program’s financial lead should be
familiar with the following items.

e Banking and accounting practices vary by Accredited Program. It is
recommended to meet with your Accredited Program’s Chief Financial Officer
(or other staff, if directed) to understand policies and expectations regarding:
o Banking for local programs
o Budgeting and financial reporting requirements
o Expense reporting and/or reimbursement for local program expenses
o Purchasing, inventory, and disposal of capital equipment, which is
generally defined as non-disposable equipment or items valued above a
certain threshold (likely $1000 USD or more)
o Reporting in-kind donations, whether as part of fundraising efforts or
reporting volunteer hours if applicable.
e While athletes are prohibited from being charged to participate in Special

Olympics per General Rules, Accredited Programs may invoice local programs for
Special Olympics Wisconsin
6582 Ronald Reagan Ave | Madison, WI 53704
Phone (608) 222-1324 Fax (608) 222-3578 Web SpecialOlympicsWisconsin.org Email accounting@specialolympicswisconsin.org

Created by the Joseph P. Kennedy Jr. Foundation for the benefit of persons with intellectual disabilities



pre-arranged services (such as lodging at State Games). Generally, the
Accredited Program’s office will invoice local programs for such fees or deduct
the invoiced amount from local program funds, if applicable.

e Local Programs are not permitted to open credit cards, debit cards, bank savings,
checking accounts, certificates of deposits (CDs), general investments, or
endowments.

e In addition to financial policies, local programs should be familiar with your
Accredited Program’s fundraising policies and how they apply to you. In general,
you should be familiar with Deposits must be made daily upon receipt of funds.
Thank you letters must be sent to all donors.

e Additional resources available from your Accredited Program include:

o IRS (or equivalent) letters and documentation, which may be needed for
securing donations.

o General financial information from your Accredited Program — such as
annual reports or IRS Form 990 — can generally be found on their website,
or upon request.

Special Olympics Wisconsin Finance Policies

A variety of individuals and groups are interested in the reported expenses and revenues of
Special Olympics Wisconsin (SOWI).

1. Those who donate money, services or materials

2. The Board of Directors, who have a responsibility to manage the assets of SOWI for
stated purposes and objectives

3. The President (CEO) of SOWI, who has the responsibility of carrying out the stated
polices of the SOWI Board of Directors

4. Special Olympics, Inc., who mandates a standardized accounting system in the General
Rules

5. Those governmental jurisdictions, who have authority to control charitable solicitation
through enacted legislation as well as the local, state and federal governments which
grant tax exemption and a solicitation license to SOWI

To provide adequate information to these persons and groups, SOWI classifies expenditures on
a “functional” basis. The functional classifications are:

Program Services, which describe SOWI program activities such Games and Competition,
Training, Programs, Outreach and Public Education.
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Support Services, through which management, administrative, fundraising and general
non-program operating expenditures are charged, such as legal and accounting services,
as well as portions of salary, postage, printing, etc.

Local Programs are included in the SOWI annual financial audit.

All Special Olympics Local Programs who collect and spend money in the name of Special
Olympics will have an in-house account. Programs that have their finances accounted for in-
house with SOWI will be asked to maintain their account balances by following all procedures
outlined in this handbook in the Finance / Local Programs with In-House Accounts section.

Procedures For Local Program Deposits

When you deposit revenue for your Local Program, please follow the steps listed below. Programs
should process and mail deposits into State office at least once per week. If you have any questions
regarding your deposit or deposit procedures you may contact SOWI’s Accountant.

! LOCAL PROGRAM DEPOSIT TICKET
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1. The State office will provide Local Programs with the items listed below. The Local Program is
responsible for storing checks and cash in a safe and secure location prior to deposit.
a. Local Program Deposit Stamp
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b. Local Program Deposit Ticket
c. Local Program Deposit Ledger
d. Postage paid #10 business size envelopes
If a Local Program needs supply replenishment, please contact the Accountant.

All deposit forms can be found under the Forms for Duplication section of this handbook as well as
“Local Program Forms & Tools” the Local Program log in page of our website:
SpecialOlympicsWisconsin.org. Contact the State office if you need assistance logging in.

2. Prepare cash and checks for deposit

a. All cash should be converted to a money order or cashier’s check at a local financial
institution and included with your deposit.

b. Stamp the middle of the back of each check with the deposit stamp and complete the
required information (do not stamp check in the endorsement area.) If all checks are to be
coded to the same account number, you may bundle the checks, stamp, and code only the
first check in each bundle.

e Local Program Number — identifying number assigned by SOWI
o Account Description (see below)
« Reference — additional information to record about the donation (optional)

Description Reference:

Description
Registrations &

Reg - Participations
Corp - Corporate Contribtutions
Orgs- Organizations & Association
Grants- Foundation Grants
Ind- Individual Contributions
Fundraiser- Fundraisers - Must include explanation
Souvenirs- Souvenirs
Concession- Concessions
Other- Other

If you have a deposit that does not fit into the accounts listed above, please contact SOWI's Accountant

3. Total checks for deposit. A downloadable 10-key calculator is available on the Local Program log in
page on the SOWI website.

4. Complete the Local Program Deposit Ledger listing all donors and contact info. It is strongly
recommended that Local Programs complete this step. The deposit ledger is kept by the Local
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Program (do not mail to State) and is a precaution in case the deposit is lost or destroyed in the
mail. This is the Local Program’s in-house record of the deposit.

5. Complete the Local Program Deposit Ticket with the required information:
o Deposit Date
o Local Program Number
o Total of Checks being submitted
o #of Checks
o Submitted by
o E-mail Address

6. Insertthe Local Program Deposit Ticket and checks (no cash) into the postage-paid envelope and
mail. They should be dropped in a U.S. Mail postal box or post office, not in residential roadside
mailboxes.

7. The State office will receive your Local Program deposit via U.S. mail. All forms must be complete
and included with the deposit (ex. bank deposit receipts). Your deposit will be deposited
electronically. The deposit date will be approximately 3-5 business days from the date received at
the State office (this excludes holidays, weekends and staff vacations).

8. Gift acknowledgements will be mailed to the donor by the State office on the Local Program’s behalf
(excludes raffle, souvenirs, concessions and other events where the donor receives a good or
service). The State office processes gift acknowledgements daily and the donor should receive their
receipt within 5-7 business days of deposit. For cash donations, if the donor requests a receipt, the
Local Program may provide a handwritten gift receipt on the day of the event or fundraiser.

9. The deposit will be reflected on the monthly financial statements provided to the Local Program
manager through the Local Program finance page on the SOWI website by the 15" of the following
month. If the Local Program needs assistance logging in, please contact the State office.

Example of Gift acknowledgement sent by Headquarters:
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10/9/2025

Name
Address
City, State, Zip

Dear Joseph,

We would like to extend our heartfelt gratitude for your generous support to Special
Olympics Wisconsin in the amount of $5000 made through Vanguard. Your support
ensures that athletes from your community and across the state can experience the
joy of sports, build lifelong friendships, and develop their leadership skills.

Your role in our Special Olympics Wisconsin community is invaluable. You have
empowered athletes to reach new heights and accomplish things they never thought
possible, while feeling pride and knowing they belong. Your contribution allows
families to witness their loved ones' courage, determination, and
passion as they compete.

“Special Olympics is like my family and when I'm with my family, when
I'm with support — that's when | feel the happiest.”- Edward Kastern,
Athlete and Unified Leadership Specialist

Thank you for being a part of our movement and empowering
individuals with intellectual disabilities, promoting inclusion, and
building communities where everyone thrives.

With sincere appreciation,
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Chad Hershner
President & CEO

DONOR RECEIPT
Donor: Joseph Smith Date: 1/15/2025 Amount: $35

Description: Individual Contribution in honor of all the students you have taught in Special

Education

Special Olympics Wisconsin 501(c)(3) acknowledges that no goods or services were rendered in exchange for this
contribution. This letter serves as a receipt for your records.
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Sales Tax

SOWI is a tax-exempt organization but we are not exempt from collecting sales tax. This means we must
report sales tax on the sale of taxable items and submit these taxes to the Department of Revenue each month
for the previous month:

e Sales of goods such as T-shirts, candy, wreaths, bird seed, buttons, concessions, souvenirs, etc.

e Any admissions/participation/registration fees that we charge to events (including holiday and recognition
events)

e Live or silent auctions

e Any fees we charge for carnival games or similar activities

If you do not participate in any of the activities listed above, you do not have to read any further regarding
sales tax.

If you participate in the above activities, please note:

o When figuring your sale price, make sure you mark up your items enough to still make a profit after the
sales tax because you will now have to pay sales tax.

e When selling, you must disclose to buyers that sales tax is included in the price. This should also be
disclosed on brochures and price signs. This is a Department of Revenue rule.

1. If you participate in sales tax activities listed above, please do the following:
a. Complete Deposit Ticket (mark the check box stating there are taxable sales items included in your
deposit).
b. Deposits for taxable items must be submitted in the month the items were sold/charged.
If it is the last day of the month, submit by next day as SOWI must report sales tax to the Department
of Revenue at month end.

All deposit forms can be found under Agency Forms & Tools on the Agency log in page of our website,
SpecialOlympicsWisconsin.org as well as in the Forms for Duplication section of this handbook.

The good news is that SOWI will manage all this government reporting for you based on the sales tax
summaries you submit to us. No need to worry about filing deadlines or penalties! If you have questions, you
may contact the Gift Records Manager, at the Headquarters office.

In-Kind Contribution Procedures

When you receive completed In-kind Contribution Receipts for your Agency, please follow the steps listed
below. The Headquarters office will provide Agencies with In-Kind Contribution Receipts and postage paid #10
business size envelopes to mail completed forms to Headquarters office. Completed Receipts are due within
30 days of receipt of item.

For a detailed explanation of the procedures and documents please reference document:
In-Kind Contribution Procedures in the appendix portion of the Local Program Guide.
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All Special Olympics Local Programs who receive and spend funds in the name of Special Olympics will have an in-
house account with SOWI. Local Programs that have their finances accounted for in-house with SOWI will be
required to maintain their account balances by following all procedures outlined in this handbook in the Finance /

Local Programs with In-House Accounts section.

Local Programs are included in the SOWI annual financial audit.

PROCEDURES FOR LOCAL PROGRAM ACCOUNTS PAYABLE

When you purchase items for your Local Program, please follow the steps listed below.

1. Make sure the expense is allowable. See the list of allowable and non-allowable expenses at the end
of these procedures.

2. Contact the vendor from whom you wish to make the purchase to inquire about and establish a direct
line of credit. If you need a credit application filled out, e-mail it to AP. We will complete the needed
information and return it directly to the vendor.

3. Once the direct billing has been established with the vendor, you will be able to make your purchase.

4.  When you make a purchase, please have the bill/invoice sent electronically to you and the State Office:
accountspayable@specialolympicswisconsin.org

a. You will need to provide a corresponding Invoice Approval Form.

5. Fill out the Invoice Approval Form. This form must be filled out completely.

a. Name of Payee — the party you purchased items from.

b. Amount- the total amount due.

c. Purpose — Please be as detailed in this section as possible. Include names, dates, locations,
and reason for purchase.

d. Local Program Number — ALWAYS include your Local Program number.

Local Program Manager Approval and Witness- the witness cannot be a family member of
the manager and must be a member of the Local Program Management Team who is a Class
A volunteer without financial restrictions. An invoice will not be paid without dual approval.
Please be sure you sign and print your names.

f.  Expense Code —included is a list of Expense Codes. The expense codes listed are throughout
ALL levels of the organization. Your expense must be an allowable expense as listed in this
section of the handbook. If you have any questions, please contact the Finance Department.

g. Date to be paid by — Date payment is needed. Special Olympics Wisconsin pays all invoices
on a net due in 30 days basis unless otherwise noted.

h. Date of Purchase — Date you made the actual purchase.

6. For an expense reimbursement for a volunteer (versus a direct bill invoice from a vendor), use the
Expense Reimbursement form. Receipts must be attached.

7. Upon receiving both a completed Invoice Approval Form (Expense Reimbursement Form) and the
invoice (receipt), the Accounting Department will pay the invoice.

8. Invoices are paid bi-weekly. Invoices are scheduled to be paid the week following receiptinto the State
Office. There may be times when it will take additional time to process payments.

9. Monthly Financial Statements will be available on the Local Program page of the SOWI| website. These
statements will be available on or before the 15% day of the following month. For example, January
reports will be posted on or before February 15t". These reports will show all expenses and revenue
for the month. If you need more specific reporting, please contact the Finance Department. Each
invoice will be paid in full, if you have sufficient funds in your account.
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SOWI Allowable Expenses

Allowable Expenses

e Uniforms for athletes

e Snacks & meals for athletes and coaches

e Costs associated with athlete training or competition

e \Volunteer mileage reimbursed at the current IRS charitable rate

e Gift cards for a reasonable amount to show volunteer appreciation (make sure to list the name of the
recipient) — not to exceed $25.00 in value

e Busrental

e Purchase of sporting equipment used during training for Special Olympics events

e Costs associated with recruiting new athletes or increasing athlete participation

e Costs associated with promoting Special Olympics in your community

e Reasonable fundraising expenses (concessions, candy sales, t-shirt sales, wreathes, etc.)

o Office supplies such as postage or paper

e Storage for sporting equipment

e Professional training fees (please have recipient fill out /RS W9 Form)

e First aid / medical supplies

e Laptop/computer and software — Not to exceed $1000.00 per calendar year

e Banquets/Local Program party - Average cost should not exceed $20.00 per athlete. (If athlete and/or
family and friends are charged, this is taxable and proper form completed to).

*Any item with a purchase value $1000.00 or greater will require the prior approval of the SOWI Sr. Director of

Field Services Office

*All items that have a purchased price of $2500.00 or greater are considered asset and SOWI needs to be

notified for insurance and tax asset inventory tracking.

Non-Allowable Expenses

e Cash donations (memorials or cash gifts - SOWI permits nominal memorials for athletes & coaches)
e Gasoline purchases (unless refueling rented vehicle to transport athletes to Special Olympics event)
e Gift cards purchased to put gas in volunteers’ personal vehicles

e Cell phone service or land line phone service

e Loans

o \ehicle purchases

e Stock purchases

e Salaries or stipends for any Local Program position
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