Wyewood Financial Policy

1. Introduction

The Wyewood Financial Policy serves as an addendum to the requirements set forth by the Society for Creative Anachronism, Inc.  (SCA) Financial Policy, and the Kingdom of An Tir Branch Financial Policy.  This policy is governed by Modern Law, Corpora, SCA Financial Policy, Kingdom Law, and Kingdom Financial Policy, and shall be revised, as needed, to remain in compliance with these superseding documents.  If there are any changes to the above superseding documents that conflicts with this branch Financial Policy, the requirements of the superseding documents will take precedence over any conflicting policy outlined in this branch policy.  

Revisions to this policyOther revisions shall be by unanimous consent of the Financial Committee.  All references to monetary amounts refer to U.S. currency.

12. Composition of the Wyewood Financial Committee

1.1) The Financial Committee, in accordance with Section VI.A of the SCA Financial Policy, shall be composed of three or more officers. In Wyewood, this is the Coronet (counting as one vote), Exchequer, Seneschal.

1.2) Deputies for any of the Officers on the Financial Committee may attend its meetings and participate in its discussions; however voting is limited to one vote per Office.

1.3) The authority to approve all budget requests and expense authorizations rests solely with the Financial Committee, and all decisions by the Financial Committee are by simple majority vote, except where if noted elsewhere in this policy.

1.4) The length of each member’s term on the Financial Committee shall coincide with each member’s term of office.

2. Meetings of Financial Committee

2.1) The Exchequer shall chair the meetings of the Financial Committee. 

2.2) Meetingswhich shall convene at a minimum of quarterly once per quarter, at which ato review of the most recent Financial Report submitted to the Kingdom Exchequer will be conducted, along with other business as pending or necessary.  Additional meetings may be called to discuss other financial business, as needed, or as necessary to ensure the continued smooth operation of the Branch should the need arise.

2.46) Discussions Meetings may take place either in person or via e-mail video conference (Zoom, Teams, etc.)which is an approved method for the dissemination of information.  

2.5) All decisions and approvals made by the Financial Committee are to be made by consensus during regularly scheduled meetings.  In the case of urgent or emergency need, consensus for decisions or approvals may be garnered by email, and such decisions documented in the minutes of the next regular meeting of the Financial Committee.

3. Branch Financial Reporting Requirements

All branch financial reports are to be submitted by Exchequer in a timely manner, based on Kingdom reporting requirements as outlined in Kingdom Financial Policy and/or Exchequer Manual.  Complete report submitted will be in accordance with current An Tir and Society requirements per Kingdom and Society Exchequer Manuals.  

Notice should be provided by Exchequer to the other Financial Committee members when quarterly/annual reports are submitted, along with a copy of the basic financial report (full financial report provided on request). 

Current reports are deadlines for the Kingdom of An Tir are:
· 1st Quarter due May 1
· 2nd Quarter due August 1
· 3rd Quarter due November 1
· Annual Report due February 1
Any change to Kingdom Financial Policy affecting these dates will supersede the dates above.

A.6.1) All quarterly and annual reports shall be submitted on-time and in accordance with Kingdom Policy.

A.6.2) Kingdom/society report contains a section that details information on the signers on branch accounts.

6.1) The Exchequer shall submit the basic annual Financial Statements (e.g. the Comparative Balance Sheet and Income Statement) for publication in Wyewood's newsletter, andoron the Barony’s web site, with notice provided at the next business meeting, in the newsletter (The Wyesmouth), and to the baronial mailing list.  post such annual Balance Sheet and Income Statement on the baronial web site and notify the populace of such at the next regularly scheduled Baronial Business Meeting, information which will be published with the minutes in the next Baronial Newsletter.

6.4) Any Wyewoodian, upon reasonable request, may examine the financial records of Wyewood at a time and place agreed upon by the Exchequer and the requester.

4. Timeframes and Methods for Review and Revision of the Financial Policy

Branch Financial Policy should be reviewed (and revised as necessary) whenever changes in Modern Law, the SCA’s governing documents and Policies, or other circumstances so require, but no less than once every 2 (two) years.	Comment by Wyewood Exchequer: Taken straight from Kingdom Policy

5. Methods for Controlling Cash Receipts and Disbursements

There shall be no co-mingling of Society funds with the funds of any individual, business, or other legal entity.  Funds collected at or for events shall be deposited into the hosting group's SCA bank account.  Disbursement controls shall be implemented by the branch that are sufficient to discourage misappropriation of funds and to reveal any attempted misappropriation promptly.

11.5.1. Branch Revenue

A.11.1) Revenue generated by the Branch shall be handled in the following ways:
A.11.1.a)5.1a Event Revenue shall be deposited in the Branch General Fund account.
A.11.1.b)5.1b Monies generated through the release of assets belonging to the Branch shall be deposited in the Branch General Fund account.
A.11.1.c)5.1c Monies generated through the release of assets belonging to a specific Office or Guild shall be deposited in the General Fund account and attributed to that Office or Guild’s available budgetBudget.
A.11.1.d) 5.1d Monies donated to the Branch, unless specified by the donor, shall be deposited in the Branch General Fund account, unless specified by the donor.
A.11.1.e)5.1e Any revenue other monies recieved not covered in the above shall be deposited in the Branch General Fund account.
A.11.2)5.1f Receipts (or acknowledgement letter) should be given, whenever practical, for revenue from donations or equipment liquidation.  A receipt book should be available to those receiving monies (e.g. gate staff) should a receipt be requested.

7.5.2 Expense Authorizations

A.7.1)5.2a No Officer of any level has the authority to authorize payments that do not support the Society's tax exempt purpose.
A.7.1.a)5.2b Classification of expenditures for reporting purposes should followOverall guidelines for classes of expenditures areas delineated in the Society Chancellor of the Exchequer Officer's Handbook.
5.2c All expenditures shall be made by draft/cheque from the branch general fund chequing account, unless the expenditure is a direct draw from a separate dedicated fund which has a separate bank account. 
5.2d Requests for payments, either direct payments, reimbursements or cash advances, must be made in writing by submitting a “Cheque Request” form to the Exchequers office, either in person, by mail, or by electronic attachment.  Authorization for requests lies in the hands of:
		- the officer to whose budget the requested expenditure will be charged
		- the autocrat/event steward for the event to which the expenditures will be charged
		- the Seneschal, for all other expenditures
5.2e Expenditures for items specified in the approved annual branch budget (e.g. monies for martial practice supplies, web-site fees, Post Office box or storage locker rent, etc.) are considered “approved” by the ratification of the budget for that year.  Expenditures for items outside the approved budget shall be considered by the Finance Committee on an individual basis.  Authorizations shall be approved or denied by consensus of the officers present at the time a decision needs to be made.  Authorizations shall be approved or denied by consensus of the officers present at the time a decision needs to be made,withThere shall be a minimum of three officers present, one of which shall be a member of the Financial Committee, before an expense authorization can be made..  In reaching that consensus, each office shall have only one vote in financial matters (i.e.: The Seneschal and Contingency Deputy Seneschal shall only have one vote for the office of the Seneschal.)  Upon approval, the Exchequer, as the chairperson of the Financial Committee shall sign the authorizing document (Budget Worksheet Reimbursement Request or Cash Advancee.g. the Cheque Request).	Comment by Wyewood Exchequer: I’m iffy about leaving this in?
A.7.1.b)5.2f If the reasonableness of the expense is uncertainthere are any questions or concerns about reasonableness of an expenditure, the question should be submitted to the Financial Committee for discussion and resolution., the Exchequer shall be consulted prior to any commitment.. If necessary, the Exchequer shall consult with their immediateKingdom superior.  Note that most expenditures for events should have been outlined in the event bid submitted.
A.7.3)5.2g  Cash advance requests require a completed Cheque Request Form, and shall be approved by the Financial Committee. Reconciliation of cash advances shall occur within 90 days of the advance10 days of completion of the event for which cash advance was requested. and, if If at all possible, reconciliation and return of any unspent advances should occur before the end of the current financial quarter.	Comment by Wyewood Exchequer: Does Fin Committee want to approve all cash advance requests?  This usually comes from the event steward and should be covered under their event bid submitted and approved.
A.7.4) Event Bid and Special Project Expense authorizations shall be approved/denied by the Wyewood Council (as defined in the Customary). Thoughtful consideration should be undertaken by the officers before committing Wyewood's funds.
5.2h 5.2h Approval of expenditures outside of approved budget:
5.2h-1If necessary between meetings of the Financial Committee, tTwo members of the Financial Committee, may by mutual agreement, authorize individual Event or Special Projects expenditures up to $50.00. Both shall sign the authorizing document (Cheque Request Form) and report these authorizations to the other members of the Financial Committee as soon as possible. A spokesman for the Financial CommitteeThe Exchequer shall report the authorization at the next regularly scheduled Business Meeting.
A.7.6)5.2h-2 If necessary between Business Meetings tThe full Financial Committee, if necessary between Business Meetings, may by unanimous agreement authorize individual Event or Special Project expenditures up to $300. This approval shall be unanimous. The Seneschal and Exchequer shall sign the authorizing document (Cheque Request Form). A spokesman for the Financial Committee The Exchequer shall report the authorization at the next regularly scheduled Business Meeting.
(See also A.13 Event Finances)
A.7.7)5.2h-3 Any Branch expenditure over $300 not specifically outlined in the annual budget shall, after discussion by the Financial Committee,  require a Major Votediscussion at a Business Meeting before approval or denial by Financial Committee is made.
A.7.9) The Baronial Teamster, at the discretion of the Wyewood Council, may be authorized reimbursement for transportation expenses incurred in the line of their duties.
A.7.10)7.2i Guild monies shall be used at the Guild's discretion and in accordance with the financial procedures laid out in their charter, so long as it is considered ALLOWABLE according to Kingdom and Society Financial policies.

8.7.2j Reimbursement Policy
A.8.17.2j-1) All monies spent for which reimbursement is requested should be pre-approved by the Branch, directly or via an approved budget , or directly by the Financial Committee and/or full council (see 5.2h, above).
A.8.2)5-2j-2 Any one requiring reimbursement for approved funds spent on behalf of the Branch should submit their request for reimbursement in writing within 30 days of expenditure. Per Kingdom policy, “Branch Exchequers are only obligated to reimburse for receipts presented within 120 days of the expenditure.” Receipts presented after 90 days will need the approval of the Branch or the Financial Committee to receive reimbursement.
A.8.3)5.2j-3 All expense reimbursements require a completed Cheque Request Form and fully documented receipts. Reimbursement requests that do not exceed approved budgets need only be signed by the Exchequer. Reimbursements that exceed approved budgets, or which have not had prior approval, shall be approved by the Financial Committee before reimbursement can be made. No reimbursements shall be made without receipts.
A.8.4)5.2j-4 Reimbursement checks given by the Branch should be cashed as soon as possible to avoid bank refusal for “stale-dated” cheque. Should a check not clear the bankCheques that do not clear within 180 days (that’s 6 months people!), the check will be voided and the person seeking reimbursement will again have to gain need to begin the reimbursement request/approval process again. approval for reimbursement and provide a reasonable explanation as to why the previous check was not cashed.
A.8.5)5.2j-5 All reimbursements and refunds will be done by check with appropriate paperwork attached. No reimbursement or refund will be given out of the cash box at any time.  All reimbursements and refunds will be done by check with appropriate receipts/authorizations attached.
5.2j-6 The Baronial Teamster, at the discretion of the Wyewood Council, may be authorized reimbursement for transportation expenses incurred in the line of their duties.


6. Policies Regarding Event Admission Charges, Refunds, or Complimentary Admission

6.1 The entire event fee (including lunch or feast fees) (and feast fee if any) at Wyewood events shall be compensated waived (made complimentary, or “comp’d”) for the following persons: 
 - the Wyewood Baronage and 
 - all persons specified in Kingdom Law.. 
6.2 The Event Steward can compensate waive the fee (“comp”) other attendeess, as long as they are included in the approved Event Bid and approved. No person not specified in the Event Bid will be compensatedexempt from admission.  As an example, outgoing champions might be accorded complimentary admission to the following Champions event at which they assist in choosing their successor and surrender their regalia. 


7. Policy Regarding Asset Management and Control of Inventory

A.12.1)7.1 Branch Property consists of all non-cash assets and items owned by the Barony for the benefit of the Barony and its members.  This includes coronet and champions regalia, officers equipment and regalia, practice “loaner-gear” and supplies, feast cooking and serving items, tents, shades, popups, tables, libraries and all other baronial property used for events and administration of the branch. 

A.12.2)7.2 All general Branch property is administered by the Chamberlain, a warranted deputy of the Exchequer.  The Chamberlain must have a signed Financial Warrant executed by the Kingdom Exchequer and the Crown.  In the absence of a Chamberlain, the duties devolve to the Exchequer.  

A.12.2.a)7.3 The Chamberlain will ensure that records are kept of all Baronial property, and where that property is stored.  A report on the status of all baronial property and its location will be submitted at least annually for publication in the Baronial newsletter to the Exchequer for inclusion with the annual financial statement.

A.12.2.b)7.4 All Baronial property will be inventoried every year.  Reports of damage to, or loss of, Baronial property should be made to the Wyewood Council.

A.12.2.c)7.5 AAcknowledgement for all written contract for items stored with individuals (e.g. chanpions, officers, etc.) must be kept on file with the annual inventory list.  This acknowledgement can be in the form of a receipt for property received, contract or other form acknowledging stewardship of baronial property and assurance of return at end of term or when requested.

A.12.3)7.6 Branch property and files checked out to an officer, or other individual, must be accounted for at the end of term for that officer or individual.  \

7.7 Individuals within the Barony may request the use of baronial property for official SCA purposes provided they demonstrate and accept responsibility for the property they desire to use.  Such a request must specify the property to be used, where the property will be stored, and for how long the property will be used by the requestor.

A.15.4.b) Requests shall be approved by the Wyewood Council.	Comment by Wyewood Exchequer: Get rid of this, or modify language?
A.12.4.c) A written contract for item(s) drafted, and the item(s) shall be rented for a fee of $1.
A.12.4.d) Should a scheduling conflict arise; official baronial use and baronial events take precedence.

A.12.5)7.8 Should the Branch rent/lease a storage unit, the Chamberlain and members of the Financial Committee will each have keys to any commercial storage unit maintained for the Branch.  

A.12.6)7.9  Trailers:
7.9a 7.9a All trailers owned by the SCA are to be used for storing and transporting SCA property to and from SCA functions. Trailers owned by the SCA may not be used for strictly personal purposes by the members of the branch.  
7.9b Anyone towing a trailer owned by the SCA or one of its branches shall be a member of the Society in good standing, and tows the trailer at their own risk.  
7.9c Agreements to store and tow the trailer must be made in writing in advance between the member storing or towing the trailer for each trip and the branch owning the trailer. Each agreement should include specifications of time-frames and calculation for any expense reimbursement. Each trip should be considered round-trip, and the member towing the trailer is responsible for its return at the end of the trip, unless otherwise specified in the agreement.  
7.9d Trailers must always be loaded in compliance with the trailer's maximum gross trailer weight rating, maximum tongue weight rating, and load balancing instructions. Trailers must be attached to a towing vehicle rated for that type of trailer. Trailers must be attached using all legally required attachments and restraints and working electrical connections.  
7.9e If there is available capacity in the trailer after the branch property is loaded, and there is desire to transport additional personal property in the trailer, it is allowable that additional personal property owned by branch members is placed in the trailer. Any personal property is loaded into the trailer at the property owner's risk.


8. Prohibited Activities

The branch may not engage in any activities that are prohibited by Kingdom or Society.  Prohibited activities include (but are not limited to):
· Raffles and on-line auctions
· Fireworks, purchase, ownership or sale of fireworks by the branch is prohibited.  Note that the purchase of professional fireworks services is permitted, with approval by the Board of Directors (SCA Inc.). Request for approval must be submitted through Kingdom Seneschal and Kingdom Exchequer who will contact Society Superiors for instructions.


9. (Policy on Sales Tax?)

A policy on sales tax is required if any activity requires the collection of state/local sales tax for event admissions, fundraisers, silent auctions, etc.  Also there needs to be a policy if collecting sales tax from vendors. (Refer to the Society tax specialist.)	Comment by Wyewood Exchequer: This would have to be expanded if branch decides to engage in any activity that requires collection of taxes (e.g. selling stuff), or if local laws change requiring collection of taxes on event site fees, feasts, etc.)

10. Special Purpose and Dedicated Funds

At this time, it is the policy of Wyewood to not havehas no Dedicated Funds, . but rather to work from a budget out of General Funds.


11. Additional Policies of the Branch (Barony of Wyewood)

11.1 Bank Account Identification and Structure

11.1a) All funds shall be maintained in a bank account in the name of "Society for Creative Anachronism, Inc. Barony of Wyewood," in a bank governed by U.S. banking regulations, under the Society's federal employer ID number (94-1698556).  At minimum, a Checking account shall be maintained.
11.1b) Signatories of the Account shall be the Baron or Baroness, Exchequer, Seneschal, and Deputies (Others (Deputies, former Exchequers, etc.) as needed) being listed as signatories, as well as the Kingdom Chancellor of the Exchequer, or a designated representative(s).  All signatories shall be paid members of the Society, and shall submit proof of personal/legal identification and paid membership when being added as a signer to the account. A copy of said ID shall be forwarded to the Kingdom Exchequer along with the signature card.  No two signatories shall operate out of the same residence, or be related by birth or marriage.  	Comment by Wyewood Exchequer: This is not necessary as membership information on all signers  is provided with each quarterly report

Two authorized signatures shall be required on any check, money order, or other instrument of withdrawal whether or not the bank teller or clerk have minimum limits for signature inspection..  Signature cards shall be updated as needed at the discretion of the Financial Committee).

3.411.1c) The Checking account shall be used to support the Branch Activities as outlined in Annual Budget and Dedicated Special Purpose Funds. listed in [Appendix 9].

3.5) Branch Savings are monies not allocated to Branch Budgets or Funds. Savings shall be invested in the following manner:

3.5.a)  25% of the available savings shall be maintained in the General Fund.

3.5.b) 75% of the available savings shall be invested in Liquid Funds and/or 3 or 6 month Certificates of Deposit with staggered maturity dates.

11.2. Segregation of Duties

A.4.111.2a) No one person shall be responsible for all aspects of Wyewood's financial management.
A.4.211.2b) The bank statements for all of Wyewood's accounts shall be sent to Wyewood's Post Office Box (P.O. Box 59804, Renton W A 98058). The Seneschal or designated representative (other than the Exchequer) shall retain the key to the P.O. Box, and be responsible for receiving and reviewing the bank statement.  All bank statements shall be forwarded to the Exchequer after review by Seneschal.
A.4.3)11.2c  Wyewood shall have a warranted Exchequer, as long as it has funds monies in a Society bank account, whether in its own account or within a sponsoring branch's account.

11.35. Financial Records

A.5.1)11.3a The Exchequer shall maintain permanent books and records of all financial activity. Detailed records shall be maintained and receipts, disbursements, and contributions specifically itemized.

A.5.2)11.3b Where a system is automated, a printout or "hardcopy" of computer records shall be made at least monthly quarterly as well as backup files/disks/thrumbdrives. These should be stored at a separate location and updated quarterly.
A.5.3)11.3c All records shall be retained for at least seven years.
A.5.4)11.3d  All books and records, as well as all assets, bank statements, other correspondence and files of an official nature are the property of the Society for Creative Anachronism, Inc. They shall be turned over to the successor officer within thirty days after the former officer leaves office.

9.11.4 Budgets

To achieve the goal of putting Wyewood's funds to their most efficient use, while at the same time providing for Wyewood's solvency and continued operations Wyewood has established the following cash management process for adopting the Kingdom-required annual budget.	
A.9.2)11.4a During October the Fall of each fiscal year, the Exchequer will begin gathering budget requests from the Baronage, Officers, Guild heads, and other activity leaders.  In preparing draft of next year’s budget, the Exchequer may assign a placeholder budget for those offices who do not submit a budget request based on previous years’ spending.
A.9.2.a)11.4b These requests, along with analysis of current year-to-date revenues and expenditures, will be used to develop a preliminary budget, which will be presented at the November and December Business Meetings for discussion and commentary from the populace.  A copy of this draft preliminary budget may be requested from the Exchequer by anyone not attending.
A.9.3) The Chancellor of the Exchequer shall assign a budget, after reviewing the Office's previous year's expenses, for those offices who do not submit a budget request.
A.9.4)11.4c The final Annual Budget shall beas approved by the Financial Committee, shal be presented to the populace at the December business meeting. 
a majority of the Wyewoodians at the December Business Meeting. This budget shall provides for:	Comment by Wyewood Exchequer: I think we should scrap this part about populace “approving” the budget ,,, perhaps can say “ratified”?
A.9.4.a)11.4d The branch annual budget should include:
11.4d-1 Anticipated “inflows” from events (net), donations, etc. 
11.4d-2 The Estimated spending for fulfillment of existing operational expenses (e.g. fixed costs like FCS site, storage locker, PO box etc);
11.4d-3 Budget specifically allocated to officers and others (Herald’s budget, Scribe, Seneschal, Marshalls, etc.)
A.9.4.b)11.4d-4 Other expenditures anticipated such as pPayment of the Kingdom Tithe: 	Comment by Wyewood Exchequer: We haven’t been doing this – I think we should make sure this gets done
In recognition of its feudal obligation, the Barony of Wyewood shall tithe 10% of its net gain, as shown on the end of the year financial report, to the branch to which it is subordinateto the Kingdom of An Tir. If there is no net gain, no tithe shall be made. The Chancellor of the Exchequerr,  (or other member of the Financial Committee), shall report the amount of the annual tithe at the next regularly scheduled Business Meeting after submission of the Annual Financial Report (generally March meeting).
A.9.4.c)11.4d-5 The maintenance/activity for any of established Dedicated and Special Purpose Funds

13.11.5 Event Finances

A.13.1)11.5a The Event Steward, with approval of the Financial Committee, may revise the approved budget by up to 10%, as needed, in keeping with the original goals and projected profit margin.  Changes beyond this scope must be brought to the Branch Business MeetingFinancial Committee and then to the populace at a regular Business Meeting, where they will approved discussed and approval or denial made by the Financial Committeeor denied by a majority of the Wyewoodians present at the meeting. (On non-emergency items, see also A.7.5-7)

A.13.2)11.5b All aAdvance registration/reservation payments thru the mail should be mailings shall be directed to the current Branch Post Office Box. [Barony of Wyewood, P.O. Box 59804, Renton W A 98058], and . Aall proceeds received thru the mail  shall be delivered by the Seneschal to the Exchequer and processed according to the policies set forward above for section 5.1 regarding branch Revenues.by the Branch Exchequer or warranted deputy of the Chancellery of Exchequer.  Proceeds from advanced registration/reservation mailings that are received by the Event Steward shall be delivered to the Branch Exchequer no later than the next Business Meeting.   Payments made through the Kingdom “Pay Pal” system will be tracked by the event steward team and reconciled when payment is received from Kingdom after the event.

A.13.3)11.5c All gate proceeds from the event shall be turned over to the Branch Exchequer no later than 5 days after the close of an event. The Branch Exchequer shall deposit all event proceeds within 10 days of the close of an event.

A.13.4)11.5d The Branch Exchequer shall provide timely event financial information, including gate reconciliation with monies deposited, of total gate income, & NMS  Non-member fees paid, etc., to the Event Steward as requestedand Financial Committee as soon as all information is received and reconciliation with deposit is performed.

A.13.5)11.5e Non-Member Surcharge fees (a/k/a “NMS” or “NMR”) shall be included in the event fee and collected by the Event Steward/event Gatekeeper or their deputy .  The required report of non-members attending along with remittance of the Non-Member fees shall be mailed to the and forwarded with the required statistics to the Kingdom Chancellor of the Exchequer or their designated Kingdom NMS “NMR Deputy in accordance with Society policy.

A.13.6)11.5f Final Event Steward's Report copy Shall be given to the Exchequer for financial records to be kept for 7 years.

A.13.7)11.5g REFUNDS from Gate for Preregistered Events:
A.13.7.a)11.5g-1 If you have preregistered and it is still within 7 calendar days prior to the Event, you may request a refund by submitting a written (mailed or emailed) request to both the Event Steward and the Exchequer.  It will be reviewed and disbursed within 30 days after the Event has closed.
A.13.7.b)11.5g-2 If you have preregistered and it is less than 7 calendar days from the beginning of the Event, you may send a request to both the Event Steward and the Exchequer and a refund will be considered on a case by case basis. There is no guarantee of a refund if it is less than 7 days prior to the Event.
A.13.7.c)11.5g-3 No refunds will be given if requested after the completion of the Event.
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