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       GUIDELINES FOR THE ONTARIO MATHEMATICS OLYMPICS


SECTION 5 - FINANCES

Role and Responsibilities:

This committee deals with all incoming and outgoing funds.  Documentation is critical for this committee.  It is advisable to appoint only one or two people to handle these items.  The fewer people dealing with funds, the less likely accounting errors will occur.  Regular reports will be required by the Executive Directors and the Host OMO Chair.

Policies:

By-Law #25 Ontario Math Olympics (added Feb. 5, 2005)

6.  The host group is encouraged to seek local financial partners to help defray the costs.  OAME/AOEM will provide letters recognizing all charitable donations.

7.  Within one year of the OMO date, the Host Committee

a)  may be advanced a $3 000 loan by the Executive Director after the Host Committee has submitted a request which includes:

· a list of members of the planning committee

· a financial plan detailing sources of revenue and verified program costs

b) may be advanced an additional $2 000 loan by the Executive Director upon receipt of a written request which includes a detailed accounting of the disbursement of the initial $3 000 loan.

8.  Losses up to $5 000 incurred in the conducting of the OMO shall be borne by OAME/AOEM unless the Host Committee fails to provide OAME/AOEM with an acceptable financial plan at least six months prior to the event or the Host Committee is deemed negligent in the management of the event.  Losses above $5 000 will be borne by the host group unless an alternate agreement is ratified by the Board of Directors.

9.  Acts of negligence may include, but are not restricted to, the misappropriation of funds, the careless handling of funds, or careless business practices.

10.  Any profit from the OMO event shall be paid to OAME/AOEM within ninety days of the date of the OMO event.

11.  Any profits from the OMO event received by OAME/AOEM will be held in trust for future OMO events.

12.  The trust for future OMO shall not exceed $10 000 and funds in excess of $10 000 shall be transferred to the OAME/AOEM general operating fund account unless otherwise determined by a motion of the Board of Directors.

Timeline and Duties:

	Timeline


	Duties

	2 years before
	· In conjunction with the OMO Chair(s), and all committee chairs, prepare a budget for the event.  Budget for hosting committee's food and accommodation (if applicable), as well as the next year's OMO Chairs who will be shadowing.  (See Appendix 5A for a sample template.)
· Contact the Executive Directors to determine availability of funds.

· Get approximate cost per person for food and accommodation.

	1 year before
	· If required, request the $3 000 advance (loan) from the Executive Directors.  This request must include a list of the members of the planning committee, and a financial plan dealing with the sources of revenue and verified costs. 

· In conjunction with the Hospitality Chair, discuss the estimated budget allotment for coach/parent activities.

· With Facilities Chair, determine the individual registration fee (determined by the cost of accommodation and food, usually between  $90-$110.  See Note 1).  This should be passed on to Registration Chair for inclusion in the Package given out at the February Board meeting.

	4 months before 


	· Collect first payments (team registration fees) that were collected by hosting Chapter Rep. at February OAME board meeting from the chapters intending to participate.  (This fee is usually $75-$100 per team.  Each chapter submits this fee to confirm participation of one or more teams in the provincial OMO.  This fee is non-refundable.)

· Collect any outstanding team registration fees from Registration Chair (received from chapters after February OAME Board meeting).  

· Collect any monetary donations from the Sponsors/Awards Chair.

	2 months before
	· Write cheques, as required (e.g., for t-shirts, etc.)

· In conjunction with Registration Chair, begin to collect second payment (individual registration fee).   Each participating team is responsible for the payment of each mathlete and coach or supervisors.  

	1 month before
	· Update the OMO Host Committee on the details of all money received and outstanding (budget report).

	1 week before
	· Communicate to Registration Chair any outstanding monies from teams so that they can alert the specific chapter’s OMO co-ordinator.

	Friday of event
	· Write cheques to venues for parent/coach activities once number of participants is finalized (if applicable).

· Collect any payments given at registration from Registration Chair.

	Saturday of event
	· Chair to be on site, so outstanding fees can be collected and cheques issued as necessary.

	The week after the event
	· Collect any outstanding bills from all committees so that all debts can be settled.

· In conjunction with Facilities Committee, ensure that all outstanding fees have been paid.

	Within 90 days of event
	· Prepare final budget report (See Appendix 5.A).

· In conjunction with the OMO Co-Chairs, prepare the final written report to OAME and local chapter.

· Write cheque to OAME/AOEM for any balance remaining at the conclusion of the OMO.  Forward to the Executive Directors of OAME.  (These funds remain in a budget line dedicated to OMO.)


Notes:


1. Costs for local teams and their coaches should not be borne by the OMO Host Committee.

    Appendices:

5.A:  Financial Plan and Report Template
Go to Table of Contents.

SECTION 5-FINANCES.doc

Page 3 of 3

