SPECIAL PROJECTS

INSTALLATION DINNER

This is organized by the President to include a dinner and installation of new and re-elected officers and Board of Directors.  

League Kits, Average Book, Policy & Procedure and Committee Assignments should be ready for distribution.  

A meeting is held following dinner. Dates and locations of all scheduled tournaments are finalized.

STATE TOURNAMENT BID PREPARATION

Once it is decided we will bid for the State Tournament, the President will appoint an ad hoc committee to do specific duties.

· This bid preparation is 3 years in advance of the year hosting.

· Convention package: Contact convention center & hotels to determine if date if available.  Receive merchandise for distribution during convention weekend.

· Contact bowling centers for availability and to check for proprietor’s interest.  Check on possible price

· Theme:  Come up with a theme to use for decorations, skit and hospitality room.

· Skits:  Write, organize and plan regular rehearsals to be ready to perform at OHIO USBC WBA annual convention.  

· Hospitality Room:  Look for freebies to distribute in bag. Order beverages and snacks for distributing.  Prepare music for entertaining guests.

· Skits and Hospitality room is expected during bid year and year preceding host year.

· Prepare list of everything needed several months prior to convention.  Make sure list is check several times during planning.   

WORKSHOPS

USBC recommends association to host a Training, Educational and Workshop for all league officers.

The best way to prevent problems is to train league officers early, and the most popular way to train is through summer supply workshops: Here are workshop tips:

Have fun.  You may be competing against beautiful summer weather, so make the workshop more than a supply pick-up.  Offer tournaments, food, and prizes, discount coupons, celebrity speakers, dancing and anything else to spice thing up.

Make training interesting. Try a quiz, game, group project or video rather than a lecture. Be upbeat. Don’t say, “If you don’t return final averages, you will be indefinitely suspended and frowned upon by all of humanity!”  Instead, say “We’ve promised our customers a final average, so please have final averages ready for our lane reps to pick up.”

Combine with other events. Some associations draw people to the workshop by holding it with a hall of fame banquet or another event.

Plan early. The earlier your association picks a date, the better chance you’ll have for a great event. Ideally, the best time to promote the workshop would be as winter leagues are winding down.

Promote.  The challenge is great because many bowlers aren’t in centers for much of the time leading up to your workshop.  You’ll need to promote through mailings, posters, personal contact, phone calls, electronic mail and any other method.

Follow up.  Some leagues will seem invisible after attending the workshop, so lane reps need to ask leagues when they plan to join membership groups.

ESTABLISHED WORKSHOP

· The committee will be comprised of 2 – 3 members.

· Notices are sent to league secretaries and Presidents 45 days before the workshop notifying them of the date, time and location of the event.

· Subjects to cover:
Sanctioning procedures & benefits; League officers’ responsibilities; Tournament review; USBC, Ohio USBC WBA & GC USBC WBA awards.

· Possible ways to increase attendance:  Hold a No Tap or Scotch Doubles tournament, serve refreshments, and distribute awards to tournament winners, award door prizes.

· Supplies will be distributed at the workshop and all items in kit explained.

· Activity dates should be announced and activity calendar given to each participant.

· League Workshop Participants:  List of participants to be determined by the Board of Directors.

· Promote through mailings, posters, personal contact, phone calls, email, public television or any other method.

· The association will contact the proprietor(s) to coordinate time & place.

RECORD RETENTION SYSTEM

THE FOLLOWING SYSTEM IS FROM BOWL.COM

Record retention provides valuable information for associations in preparing taxes, conducting audits or just validating your history. Your association needs to make sure that your record retention, at a minimum, adheres to the following guidelines:

PERMANENT

Legal Documents

· Articles of Incorporation/Certificate of Incorporation

· Bylaws/Amendments/Association Operations Manual

· Certificate of Association (Charter)

· Deeds/Mortgages

· Legal correspondence

· Merger/Acquisitions

· Minutes

· Patents/Trademarks/Copyrights

Tax Items

· Tax returns and supporting documentation

· Tax correspondence

· Tax bills/statements

· Other tax reports (social security, unemployment, etc.)

· W2 and 1099 forms

Finance/Accounting

· External audits reports

· Financial statements

· Fixed asset records

· General ledgers

Personnel

· Retirement and pension plans

· Employment/employee records as mandated by the US Fair Labor Standards Act

Bowling related

· Association tournament championship names/scores/prize lists

· Final average lists/average books

· Team and individual game/series honor scores

· Hall of Fame inductees

NON-PERMANENT RETENTION ITEMS

7 Year Retention

· Cancelled checks 
· Employee withholding statements 
· Inventories 
5 Year Retention

· Accounts payable/receivable records 
· Contracts/leases expired 
· Insurance policies/claims after expiration/settlement 
· Payroll records 
3 Year Retention

· Budgets 
· Bank statements/reconciliations 
· Bowling related –Association tournament entries/operational records, lane certifications, minor awards-triplicates, over average, 

SALARIES / REIMBURSEMENT

SALARIES

The President receives $180 per quarter.

The Association Manager is paid weekly based on current agreed hourly rate.
If the President or Association Manager resigns during the season, the salary will be prorated.

Casual Labor

Budgeted amount set aside for office assistance or special project.

REIMBURSEMENT

· The operating expenses for the association must not exceed the approved budget.

· Any expenses not included in the budget must be submitted to the Financial Committee for review and their recommendation submitted to the board for approval.

· A warrant must be submitted and signed by President and Association Manager before any check can be written.
FINANCIAL PROCEDURES

The Board of Directors will be responsible for the following:

1. Ensure dues and league applications are submitted to USBC within 30 days of receipt.

2. Authorize all expenditures, including routine bills and electronic transfers. Electronic transfers and routine bills only need initial authorization.

3. Ensure the GC USBC WBA Association Manager makes deposits within seven days after receipt of funds.

4. Annually review and make any necessary changes to investments.

5. Approve the financial institutions used by GC USBC WBA, which must be federally insured or its equivalent.

6. Designate at least two board members to sign for withdrawals.

7. Ensure the President verifies all financial accounts monthly.

8. Appoint a committee or an accountant to audit the association’s accounts each year.  A written report is submitted to the board and at the next membership meeting.
LEGAL OBLIGATIONS - COMPLIANCE


IRS FORMS



940 filed annually, 



941 filed quarterly, 



990 filed annually, if applicable 



990T, filed annually, if applicable



1099 supplied to paid wages of $600 or more


INCORPORATION


This was done for change of name from GCWBA to GC USBC WBA and will be done again if / when we merge with the men’s association.


Federal application - Filed one time to for Federal ID


State application – Filed one time for State ID 


PAYROLL TAXES


FEDERAL – Federal Withholding; FICA; FUTA


STATE – State Withholding; Unemployment, Workers Comp


LOCAL – Local Withholding

Refer to the Association Leaders Handbook, www.irs.gov, or contact Association Relations for information regarding these topics.

Americans with Disabilities Act Requirements

ADA requirements are met when necessary.

For more information on the Americans with Disabilities Act, visit

www.usdoj.gov/crt/ada/adahom1.htm or 

www.consumerlawpage.com/brochure/disab.shtml
emERGENCY PROCEDURE AND CONTACTS

In the event of an emergency such as a heart attack or if someone falls and is injured, the association will do the following:

· Call 911

· Notify family member 
