
Team Treasurer Guidelines 
The Team Manager is ultimately responsible for the team's finances. However, it is strongly recommended that 
the Manager appoint a Team Treasurer so that one individual can focus specifically on this important area. The 
Team Treasurer is responsible for collecting, banking, and distributing all team funds. Choosing a qualified 
Treasurer is important, since accurate budgeting and timely, transparent reporting are essential to good team 
financial management. 

1. Budgeting 
Budgeting should be discussed with parents at the start of the season so that team expectations are reasonable 
and clear from the outset. As part of this discussion, the team should determine: 

• What expenses cannot be avoided (mandatory costs) 

• What additional activities the team would like to take part in, and their added cost 

• How the necessary funds will be raised and distributed 

At the beginning of the season, the Manager should provide parents with a clear outline of: 

• How much the team fees are 

• What is, and is not, covered by those fees 

• Payment options available 

• The deadline for paying fees, and the consequences of late payment 

• Who to pay fees to, and what team name to make cheques out to 

Collecting team fees owed by players is the responsibility of the team. PMHA will not assist in the collection of 
team fees. Team fees are generally used to cover team clothing, tournaments the team attends, and team 
functions or events. 

Please send the team budget to both pentictonmha@gmail.com and 
laurie.pmha@gmail.com by October 31st. 

2. Team Bank Account 
Every team is required to open a bank account in the name of the team. All statements must be mailed or made 
viewable online. If your bank requires a permission letter from PMHA to open a new account, email the PMHA 
Administrator at pentictonmha@gmail.com with your signing officers and chosen financial institution, and a 
permission letter will be issued for your team. 

Account naming: The team account should be designated by sponsor name and team (e.g., “Wildstone U18 T2 
Jr. Vees”). 

Please use your own email and home address for the team bank account and not PMHA’s.  

Strong internal controls are essential to ensure funds are managed according to the team's agreed-upon budget 
and are never misappropriated: 

• Two signatures required: the account should require two signatures for every transaction — typically the 
Treasurer and a parent. 



• Independence of signers: signing individuals should not have a personal relationship or connection outside 
of the team, so that no single person controls a transaction from start to finish. 

• Regular statements: the Team Manager and parents should receive an up-to-date account statement on 
November 1, February 1, and a final statement of account by May 15. 

• Reporting to PMHA: a copy of the final financial statement must also be provided to the PMHA 
Administrator. 

• Supporting documents: receipts and bank statements should accompany each of these updates. 

• Parent access: parents may request a copy of the financial statement at any time and have the right to ask 
financial questions whenever they wish, as it is their money in the account. 

Any funds remaining in the account as of May 15 must be submitted to the PMHA Hardship Fund. 

3. Reimbursements and Unforeseen Expenses 
• Any unforeseen payments (outside of the approved budget) should be discussed with parents before the 

transaction takes place. 

• Parents may be reimbursed from team funds, but never more than the total team fees they have paid. 

• Rep fees are not refundable through team monies. 

• If anticipated spending on the year-end party or player gifts will exceed the approved budget, please 
email the PMHA board at pentictonmha@gmail.com for approval before proceeding. 

4. Team Equipment Deposit 
• All teams are subject to a Team Equipment Deposit of $250, due no later than October 15. The U5 deposit 

is $150. 

• PMHA may deduct funds from the deposit for lost or damaged equipment, first aid supplies, scoresheet 
fines, or outstanding game change fines.  

• Keep the team account open until the team's refund e-transfer has been received. 

5. Fundraising Funds — Allowable Uses 
Fundraising should be purpose driven. Money raised by the team through fundraising belongs to the team as a 
whole and must be spent in a way that benefits all players fairly. As with team fees, planned fundraising 
spending should be reviewed with parents so everyone understands what the funds will be used for. Fundraising 
dollars may be used for the following purposes: 

Team Gear 

Fundraising funds may go toward team jackets, bags, warm-up wear, practice jerseys, or other team-branded 
apparel and equipment that all players receive equally. Get parent sign-off on style and cost before ordering, 
and keep quotes or order forms with the team's records. 

Tournament Fees 

Funds may be used to cover or offset tournament entry fees, and related team costs such as ice rental for extra 
practices tied to tournament preparation. If fundraising only partially covers a tournament, be clear with parents 
up front about what portion, if any, families are still expected to pay. 

Team Meals 



Team meals at tournaments or before/after games (e.g., pre-game pasta dinners, post-season team meals) are 
an allowable use of funds. Keep itemized receipts rather than credit card slips alone, and note the event/date on 
the receipt so the expense is easy to justify later. 

Year-End Party and Player Awards 

Teams are responsible for purchasing year-end player awards, updating existing trophies, and adding player 
names to banners. Fundraising funds may be used for the year-end party itself (venue, food, decorations) as well 
as player awards or trophy engraving. Trophies for the highest-tier team in each division are on display at 
Memorial Arena; check with PMHA on any requirements for updating these before the season ends. 

Year-end celebrations and gifts are possible because local businesses generously choose to support our 
teams. To honour that generosity and ensure it's used thoughtfully, the combined budget for the year-end 
party and player awards/gifts is capped at $200 per player. This is a firm limit, and spending above it will not 
be approved. 

Thank-You Gifts for Team Volunteers 

A modest thank-you gift for coaches, managers, and other team volunteers (e.g., trainers, statisticians) is an 
appropriate use of fundraising funds. Keep these gifts reasonable in value and consistent across volunteer roles, 
and retain receipts just as with any other team expense. 

General principle: fundraising money is team money, not personal reimbursement money. It should be spent on items and 
activities that benefit the team as a group, tracked with the same receipts and reporting standards as team fees, and 
reported alongside other team funds in the regular financial updates to parents and PMHA. 

6. Record Keeping 
• Ensure receipts are obtained, or a copy is kept, for every transaction. 

• Use a spreadsheet to track transactions. You can use your own or the one here: 
https://docs.google.com/spreadsheets/d/11nd73kZ1RnelH1FuqX8JfLRjxDgNFmaxHACmSQ5hjJ8/edit?us
p=sharing 

• Always fill out the description line when writing a cheque or sending an e-transfer, and include the invoice 
number on the cheque/e-transfer if one is available. 

• When choosing an account type, consider one that returns cancelled cheques with the monthly statement, 
so these records are available to support and justify expenses. 


