Budget & Finance

Updated Apr 2023

Purpose:

The Budget & Finance committee (generally shortened to Finance) is responsible for managing the
club annual budget process as well as for reviewing and providing feedback on the monthly/annual
financial reports prior to the Treasurer presenting these reports to the Board of Trustees (BOT). The
committee will review the progress of the current budget and each separate committee budget
providing feedback, as needed, to the Treasurer and the Board of Trustees.

The Committee, under the direction of the Board of Trustees, shall be responsible for preparing,
reviewing, and studying the proposed annual operating budget and capital reserve spending plan. This
will include but will not be limited to proposing adjustments to fees for moorage, dues, reserve
assessments and unworked CSP hours as per OYC bylaws.

The Budget & Finance Committee is responsible for working with the Board of Trustees and Treasurer
to resolve any financial issues within the Club. The Committee will coordinate with the OYC Auditor
and Treasurer to resolve audit recommendations, corrections, and findings. The Committee may
prepare special studies as requested by the BOT, Treasurer, or selected by the Committee. The
Committee may submit occasional articles for the Beachcomber to communicate financial issues to the
membership.

Structure:

The Olympia Yacht Club Budget & Finance Committee shall consist of not less than four Active Club
Members. Members of the Budget & Finance Committee shall be appointed for staggered three-year
terms as required by the Olympia Yacht Club bylaws under Article 4, Section 2, paragraph I. The
Olympia Yacht Club Board of Trustees shall appoint the Committee Chairperson and select a member
of the Board of Trustees to serve as the Liaison for the Budget & Finance Committee. The Club
Treasurer (appointed by the BOT) is a de-facto member of the Finance Committee and, may serve as
Committee Chairperson. The Club Auditor (appointed by the BOT) is also welcome to participate in
meetings. Committee members should be selected based on knowledge of accounting practices and/or
business management.

Chairperson Responsibilities:

The Chairperson is responsible for directing the committee and convening monthly meetings to review
monthly reports created by the bookkeeper that detail expenditures versus budget for each GL account.
The Chairperson is responsible for establishing the budget preparation process for the following year
budget and for presenting the completed budget to the BOT for approval and implementation.

The Chairperson is responsible for collecting CSP hours from committee members and reporting them
to the CSP Chairperson, preferably on a monthly basis.



OYC Annual Budget Process:

The budgeting process begins early in September. The four spreadsheet files referenced below (Filel,
2, 3, and OYC Capital Reserve Plan) will be obtained in electronic form from the Finance Committee
Chairman, the Treasurer, or perhaps from the OYC members website or dropbox.

File 1 is the Operating Budget Draft and holds the detailed income and expense plan.

File 2 is the Income Projection which helps us determine dues and moorage fees needed to support the
spending plan.

File 3 is a Bridge specific income and expense plan including cost recovery targets.

The OYC Capital Reserve Plan is a list of projects and timelines for projects that are planned for the
future. The Reserve Plan is primarily managed by the Long Range Planning Committee and by the
Treasurer. This spreadsheet is not part of the budget but does affect budget decisions.

Step by step process:

First, request P&L reports from the club bookkeeper that include actual expenditures over the past 12
months (e.g., Aug 2021 thru Sep 2022). Each report should include a 12 month spread of income and
expenses for each of the expense classes. The expense classes are:

SC — Small Committees

AD — Administration

BR — Bridge and Social

CH — Clubhouse

IH — Island Home outstation

PL — Parking Lot (south parking lot only)

MS — Mainstation (including north parking lot)

These expense classes will be used in the following steps.

Send an email to each committee chair that manages a part of the budget. This email should ask them
about their plans for their next year’s operating budget.

The B&F committee should plan for an in-person meeting with each committee chair who has spent or
plans to spend funds in the following year. Ideally each member of B&F should take responsibility for
one or more of the classes. In addition, the Treasurer and B&F Chairperson should meet with the Long
Range Planning Committee and MS to update the OYC Capital Reserve Plan for the next year.

Notes:
¢ SC includes multiple small committees and may require several meetings or email exchanges.
¢ BR should include the three top Bridge officers — the Commodore is responsible for the Jan thru
Jun budget, the VC is responsible for the Jul thru Dec budget, and the RC participates in the
process in preparation for their future VC role and for their insight from several months as a
junior officer. The BR budget is best worked using File 3 mentioned below.



e (CH, [H, and PL tend to be easy. Note that CH and PL should estimate both income and
expense.

* MS tends to be the hardest budget to assemble.

e AD budget will be assembled by the B&F Chairperson along with the Treasurer. Many of the
budget estimates for AD will require calls to various taxing authorities, insurance providers, and
others.

e The B&F Chairperson and Treasurer should update the OYC Capital Reserve Plan as described
under the heading “Reserve Budget Process™ later in this document.

At this point, the B&F Chairperson should prepare a new copy of “File1-Operating budget
draft....xlsx” by copying the final non-draft copy of Filel and making the following changes (examples
use 2023 budget file being adapted for 2024)

1) Repeat the following seven times (once for each class); highlight the entire column for the current
year (ex., 2023), use the copy function then highlight the prior year column (ex., 2022), use paste
special for text, numbers, date&time, formulas and comments.

2) In cell D2 add one year (ex., 2024 Budget). In cell F2, add one year (ex., 2023 Budget). At this
point all the remaining column headings should show 2023 Budget, 2024 Budget and should contain
identical data and comments.

3) Go to the line that says “Expense $ Increase (-Decrease)” — at or near line 142. Clear the formula in
column F (ex., 2023 Budget column) for this cell as well as the “Expense Percentage Increase (-
Decrease)” and the “Percentage Increase (-Decrease)” immediately below. Clear the same three cells
for the corresponding column in each of the 7 budget classes. The formula must remain in the cells for
the new budget year as well as in all the Totals columns.

4) Determine the ending month on the P&L 12 month spread reports that were requested from the
bookkeeper above (Aug for the reports delivered right after the Aug books are closed in early
September). Adjust the heading in E2 to read ‘12mth thru Aug’

5) This step can be tedious. Using the P&L 12 month spread reports for each of the seven classes,
transfer the numbers from the Total column into the matching class and account on the spreadsheet.
(Anyone figuring out how to automate this step wins a Kewpie Doll.)

Save this modified Filel (include the word draft and a working date, e.g. “File 1-Operating budget draft
091023.xlsx”). Committee members modifying copies of this file should add some unique identifier to
identify the copy they modified, e.g. “File 1-Operating budget draft 091523MS.xlsx”.

For each committee, provide the committee chair with a copy of the P&L 12 month spread report used
to populate the 12mth column above. Provide the B&F members who will work with the committees
with a copy of File 1 for them to fill in. Committee meetings should be completed before October 1
and the resulting File 1 copies should be returned to the B&F Chairperson who will merge them into
the master copy. During each committee meeting, reinforce the idea with each Committee head that
any budget increase after the October BOT meeting will require authorization from the BOT. The BOT
needs a reasonably accurate spending target when they vote to approve the expense budget in October.

Once again, the Bridge is a special case. File 3 is used to develop this budget instead of File 1. In
2022, our bookkeeper along with the Treasurer and B&F Chairperson produced a report that showed 12
month income and expense for only the Bridge accounts. This report was particularly useful when run
for 12 month time periods. Very useful was doing Feb thru the following Jan. Also useful was doing
the bridge year of July through the following June.



The B&F Chairperson will manually move both income and expense values from File 3 to the current
working copy of File 1.

In parallel to the File 1 work, the B&F Chairperson along with the Treasurer will create a revised File 2
— Income Projection spreadsheet. Again, start with a copy of the final File 2 from the prior year and
rename it to include the new year and a working date.

For each of the two worksheets (Reserve Income and Operating Income), hide the earliest column then
add a new column at the right end for the new year leaving 5 annual columns. The new column will
start as a copy of last year’s final with the column name changed. Some of the formulas depend on the
“CPI for past twelve months” value, this value should be set to the most recent “all items” 12 month
value found on the website https://www.bls.gov/cpi/. (Note: for 2023, the CPI based formulas may
have been replaced with fixed values due to BOT decisions and may need to be reset to CPI based
formulas found in earlier years.)

Please note that Bylaw Article 3 Section 4 requires member dues will be increased by the CPI every
year unless “CPI is waived by the Board of Trustees™.

On the Reserve Income tab, the Treasurer should estimate the Beginning Reserve Balance for the
following year using the current reserve balance adjusted for estimated inflows and outflows thru year
end. The expected Capital Project Expenditures should be derived from the most recent version of the
Capital Reserve Plan spreadsheet for the following year.

On the Operating Income tab, the Operating Revenue and Operating Expenses in the summary should
be updated from the latest version of File 1.

At least one week prior to the October BOT meeting, the B&F Chairperson and Treasurer will develop
a power point presentation with the primary slide being a copy of the Expense Budget Summary
worksheet from File 1. Additional slides can highlight individual lines and provide any commentary
that will help the BOT come to a decision or focus in on issues. Slides should be made of the two
worksheets of File 2 to show the BOT how the planned income and expenses will affect the club
finances.

For the October board meeting, the B&F Chairperson along with the Treasurer should present the
power point show. The goal at this meeting is to have the BOT request specific changes needed and
approve the B&F Committee to move forward with new calculations based on those changes.

At some point after the October BOT meeting, the BOT will need to convene in executive session to
discuss any salary changes. The salary changes need to be incorporated in the working File 1. The
B&F Chairperson and Treasurer should continue to refine numbers in the AD section as new
information becomes available.

Until the December BOT meeting, the Treasurer and B&F Chairperson may continue to refine budget
numbers for expenses controlled outside the club (e.g., DNR Lease, Insurance, property taxes, etc.)

Provided things are going well, the BOT will not need to take any further formal action until the
December BOT meeting.


https://www.bls.gov/cpi/

For the December BOT meeting, the board should approve the final budget. At this point, the budget
should be considered locked and should not be changed or tweaked without explicit BOT approval.

Once the budget is locked, the budget monthly breakdown and Quickbook load process can begin. This
process starts by requesting a Budget Template spreadsheet from the bookkeeper. This file will contain
a sheet for each each expense class with an annual column (calculated) and 12 monthly columns. The
Treasurer and B&F Chairperson will work together to fill out this spreadsheet with the final approved
numbers in Filel. Experience and review of 12 month spread P&Ls will guide how the annual budget
amounts in Filel translate into monthly amounts in the Budget Template. When the process is
complete, double check that the Annual column on the Budget Template (calculated as a sum of the 12
individual months) exactly matches the approved budget in Filel.

Return the completed Budget Template to the bookkeeper for entry into Quickbooks. Request a report
after entry to re-verify that the budget in Quickbooks matches the budget in Filel.

Declaring success and hosting a party at this point would not be out of line.
Reserve Budget Process

The Capital Reserve Budget is a separate budget. It is funded by the monthly assessment, new member
initiation fees, CSP dollars collected (for hours not worked the previous year) and the surplus from the
operations budget (note that for 2023, the BOT revised this equation to omit CSP and operations
surplus, this may or may not change back in the future). The items shown on this plan are typically
assets with a value of more than $50,000 although the BOT may include other items that they deem to
be long term capital expenses.

The instructions for updating the Reserve Plan are located on a worksheet tab on the Excel spreadsheet.
The Capital Expense worksheet is updated each year with input from the long-range planning
committee, main station chair, clubhouse chair and Island Home chair. The main station, clubhouse and
Island Home chair are looking at the items that need to be replaced in the next couple or three years.
The long-range planning committee is looking at items to be replaced further out in the future.

The reserve plan itself is an iterative process where you adjust the monthly assessment, CSP dollars,
initiation fees, operations surplus, inflation rate, etc. While making these adjustments, you verify that
the graphs on the right-hand side of the plan always stay positive, at least in the near future.

Current Members of the Finance Committee (as of April 8, 2021)

Kevin Kennedy — Chairperson since 6/2022 (member since 2019)
Jon Jones (member since 2015)

Joe Downing (member since 2015)

Rion Groves (member since 2022)

Derek DeCouteau (member since 2023)

Sally Parker (member since 2023)

Gary Ball — Treasurer (participant since 2017)

Mark Pearson — Auditor (participant since September 2021)

Walt Schefter — BOT liaison



Bootstrap:

In the event that the Budget and Finance Committee needs to be rebuilt without the experience of the
former Committee Chairperson, the new Chairperson (appointed by the BOT) will want to enlist at
least two other Committee members (per Bylaws Article 4 Section 2) and perhaps as many as five
members. Since Budget and Finance Committee members require access to confidential Club financial
data, the BOT should be informed whenever a new member joins the committee.

Committee members should be selected based on knowledge of accounting practices and business
management.



