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SHIRE OF CASTLEMERE, KINDOM OF TRIMARIS
Proposed Financial Policy

Approved by the shire on January 21, 2010

I. FINANCIAL COMMITTEE & FINANCIAL POLICY 

A. The Financial Committee of Castlemere consists of the Seneschal and the Exchequer, whose roles are limited by their office terms, and all shire members in attendance who possess a paid SCA membership.  

B. Any member of the shire may put forth a proposal for consideration by the Financial Committee and with the exception of extraordinary situations, a simple majority vote is sufficient to indicate approval or denial.

C. Populace meetings, which occur monthly, will serve as the primary forum for the shire discussion and voting on financial proposals.  When possible, the Financial Committee agenda will be communicated to the shire in advance of the Populace meetings through announcements at preceding meetings, announcements on Castlemere’s yahoo group and/or in Castlemere’s newsletter, Castlelore.

D. In accordance with Kingdom Financial policy, Castlemere’s Financial Policy will be reviewed when the Seneschal’s office changes hands or every 2 years.

E. After obtaining the Financial Committee’s approval, a copy of the document will be sent to the Kingdom Chancellor of the Exchequer for final review and approval. 

II. EXPENDITURES 

A. All signatories on the bank account will maintain a paid SCA membership, no two signatories may share the same address and each disbursement will be signed by 2 signatories.

B. All reimbursements must be made by check, be payable to a person or entity (not “Cash”) and be fully documented by receipts.

C. All advance payments, such as feast advances, will be treated as a receivable until all the receipts and/or unused funds are collected and reconciled.

D. All Shire disbursements require pre-approval from the Exchequer and the Seneschal or the Financial Committee.  Items purchased without prior approval are not guaranteed reimbursement by the Shire and will be handled on a case-by-case basis.

E. A check request form signed by the Exchequer and the Seneschal is evidence of an approved purchase.  The Exchequer signature indicates that the intended purchase is allowable under the SCA guidelines.  The Seneschal signature indicates either his approval or that of the financial committee depending on the dollar value of the purchase.  In case of an emergency, a deputy designated by the Exchequer or Seneschal may assume these duties.

F. The Seneschal will approve non-budgeted expenses of $50 or less.

G. The Financial Committee will approve annual officer budgets, event budgets and unbudgeted expenses over $50.  

H. Castlemere provides the Chronicler’s office with a $400 annual budget, that funding must be reviewed and approved each year.  Any expenses in excess of the approved budget are not guaranteed reimbursement by the Shire and any unused funds at year end revert back to the General Fund.  

III. EVENTS

A. Event bids under consideration by the Financial Committee should, at a minimum, contain: 

1.) The event theme and the names key staff members

2.) The event location, dates available and current site costs

3.) Event pricing and cost estimates for food and autocrat supplies

4.) Profit projections based on historic attendance 

5.) Routine event expenses/advances not necessary to include in bid are: NCR forms, Change Bank Advance and Non-Member Fees

B. Gratis Site Fees - Unless Otherwise specified the default policy is as follows:

1.) Gratis admission will be provided for 3 staff positions or the equivalent at each 3-day event (Friday – Sunday) hosted by Castlemere.  The primary gratis positions are: the Event Steward, the Feast Steward and the Reservation Steward.  The Event Steward may elect to offer a full gratis admission to these positions, or split the discount between 2 or more people working as a team.  Any person may waive their right to a gratis admission and the Event Steward may then offer that discount to another staff member. 

2.) For events lasting longer than the standard 3-day weekend, two of each position will not be charged site fees

3.) The tradition of offering gratis admission to attending Royals and their heirs will be continued by the Shire.

4.) No other discounts may be offered to Event staff or attendees. 

C. Child Site Fees – Unless Otherwise specified the default policy is as follows:

1.) Children aged 6 and under will be admitted to Castlemere events free of charge and children between the ages of 7 and 12 to be charged half the adult admission price.  Children attending adult feast and occupying a seat at the table, will be charged the full adult feast price.  Babes-in-Arms (i.e. who sit on their parents lap, in baby carriers, etc.) will be admitted to adult feast free of charge.

2.) No family shall pay more than 3 adult site fees. “Family” is defined as per Society Membership Policy.

D. Non-Member Surcharge

1.) Non-Members who paid the full adult price for admission to a Castlemere event will also pay a surcharge imposed by the Society’s Corporate Office

2.) The Non-Member Surcharge at Castlemere events will be limited to the minimum amount required per Kingdom and Corpora.  

E. Event Non-Payment & Refund policies

1.) All returned checks will be subject to a $20 fee

2.) Any event participant who does not pay their site fees before registration closes will be considered to have spent the entire weekend with feast and shall be charged accordingly.  

3.) Event participants who do not pay their event fees or use NSF checks to do so will not be permitted to attend events until all fees are paid in full.

4.) Requests for refunds must be in writing and received 3 days in advance for a full refund.  

5.) Requests made at the event will be refunded the site fee only.  Refund requests will be accepted no later than 20 days after the close of the event.

IV. CASH & CASH RECEIPTS

A. Any person collecting money for the SCA before, during or after an event or fundraising activity must be a paid SCA member.  

B. While one paid SCA member must be assigned the ultimate responsibility for the money collected during an SCA activity, at least two people should be present at cash collection points to lend support during busy times and allow for short breaks.  

C. The Exchequer, Autocrat and Seneschal (or their representative) should be included in the money counts at the beginning, middle and end of the event.  

D. When SCA funds are transferred from one person to another, a receipt should be signed by both parties acknowledging the amount of money turned over and the name of the new custodian for those funds.  

E. Cash of any type totaling more than $50 must be deposited in the appropriate bank account by an SCA officer within 14 days of receipt.  Cash receipts totaling less than $50 must be deposited by an SCA officer within 30 days of receipt.  No un-deposited cash is to be used for reimbursements or refunds.

F. It is recommended in the Corporate Financial Policy, that local branches maintain sufficient cash reserves to continue normal operations after a total loss of advance expenses for one major event of the type it typically runs.

V. FINANCIAL REPORTING & DISCLOSURES

A. The Exchequer must have an identified emergency deputy who can assume all duties and functions of the office if necessary.

B. The Shire Exchequer will maintain the checkbook, financial statements and detailed records of itemized receipts, disbursements and contributions.  Financial activity must be reconciled to the bank statements at least monthly.  

C. Financial reports must be submitted on a quarterly basis to the Shire’s Seneschal and the Kingdom Chancellor of the Exchequer’s office and must demonstrate agreement to the bank statements.  

D. Failure to file the required reports within 30 days following the reporting deadline may be grounds for Shire suspension and/or the replacement of the Shire’s Exchequer.

E. Financial Statements consisting of a Comparative Balance Sheet and Income/Expense Statement must be made available to the shire members at least annually.  These documents may be shared in the local newsletter or through some other manner, as long as printed evidence of the distribution is supplied to the Kingdom Chancellor of the Exchequer.

F. A Formal Book Review, to ensure all appropriate policies and procedures are in place and are being followed, is required when the financial officer changes or if there is no turnover, at least every 2 years.

G. Where computerized systems are used, both paper copy and back up files/disks of financial documents must be maintained for seven 7 years and must turned over to the successor officer within 30 days following the expiration of an Exchequer’s term.

VI. Castlemere Financial Policy will be conducted in accordance with existing laws, SCA Corporate and Kingdom Financial Policy and those policies govern any transaction or situation not explicitly covered in this document.







