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Purpose: 
 
The purpose of our petty cash float is to act as a courteous service for our clients.  
Typically a petty cash is a small amount of money kept on hand to cover smaller 
incidentals. 
 


 Provincially, a petty cash has been set up and is used only to keep cash on hand 
for change given when guests are purchasing merchandise, paying for 
registration fees, etc. and is not to be used for actual purchases.  The amount of 
petty cash is not to exceed $100.00. 


 
 Regionally, there are NO petty cash floats.  The reason for this is to protect the 


Region from any unauthorized or non-receipted purchases. 
 


 A float for an event is allowable both Provincially and Regionally, and is not 
considered a petty cash float.  An event float is used on a one time basis and is 
considered part of the event’s expenses. 
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Purpose: 
 
To ensure that all procurement of goods/services is handled with consideration 
of total acquisition costs, adheres to the principles of non-discrimination, fair 
acquisition processes and transparency of policy and procedure. 
 
Policy: 
 
Where possible competitive quotes should be obtained for all purchases over the 
value of $500.00.   
 
Procedure: 
 


 Any item, between $500.00 and $2500.00 may be purchased based on 
the requisitioner’s knowledge of last purchased price, telephone or verbal 
quotation. 


 
 For those items exceeding $2500.00 written competitive quotations from 


no fewer than three (3) suppliers are required. 
 


 All purchases where Board or Staff members, may be perceived to be in a 
conflict of interest, require a minimum of three written quotations.    


 
 All capital projects must have Board approval. A minimum of three 


quotations are required and the President & CEO in conjunction with the 
President and the, Executive Committee of the Board will render a 
decision on the successful bidder. 


 
 The President & CEO will review all bids, and a final decision made in 


consultation with the appropriate staff or committee chairperson.  
 
 PLEASE NOTE:  A volunteer may solicit bids but under no circumstance can 
sign or obligate the organization.   
 


 The successful bidder will be determined based on the following (in no 
particular order): 


 
 Quality of service and product 
 Reputation of company and relevant experience 
 Price 
 Needs of the organization 
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 Contractual obligations 
 


 The organization resumes the right to reject any or all bids.   
 


 No bid will be accepted after established deadlines. 
 


 Upon approval of the Board of Directors, in certain situations, quotes may 
not be required.  


 
See request for proposal template Appendix J 
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Purpose: 
 
The handling of cash is inevitable in this organization and therefore, procedures have 
been set in place to deal with handling of cash. 
 
 


 Cash collected may not be used to pay expenses prior to the cash being 
deposited since a record of receipts of those funds is required.   


 
 For example, if your team is traveling to a tournament and a $10.00 fee is 


collected from participants to help cover the transportation costs, all funds are to 
be deposited in the account and the transportation costs paid by cheque. 


 
 When cash is being handled, two persons must jointly verify the amount 


collected and deposited and a receipt must be issued. 
 
 For example, at registration, fundraisers, etc. where funds will be received, 


organizers must ensure that there is dual custody over funds and all amounts are 
verified and balanced by the custodians at the end of each event and prior to the 
deposit to the bank.  Custodians should be formally identified prior to the event. 


 
 A receipt must be issued for all cash transactions. 


 
 All cash and cheques must be deposited into Special Olympics accounts.  All 


cheques must be made payable to "Special Olympics Manitoba – XXX Region" 
and deposited to the Region’s bank account. 


 
 An event cash voucher form (form 3000-I) is to be used to record the cash 


received at events or functions.  This form will assist the Treasurer, when 
recording the cash, as to who dealt with the money, what is the money for and 
how much should be accounted for. 
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All Regional Leadership Teams must adhere to the following policies with regard to 
expenditures of Regional monies: 
 


 Receipts must accompany requests for reimbursement for funds. 
 


 Money paid back within 2 (two) weeks of submission. 
 


 No regional money can be expended without the approval of the Regional 
Leadership Team i.e. signed requisition form (form – 3000-A). 


 
 All expenditures must conform to the Regional budget that is voted on by the 


Region prior to June 30th, and submitted to Special Olympics Manitoba office 
(form 3000-B). 


 
Policies Regarding Regional Expenses 
 
Uniforms 
 


 Uniforms kept by athletes are the responsibility of parents/guardians/athletes 
except in certain circumstances. 
 


 Uniforms kept by clubs may be funded 100% by the region.  This uniform is: 
shorts or sweats, T-shirt or singlet. 
 


 Uniforms purchased should be for competition or program participation i.e.:  
shorts/sweats pants and singlets or T-shirts. 
 


 Personal uniform items (i.e. Swimsuits) are 100% the responsibility of the athlete 
or club, and are not the responsibility of the Region. 


 
Travel 
 


 Mileage forms must be filled out before reimbursement from the Regional 
Treasurer (form 3000-C).  Submission deadlines are: September 30th, December 
31st, March 31st and June 30th.  Mileage is reimbursed at thirty-five (35) cents per 
kilometer. 


 
Travel involves 
 


 Coaches traveling with athletes to events; 
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 Regional Leadership Team members attending meetings outside their 
community; 


 
 For training travel see Coaches Training; and 


 
 Provincial Conference. 


 
Note: Norman and Parkland Regions operates within their own funding program for 
travel 
 
Coaches Training 
 
The policy herein involves all Regional Leadership Teams with the specific objectives of 
the Volunteer Training Policy to improve the quality of coaching within the Special 
Olympics programs of Manitoba. 
 


 Special Olympics Manitoba will fund 100% of the cost for coaches taking the 
NCCP Special Olympics Competition Sport workshop, and Part A. 


 
 Coaches wishing to take the NCCP Part B or any NCCP workshop must apply to 


their region for funding.  Depending on the regions yearly budget and current 
financial ability, the application may be approved up to 100% reimbursement. 


 
 Mileage will be paid for courses that are approved as above if the course is 


outside of the volunteers community. 
 
Equipment 
 


 Regional Leadership Teams will fund 100% for sport equipment kept by the 
Head Coach of a club. 


 
 This equipment must be placed in the club inventory (Form 3000-D) and 


submitted to the Regional Leader prior to May 15th.  This equipment is the 
property of Special Olympics Manitoba. 


 
Facilities 
 


 Regional Leadership Teams will fund 100% of facility rental for use by accredited 
programs. 
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Registration with A Sport Governing Body 
 


 Regional Leadership Teams will fund the club/team registration to join a local 
sport association.  Individual registrations are the responsibility of the 
parent/guardian/athlete except in certain circumstances. 


 
National/International Games Athletes 
 


 Athletes shall by funded by their Region of residence for National and 
International competitions regardless of training venue. 


 
Provincial Conference 
 


 Provincial Conference travel and registration for one coach from each club are 
the responsibility of the Region.  At the discretion of the region, additional 
volunteers may be funded. 
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 Regional Leadership Team Leader to distribute club budget forms to Head 
Coaches by April 15th (form 3000-E). 


 
 Club budgets to Regional Leadership Team by May 15th.  All clubs must submit a 


budget regardless of whether they require money or not. 
 


 Regional Leadership Team to formulate and develop a zero based regional 
budget based on regional plans for the fiscal year. 


 
 Regional Leadership Team to approve club budgets by June 1st. 


 
 Club budgets back to Head Coach by June 30th.  In the event that a budget is 


not approved the requistioner will be contacted by phone and a written 
explanation giving pertinent details for non-approval will be sent to the 
requisitioner. 


 
 Regional Leadership Council to submit regional budget to Special Olympics 


Manitoba by June 15th. 
 


 At no time may a surplus be used for the general operating budget. 
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 All programs must submit a budget (Form 3000-E) for the program year.  This 


includes those programs not requesting funding. 
 


 All budget proposals must be received by the Leader of the Regional Leadership 
Team by MAY 15th. 


 
 Budget proposals will be approved/not approved by a minimum of three (3) 


members of the Regional Leadership Team, one (1) of whom must be the 
Regional Leader. 


 
 Budget proposals will be approved/not approved by the Regional Leadership 


Team and photocopies returned to the Head Coach by June 30th. 
 


 Only items approved on budget proposals will be considered for reimbursement 
by the Regional Treasurer.  Requests for items not budgeted, but essentially 
required by the program, must be submitted to the Regional Leader for 
discussion by the Team.  The requisitioner will be informed of a decision within 
two (2) weeks of receiving the request. 


 
 In the event that a requisition is not approved, the requisitioner will be contacted 


by phone and a written explanation giving pertinent details for non-approval will 
be sent to the requisitioner within two (2) weeks of receipt of the requisition 
form. 
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Purpose: 
 
For those employees incurring hospitality and travel expenses and for those 
senior management staff who approve such expenditures for payment, the 
following guidelines will apply. 
 
General Guidelines: 
 


 As employees in a non-profit organization it is to be understood that all 
expenses should be incurred within reason.  


 
 Unless a cash per diem is provided all expenses must be substantiated 


with original receipts which show detailed expenditures and all taxes. 
 


 The preferred form of payment should be on your Visa Card or through an 
account established between SOM and the provider.  When using your 
Visa card, submission of your visa expense claim must be provided to the 
Director of Finance (using the Visa expense claim form) upon receipt of 
your statement (within 48 hours of receipt) unless other arrangements 
have been made.   


 
 All expenses must be reconciled monthly, with submission to the Director 


of Finance no later than the 15th of the following month (i.e. January 
expenses are due no later then February 15th) 


 
 Wherever applicable, the Special Olympics air miles card should be used 


when purchases are made. 
 


 If you misplace your Visa Card or lose it notify the Director of Finance 
immediately. 


 
Other Related Expenses: 
 
Hospitality: 
 


 Hospitality includes all costs of functions or activities; meals, beverages 
and where applicable, facility rentals.  Purchasing alcohol is acceptable 
within reason.  Reasonable purchases will be defined as one drink per 
person (i.e. one shot of spirits, one beer, one glass of wine and is limited 
to popular brands). 
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Allowable Expenses: 
 


 Hospitality expenses are eligible when: 
 


 Hosting or sponsoring organizational approved functions or activities; or 
 


 Conducting organizational business with internal or external persons. 
 
Non-Allowable Expenses: 
 


 Expenses for a spouse of an employee are only eligible for reimbursement 
on occasions of formal representation. 


 
 Alcohol is not to be purchased for Board or Committee meetings.  Alcohol 


purchased for Wind-ups is at the discretion of the committee but limited 
to one drink per person.  


 
Meals: 
 


 Meals should be purchased on Visa (wherever possible) and submitted to 
the Director of Finance using the Visa expense claim form.  List of people 
attending or name of event must be provided as well as the reason why.  
Tips for meals should not exceed 15%.      


 
 For travel within the Province the following, per day, meal expense 


guidelines should be followed: 
 
  Breakfast      $7.00 
  Lunch      $12.00 
  Supper      $16.00 
  _____________________________________________ 
  Total      $35.00 
 


 For travel outside the Province the following, per day, meal expense 
guidelines should be followed: 


 
  Breakfast     $12.00 
  Lunch       $16.00 
  Supper      $22.00 
  _______________________________________ 
  Total       $50.00 
 
SOM will not reimburse for meals included as part of a Conference Fee.  
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Accommodation: 
 


 All accommodations should be booked through the organizations travel 
co-ordinator using the Aerogold credit card or established account. 


 
 Special Olympics Manitoba will provide reasonable accommodations for all 


travel that requires an overnight stay(s).  When ever possible 
accommodation should be booked at the Delta Hotel. 


 
 Personal items such as personal entertainment (ie) movies, mini bar are 


the responsibility of the employee.  
 
Transportation: 
 


 All transportation will be arranged through the organizations internal 
travel co-ordinator using the Aerogold credit card or an established 
account.   


 
 Economy class air accommodation shall be used except in approved 


special circumstances.  Cancellation insurance should be purchased.  All 
other insurance is provided under the employee benefits package.  


 
 Employees may use their personal vehicles for travel within a 100 km of 


the City and will be reimbursed at $0.35/km.  For trips outside the 100km 
radius cars should be rented unless other wise approved.  Zero deductible 
insurance should be purchased. 


 
 Taxi fares, when incurred for business purposes, will be paid for by the 


organization. 
 
Phone: 
 


 Special Olympics Manitoba provides cell phones for employees.  Each cell 
phone is equipped with a usage plan which employees should be familiar 
with.  Calling cards must be utilized for all long distance calls.  When 
usage plans have exceeded their limits, employee reimbursement of 
additional costs will be at the discretion of the President and CEO.  


 
 Employees away on SOM business are entitled to phone calls home (either 


cell phone or land line) within reason.     





