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2017 SUPPORT FEES INFORMATION PACKET

PLEASE COMPLETE YOUR SUPPORT FEES WORKSHEET BY JULY 15, 2016




SUPPORT FEES: CHECKLIST

REQUIRED
If you have already submitted your 2014 990 and Audited Financial Statements to the YWCA USA, you will only need to submit your calculation form and any other supporting materials. If you have not already submitted them, please submit all documents listed below.

	
	Item
	Submit Process

	
	Form #1: FY2017 Annual Support Fees Calculation Form
	Please submit your files on ShareFile at the following link:
https://intranetywcausa.sharefile.com/r-r35e269d2fd244aa8
Please use the naming convention listed in the directions, Step 4.

	
	2014 Form 990 (2014 will be in the upper right corner of the form)
	

	
	Audited Financial Statements (corresponds to 2014 Form 990)
	

	
	Audit Management Letter (corresponds to 2014 Form 990)
	

	
	Paying via EFT
  Monthly
  Quarterly
  Annually
	If you are paying by EFT, we will follow up with an authorization form after the audit of your calculation is completed. A new EFT authorization form must be completed each fiscal year.



    SUBMITTED BY
	YWCA Association 
	

	Contact Name
	

	Address
	

	Office Phone
	

	Email Address
	

	Billing Contact Name
	

	Billing Contact Email
	




SUPPORT FEES: INSTRUCTIONS

OVERVIEW: DOCUMENTS AND RESPONSIBILITIES

This year’s support fees calculation is based on financial data from the 2014 Form 990 and corresponding Audited Financial Statement.

· To be consistent, the fiscal year (2014) shown in the upper right-hand corner of page 1 of the Form 990 is the correct year for these purposes. Please use the audit that corresponds to this Form 990.

· If your association submits a Form 990EZ or has a review/compilation rather than an audit, please submit those documents instead. 

· [bookmark: _GoBack]If your association has already submitted their 2014 Form 990 and corresponding Audited Financial Statement to the national office as part of the recent self-assessment process, you do not have to re-submit the forms.

· In order to accommodate the fact that local associations are on different fiscal years, there is a necessary lag time in the fiscal year of the Form 990 used as the basis for calculating support fees. Fluctuations in support fees as a result of association expansion or contraction will also lag but will be reflected in support fees in future years. 

The national office of YWCA USA is responsible for creating invoices, receiving national support fee payments, tracking accounts receivable, and reporting delinquencies to the appropriate committee of the national board. Local associations are responsible for submitting their YWCA USA Support Fees Calculation, Form 990, audit and management letter, and EFT authorization as appropriate, in a timely manner, paying promptly, working in good faith to resolve disputes, and alerting the national office to any difficulties in making payments.

CALCULATIONS: CALCULATING FULL-FORMULA SUPPORT FEES (FORM #1)

STEP 1:   Finding Your Base

Line 1: Total Operating Expenses. This line is used to report all expenses. It includes, but is not limited to, Program Services, Supporting Services, Fundraising, etc. To determine this figure, take Total Expenses from Form 990, Part I, Line 18. If using 990EZ refer to Part I, Line 17. If direct fundraising expenses are listed separately on Schedule G, Part II, Line 10, include those as well.

STEP 2:  Claiming Exemptions A-F & Determining Net Operating Expenses 
These exemptions must be clearly identifiable on Form 990 or on the Statement of Functional Expenses within the audited statements or footnotes to the financial statements to be deductible. Please highlight all related figures and descriptions. Failure to do so will compromise your ability to claim these exemptions. 

LINE A: Depreciation. Depreciation is the annual charge to income that results from a systematic and rational allocation of cost over the life of a tangible asset (Building and Equipment) and is show on the Form 990, Part IX, Line 22.

LINE B: In-Kind Expense. These expenses cover non-cash in-kind items donated to the association that are shown as revenue on the Revenue Statement and that are then shown as an expense to offset the revenue. An example would be a brochure that was designed and printed for the association at no cost to the association. Do not deduct In-Kind Expenses unless they are included in your Total Operating Expenses. Please highlight on your audited financial statements the figures used in this section.

LINE C: Capital Campaign Expenses. For purposes of this formula, Capital Campaign Expenses are only those expenses related to running or implementing a capital campaign.  Expenses associated with purchases of equipment or related to facility renovation are addressed in the exemption for Depreciation Expenses. Capital Campaign expenses are new expenses to an organization incurred strictly because you are running a capital campaign. Ongoing, normal expenses such as the ED/CEO salary are not exempt even if it is time spent on the campaign. These expenses must be clearly identifiable in the Statement of Functional Expenses to the audited financial statements.

LINE D: In-House Cost Center Transfers. In-House Cost Center Transfers are expenses charged to a particular cost center/program but not actually incurred by the Association. The net effect of these transfers should equal zero and therefore have no effect on expenses.

LINE E: Fiscal Agent/Pass-Through Funds: Association fiscal agent/pass through transactions are those in which the Association acts as an intermediary between two or more other parties, and does not directly benefit from or provide benefits to the other parties. These amounts signify monies that do not fund costs incurred or any part of a program operated by the Association or included in its insurance coverage. Pass-through monies are only deductible if the YWCA has no delivery or supervisory role with the program. To the extent that pass-through expenses exceed related revenue, no deduction of the excess expense is allowed. These expenses must be clearly matched against related revenue and if included in the Statement of Functional expenses must be clearly identifiable.

LINE F: Regional Dues / National Support Fees. This exemption is often reflected on Form 990, Part IX, Line 21. It should include the amount of regional dues your association was assessed in 2013, but not any special assessments (such as for lobbying/grant-writing services). Since the support fees calculated in 2013 was prorated to cover only the remaining 8 months of the national office’s fiscal year, use the annualized amount to get 12 months worth of exemption, which should also be in your FY2013 support fees calculation form.  If it is more beneficial for your association to use the actual regional dues amount paid from September 2012- December 2012, feel free to use that amount in addition to the actual support fees assessed from January 2013 – August 2013, and provide supporting documentation.  

LINE II: Total Exemptions. Add lines A-F. Enter total exemptions on line II.

LINE III: Calculating Your Net Operating Expenses Subject to Assessment. Subtract Line II from Line I

STEP 3: Calculating Your Full-Formula Assessment

LINE IV: Annual Assessed Support Fees. Multiply the amount on Line III by .0065 (the assessment rate).

LINE V: Amount Payable. This section details the amount of the Association’s Annual Support Fees. The minimum annual support fee is $1,000 and the maximum is $40,000. If the Association’s assessment falls within those limits, enter the applicable amount on Live V. If the Association is at the minimum or the maximum, enter that amount instead. 

PAYMENT OPTIONS: SELECT YOUR PREFERRED PAYMENT OPTION (FORM #1)

The national office of the YWCA USA will review the Support Fee Assessment Form and related documentation and will generate an invoice based on your choice of annual, quarterly, or monthly calculations. Consult the Support Fees Payment Schedule for due dates. 


COMPLETE THE PROCESS: THE 2017 SUPPORT FEES PROCESS

STEP 4: Submit All Documents 	
Use the checklist on the cover page to help you gather all of your materials and include the checklist with your documents. If you have already submitted your 2014 990 and Audited Financial Statements to the YWCA USA, you will only need to submit your calculation form and any other supporting materials.

This year’s document submission process utilizes a new software platform, ShareFile. You will use this link to upload this year’s documents. We will be using a standardized naming convention for these files as follows:  
· ST_Association_DocName_SF17 

Please note ST indicates state and SF17 indicates this is for 2017 Support Fees. For an example, if YWCA Detroit was completing a request for the calculation form, the file would be named:
· MI_Detroit_Calculation_SF17

Deadline: Your Support Fees Calculation Form #1 with supporting 990, audit and management letter are due no later than July 15, 2016. 

Confirmation: You will receive a signed copy of your form indicating that it’s been reviewed and processed as submitted. If there are questions, you’ll be contacted either by phone or email, and any changes will be discussed and then noted in writing and returned to you with the signed form. Invoices will be produced and sent to your association on the schedule you indicate (monthly, quarterly, etc.).

Dispute Resolution: Dennis Shine, CFO of the YWCA USA, is the first recourse for any dispute involving support fees. In the event that a dispute cannot be successfully resolved, final resolution will rest with the appropriate committee of the national board. You can reach Dennis at (202) 955-6750 or dshine@raffa.com. 

Commitment to Service and Timely Response: Our commitment is to respond to each email or phone inquiry within two business days! Please also feel free to send any process improvement suggestions.


ONE ACCESS POINT WITH TWO OPTIONS:
supportfees@ywca.org   |    (202) 835-2353
 
THANK YOU!


SUPPORT FEES: 2017 PAYMENT SCHEDULE

MONTHLY OPTION
Monthly Option beginning September, 2016
· Invoice date: 		1st of the month
· Payment due:	End of month (28th, 30th or 31st)


QUARTERLY OPTION
Quarterly Option beginning September, 2016
· Invoice date: 		1st of the 1st month of the quarter
· Payment due:	End of month 1st month of the quarter (28th, 30th or 31st)


ANNUAL OPTION
2017 Fiscal Year (September 2016 – August 2017)
· Invoice date: 		September 1, 2016
· Payment due: 	September 30, 2016
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Send completed packets by July 15, 2016 (electronic copies preferred) uploaded to Sharefile.
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