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GENERAL





The Treasurer is responsible for managing the finances of the section.  This includes receiving moneys, paying bills, maintaining savings accounts, maintaining Journal subscriptions,  preparing financial statements, and submitting materials for audit.








DUTIES AND ACTIVITIES  





1.	Collect money and deposit it into the Section’s account within two weeks of receipt.





2.	Pay all bills within the time frame specified by the originator, or within two weeks of receipt if the time frame is not specified.





3.	Record all financial transactions in the check register and Section’s ledger immediately after the transaction according to the procedures approved by the Executive Committee.





4.	Balance the check book upon receipt of each bank statement.





5.	Prepare a monthly “Income Statement” and a twelve-month “Income Statement” at the end of the fiscal year according to procedures.





6.	File all section financial records upon receipt.





7.	Submit any desired procedural changes in writing to the Executive Committee for approval before implementing.





8.	Review procedures prior to the annual Executive Committee planning meeting, make any needed changes, and submit the changes to the Executive Committee for approval and for implementation at the start of the next fiscal year.





9.	Turn over Section financial records to the succeeding Treasurer at the annual Executive Committee planning meeting.  Train  successor on functions of the office.





10.	Bring the Section’s check book and ledger to each Executive Committee meeting.  Be prepared to present monthly balance sheets and the current check book balance.





11.	At the beginning of the term of office, discard all checks, deposit slips and other records older than seven years.





12.	At the end of the term, pick up any signature cards from the bank and have the address on the account changed to that of the new Treasurer.  After the new President and Treasurer have signed the signature cards,  return them to the bank.








PROCEDURES





Bank Deposits:





Use deposit slip from the back of the check book.


Note last four digits of number at bottom of slip.  That is the deposit slip number.


Fill in date of deposit on slip.  Note reason for deposit on line under date.


List each check separately, noting amount of check and name of person (if personal check) or name of company and name of person (if company check).


Follow instructions on deposit slip for totaling amount.


Count number of checks and count number of entries on slip.  Check math.


Endorse each check with Section account stamp.


Enter deposit in check register noting date on slip, purpose, deposit slip number and amount.


Enter each check in ledger in appropriate section noting date on deposit slip, deposit slip number, name of person (if personal check) or name of company and person (if company check), check number and amount.  However, for checks covering multiple items (e.g., two people paying dues with same check, new member dues plus dinner meeting) enter each amount in appropriate section in ledger with above information.


Send or take deposit to bank.


File deposit slip with rest of checks and deposit slips for fiscal year.








Writing Checks:





Make all payments with checks.


Each check written must have a receipt.  Member expenses are to be submitted on “Reimbursement/Payment Requisition Voucher” accompanied by the receipt(s).


Fill out check in usual manner.


Enter reason for writing check on line marked “Memo”.


Make entry in check register noting all specified information including purpose for payment.


Enter check number and date of check on “Voucher”.


File “Vouchers” in chronological order.  File receipts for dinner meeting charges in chronological order separately from rest of receipts.


Enter date of check, check number, and amount of check in ledger book in appropriate section.


Send or give check to requester.








Balancing Check Book:





Check off entries in check register against transaction on bank statement.


Enter any bank charges and/or interest in check register and check them off too.


Follow instructions on back of bank statement to balance check book.


Compare calculated balance on back of statement with balance in check register.


If the two balances do not agree, verify that amounts on checks and deposits agree with amounts recorded in register, that all transactions were recorded, and that bank statements were correct.


When balances agree, file bank statements in chronological order.


File canceled checks with rest of canceled checks for fiscal year.








Preparing an Income Statement:





Prepare an “Income Statement” at the end of each month.  Also prepare a twelve-month composite statement for review at the summer Executive Committee planning meeting in June.


Draw a line in each section of the ledger and in the check register at the end of each month.


Total each month column and write totals in pencil in each column under the line.


Enter totals in appropriate places on “Income Statement” form.


The “Beginning Bank Balance” is the previous month’s “Ending Bank Balance”.


Find the “Ending Bank Balance” by adding “Total Receipts” to “Beginning Bank Balance’ and subtracting “Total Disbursements”.  The resulting amount should equal the amount in the check register at the end of the month.


If the amounts do not agree, calculate the difference between the two balances.  That is the amount which must be found.


Next, verify that all transactions recorded in check register have been recorded in the ledger and vice versa.


From check register, add all deposits and interest credited to account.  Compare that amount with sum of all receipts recorded on “Income Statement”.  The two amounts must agree.


Total amounts of checks written and compare that figure with total of all expenses/disbursements recorded on “Income Statement”.  The two amounts must agree.


If either is in error, the search has been narrowed.


File corrected “Income Statement” with previous such statements.


To prepare year end “Income Statement”, complete monthly statement for June.  Total amounts in each category, then calculate as for monthly statement.








Membership Dues:





Enter  the following on application form or dues renewal form.


personal or company check


if company check, name of company


date, number, and amount of check


deposit slip number and date on deposit slip


date logged into ledger


Make entry in “Membership” section of ledger following deposit recording procedure.


Keep a running total for fiscal year and column total in the ledger.


Send application forms and dues renewal forms to Membership Chairperson when you receive deposit slip from bank.








Meetings:





Secretary provides list of attendees.  SPEAKER MEAL IS ALWAYS FREE, but must be included on the list.


Prepare name tags, receipts, and colored paper for dinner selections (if not a buffet) before the meeting. This is optional, but it saves time processing people in line.


Bring to the meeting name tags, several pens, colored paper cut into squares for dinner selections, and receipts.  Bring blank name tags and receipts, too.  Also, it is desirable to have several application blanks.


Prior to the meeting, cash a Section check in $20.00’s, $10.00’s, $5.00’s, and $1.00’s as appropriate for the cost of the meal to make change.


As people pay, note on list whether payment was cash or check and how much was paid.


If people show up who are not on the list, add them to the list with dinner selections (if applicable).


Count the number of people who paid and compare that with the number of people eating, and with the number of dinners Section is being charged for.


When meal is not a buffet, ask waitresses not to serve anyone who does not have a colored paper square and to distribute meals according to color of paper.


Obtain detailed bill from restaurant which states number and cost of each selection.  Recalculate bill to verify correctness of total.  


Pay bill with a check before leaving premises and take a copy of the bill.


Count money and check totals against amounts recorded on attendance list.  Record information about each check plus amount of cash in ledger under “Meetings”.


Deposit money into bank including the extra Cash used for change.  Note on deposit slip that amount of cash includes the extra cash.  Note this also in check register when entering purpose for deposit.  To record in ledger data about cash removed from account for change, enter check number, date, and amount of withdrawal and deposit slip and date extra cash was re-deposited into account.  Enter this information at bottom of sheet used for the dinner meeting in question.


Total amounts of receipts and expenses.  Calculate net gain or loss for meal and record amount in ledger.


Send list of “no-shows” to Secretary for billing per the Dinner Reservation Policy.


When you receive checks from “no-shows”, record them in the ledger under “Miscellaneous Receipts” in the “Miscellaneous” column.





�
Journal Subscription:





Journal subscriptions cost a Local Section member $45.00.  $25.00 is for the subscription and $15.00 is for the Local Section.


The Secretary will send out renewal notices to the members well in advance of expiration dates of subscriptions.


Members will send checks to the Secretary.  The Secretary will forward to the Treasurer the checks accompanied by form letters to AIHA asking for the subscriptions.  The procedure is the same for new or sustaining members.


Make out a check for $25.00 to AIHA for each person, noting person’s name on “memo” line.


Enter transaction(s) in ledger under “Miscellaneous Receipts”.  


Money for the subscription is not always entered into the ledger on the same day the check is written for AIHA.  In that case, make two entries in the ledger in applicable columns each identified by member’s name.  Then mark each entry with the same number written small near the amounts.


Send check(s) and form Letter(s) to AIHA.





