
SUCCESS	
  FOR	
  CHAPTER	
  TREASURERS	
  

How	
  to	
  Keep	
  Your	
  Chapter	
  
in	
  Good	
  Financial	
  Standings	
  

Professional Development & 
Networking Forum 



CHARACTERISTICS	
  OF	
  A	
  GOOD	
  TREASURER	
  

  Capable	
  of	
  handling	
  ;igures	
  
and	
  cash	
  

  An	
  orderly	
  mind	
  and	
  
methodical	
  way	
  of	
  thinking	
  

  Knowledge	
  of	
  dealing	
  with	
  
large	
  sums	
  of	
  money	
  and	
  
budgets	
  

  Knowledge	
  of	
  ;inancial	
  
control	
  and	
  budgeting	
  

  An	
  eye	
  for	
  detail	
  
  Good	
  communication	
  and	
  
interpersonal	
  skills	
  

  Ability	
  to	
  ensure	
  decisions	
  
are	
  taken	
  and	
  followed-­‐up	
  

  Good	
  time-­‐keeping	
  



DO’S	
  &	
  DON’TS	
  OF	
  BEING	
  A	
  TREASURER	
  

  A	
  good	
  treasurer:	
  
  Is	
  trustworthy.	
  
  Is	
  impartial.	
  
  Feels	
  comfortable	
  working	
  
with	
  ;igures.	
  

  Is	
  willing	
  to	
  explain	
  ;igures	
  if	
  
asked.	
  	
  

  Is	
  methodical.	
  
  Banks	
  group	
  money	
  as	
  
quickly	
  as	
  possible.	
  

  Makes	
  it	
  easy	
  for	
  others	
  to	
  
take	
  over	
  by	
  keeping	
  clear	
  
records.	
  	
  

  A	
  good	
  treasurer	
  does	
  
NOT:	
  
  Commit	
  fraud	
  -­‐	
  i.e.	
  'borrow'	
  
group	
  funds	
  for	
  his/her	
  own	
  
use.	
  

  Make	
  him/herself	
  
indispensable.	
  

  Carry	
  group	
  money	
  around	
  
for	
  weeks	
  before	
  banking	
  it.	
  

  Neglect	
  to	
  pay	
  bills.	
  
  Ignore	
  the	
  law.	
  
  Overdraw	
  group	
  funds	
  
without	
  the	
  agreement	
  of	
  the	
  
committee.	
  

  Pay	
  or	
  receive	
  money	
  without	
  
making	
  a	
  note	
  of	
  it.	
  



FRAUD	
  PROTECTION	
  

  All	
  fraud	
  is	
  done	
  by	
  those	
  we	
  trust!	
  

  A	
  person’s	
  honesty	
  can	
  be	
  in;luenced	
  by:	
  
 Opportunity	
  
  Pressure	
  
 Attitude	
  

  No	
  organization	
  is	
  immune	
  



FRAUD	
  PROTECTION	
  CONT…	
  

 Have	
  procedures	
  in	
  place	
  to	
  prevent	
  fraud	
  

  Set	
  the	
  proper	
  “Tone	
  at	
  the	
  Top”	
  

  Trust,	
  but	
  verify!	
  

 Responsibility	
  of	
  President	
  and	
  Treasurer 



TREASURER’S	
  RESPONSIBILITIES	
  

General	
  ;inancial	
  oversight	
  

Financial	
  planning	
  and	
  budgeting	
  

Financial	
  reporting	
  (Chapter	
  and	
  IRS)	
  

Banking	
  and	
  record-­‐keeping	
  



GENERAL	
  FINANCIAL	
  OVERSIGHT	
  

  Pay	
  all	
  bills	
  in	
  a	
  timely	
  manner	
  

  Third	
  Party	
  Liability	
  Insurance	
  is	
  paid	
  by	
  the	
  
Division,	
  when	
  the	
  invoice	
  is	
  received,	
  forward	
  to	
  the	
  
Division	
  Treasurer	
  

  Keep	
  spending	
  to	
  plan	
  (budget)	
  

  Non-­‐budgeted	
  items	
  require	
  vote	
  



FINANCIAL	
  PLANNING	
  AND	
  BUDGETING	
  

  Create spending plan for chapter 

  Income must be greater than or equal to expenses 

  History is very helpful 



BUDGET	
  

Budget	
  Committee	
  
Approval	
  from	
  
Membership	
  

Review	
  Sample	
  
Budget	
  

Chapter	
  
Meetings	
  



FINANCIAL	
  REPORTING	
  (CHAPTER	
  AND	
  IRS)	
  

 Monthly	
  report	
  to	
  Chapter	
  

  Include	
  income	
  and	
  expenses	
  

  Annual	
  spending	
  recap	
  

  Form	
  990	
  must	
  be	
  ;iled	
  with	
  IRS	
  



TAX	
  COMPLIANCE	
  ISSUES	
  

  Group	
  Exemption	
  Letter	
  

  Not	
  impacted	
  by	
  Division/Chapter	
  incorporation	
  

  990	
  Information	
  return	
  
 Gross	
  annual	
  receipts	
  over	
  $25,000	
  
  990-­‐N	
  (e-­‐postcard)	
  ;iled	
  if	
  under	
  25,000	
  
 Due	
  15th	
  of	
  5th	
  month	
  following	
  ;iscal	
  year	
  
  Penalties	
  that	
  could	
  be	
  levied	
  

  1099	
  Requirements	
  
  $600	
  aggregate	
  annual	
  payments	
  
 Which	
  state	
  should	
  be	
  copied	
  
  Penalties	
  for	
  not	
  ;iling	
  1099s	
  



MANDATORY	
  FILINGS	
  

Form	
  990	
  

Form	
  
1096	
  

Form	
  
1099	
  



REQUIRED	
  FILINGS	
  

Who	
  must	
  ;ile	
  Form	
  990’s	
  

Any	
  exempt	
  organization!	
  

That	
  means	
  you!	
  



 U.S.	
  Internal	
  Revenue	
  Service	
  –	
  Form	
  990	
  
 Due	
  date	
  based	
  on	
  organization’s	
  ;iscal	
  year	
  

  IAAP	
  Fiscal	
  year	
  July	
  1	
  –	
  June	
  30	
  
 Due	
  on	
  or	
  before	
  November	
  15	
  

REQUIRED	
  FILINGS	
  



REQUIRED	
  FILINGS	
  

 Which	
  Form	
  Should	
  I	
  File?	
  
  2011	
  Tax	
  Year	
  

 Gross	
  receipts	
  normally	
  ≤	
  $50,000	
  
 Form	
  to	
  File	
  990-­‐N	
  

 Gross	
  receipts	
  >	
  $50,000	
  and	
  <	
  $200,000	
  and	
  Total	
  
Assets	
  <	
  $500,000	
  
 Form	
  to	
  File	
  990-­‐EZ	
  or	
  990	
  



REQUIRED	
  FILINGS	
  

  Form	
  1099-­‐MISC	
  
 Any	
  	
  independent	
  contractor	
  paid	
  more	
  than	
  $600	
  in	
  
a	
  calendar	
  year	
  (could	
  be	
  multiple	
  payments	
  =	
  $600)	
  

 To	
  obtain	
  contractor	
  information	
  complete	
  Form	
  W-­‐9	
  	
  
(to	
  be	
  given	
  to	
  speaker	
  PRIOR	
  to	
  speaking	
  or	
  receiving	
  
compensation)	
  

 Each	
  calendar	
  year	
  issue	
  a	
  Form	
  1099-­‐MISC	
  
 Summary	
  Report	
  -­‐	
  Form1096	
  



FORM	
  1099	
  SAMPLE	
  



  Form	
  1099-­MISC	
  
  Each	
  calendar	
  year	
  (January	
  1	
  –	
  December	
  31)	
  

  What	
  to	
  Report	
  
  Compensation,	
  fees,	
  scholarship,	
  etc.	
  

  Amounts	
  to	
  Report	
  
  	
  $600	
  or	
  more	
  

  Due	
  Date	
  to	
  Recipient	
  
  January	
  31	
  

  Due	
  Date	
  to	
  IRS	
  
  February	
  28	
  

WHEN	
  DO	
  I	
  REPORT	
  



  Form	
  W-­‐9	
  is	
  the	
  IRS	
  form	
  used	
  by	
  a	
  company	
  to	
  request	
  the	
  
taxpayer	
  identi;ication	
  number.	
  	
  

  Form	
  W-­‐9	
  requests	
  the	
  name	
  and	
  Social	
  Security	
  Number,	
  
or	
  the	
  name	
  and	
  Employer	
  Identi;ication	
  Number	
  of	
  the	
  
business.	
  	
  

  The	
  recipient	
  submitting	
  a	
  W-­‐9,	
  certi;ies	
  that	
  the	
  tax	
  id	
  
number	
  provided	
  to	
  you	
  is	
  correct	
  and	
  accurate.	
  

What	
  is	
  a	
  form	
  w-­9?	
  



Form	
  W-­9	
  Sample	
  



  You	
  can	
  obtain	
  a	
  blank	
  Form	
  W-­‐9	
  (PDF)	
  to	
  give	
  to	
  
independent	
  contractors	
  you	
  hire	
  by	
  going	
  to	
  the	
  
website	
  http://www.irs.gov/	
  

  Search	
  for	
  current	
  year	
  W-­‐9	
  

Where	
  can	
  I	
  get	
  a	
  form	
  W-­9?	
  



  Annual	
  Summary	
  and	
  Transmittal	
  of	
  U.S.	
  
Information	
  Returns	
  
  Compilation	
  form	
  which	
  provides	
  totals	
  for	
  all	
  1099	
  forms	
  	
  
  Form	
  1096	
  must	
  be	
  sent	
  to	
  the	
  Internal	
  Revenue	
  Service	
  by	
  
February	
  28th	
  

What	
  is	
  a	
  form	
  1096?	
  



Form	
  1096	
  	
  Sample	
  



  If	
  your	
  principal	
  business,	
  of[ice	
  or	
  agency,	
  or	
  legal	
  
residence	
  in	
  the	
  case	
  of	
  an	
  individual,	
  is	
  located	
  in 	
  

  Alaska,	
  California,	
  Colorado,	
  District	
  of	
  Columbia,	
  Hawaii,	
  Idaho,	
  
Illinois,	
  Indiana,	
  Iowa,	
  Kansas,	
  Maryland,	
  Michigan,	
  Minnesota,	
  
Missouri,	
  Montana,	
  Nebraska,	
  Nevada,	
  North	
  Dakota,	
  Oklahoma,	
  
Oregon,	
  South	
  Carolina,	
  South	
  Dakota,	
  Tennessee,	
  Utah,	
  
Washington,	
  Wisconsin,	
  Wyoming	
  

Use	
  the	
  following	
  three-­line	
  address	
  
	
  Department	
  of	
  the	
  Treasury	
  

	
   	
  Internal	
  Revenue	
  Service	
  Center	
  
	
  Kansas	
  City,	
  MO	
  64999	
  

Where	
  to	
  [ile	
  forms	
  1096	
  &	
  1099?	
  



BANKING	
  AND	
  RECORD-­KEEPING	
  

  Timely	
  deposits	
  

  Reconcile	
  Bank	
  Statement	
  promptly	
  

  Records	
  must	
  always	
  be	
  kept	
  in	
  such	
  a	
  manner	
  that	
  if	
  
Treasurer	
  needs	
  to	
  be	
  away	
  suddenly,	
  anyone	
  else	
  
can	
  take	
  over	
  



FINANCIAL	
  SOFTWARE	
  

 Bene[its	
  
 Database	
  

 Easier	
  to	
  pull	
  history	
  from	
  event	
  to	
  event	
  
 Comparative	
  years	
  	
  
 Trends	
  

 Option	
  to	
  Create	
  a	
  Budget	
  from	
  Experience	
  

 Reports	
  



DIRECT	
  DEPOSIT	
  

 Have	
  you	
  gone	
  GREEN?	
  	
  



RAFFLES	
  

  Determine	
  if	
  organization	
  is	
  eligible	
  to	
  hold	
  a	
  charitable	
  raf;le.	
  
  Prepare	
  the	
  Application	
  for	
  Registration	
  (CT-­‐NRP-­‐1)	
  by	
  
completing	
  all	
  ;ields.	
  Incomplete	
  applications	
  will	
  not	
  be	
  
processed.	
  

  Submit	
  Application	
  and	
  $20	
  registration	
  fee	
  payable	
  to	
  
Department	
  of	
  Justice.	
  

  Obtain	
  con;irmation	
  of	
  registration.	
  Upon	
  approval,	
  the	
  
Registry	
  of	
  Charitable	
  Trusts	
  will	
  send	
  a	
  letter	
  con;irming	
  
registration	
  that	
  includes	
  a	
  raf;le	
  permit	
  number	
  and	
  
expiration	
  date.	
  

  Prepare	
  and	
  submit	
  a	
  Nonpro;it	
  Raf;le	
  Report	
  (Form	
  CT-­‐
NRP-­‐2)	
  after	
  the	
  raf;le	
  event	
  has	
  taken	
  place.	
  A	
  report	
  is	
  
required	
  for	
  each	
  rafCle	
  held.	
  



SUMMARY	
  

  Know	
  	
  and	
  understand	
  your	
  ;inancials!!!	
  

  Ensure	
  that	
  the	
  Treasurer	
  has	
  the	
  appropriate	
  
resources	
  to	
  do	
  their	
  job.	
  
  Financial	
  software	
  
  Spreadsheet	
  software	
  
  Access	
  to	
  a	
  computer/laptop	
  

  Prepare	
  and	
  expect	
  timely	
  ;inancial	
  reports	
  



RESOURCES	
  FOR	
  HELP	
  

  Internal	
  Revenue	
  Service	
  
  Telephone	
  Assistance	
  for	
  Exempt	
  Organizations	
  Toll-­‐Free	
  
1-­‐877-­‐829-­‐5500	
  

  www.irs.ca.gov	
  	
  

• Division	
  Board	
  –	
  great	
  resource	
  for	
  additional	
  
information	
  

•  International	
  Headquarters	
  and	
  Treasurers	
  e-­‐Group	
  



QUESTIONS??	
  
Are	
  you	
  ready	
  to	
  serve	
  your	
  Chapter	
  ;inancially?	
  


