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Overview	  

This	  class	  will	  cover:	  
• The	  Treasurer’s	  role	  and	  duties	  
• Taxes	  and	  forms	  
• Accounting	  procedures	  and	  tools	  
• Budgeting	  
• Other	  topics	  
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The	  Treasurer’s	  Role	  and	  Du/es	  
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You	  Tell	  Me…	  

• What	  is	  the	  treasurer’s	  role?	  

• What	  are	  the	  treasurer’s	  duties?	  
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The	  Treasurer’s	  Role	  

In	  order	  of	  importance	  
• Chapter	  Leader	  
an	  integral	  part	  of	  the	  leadership	  team	  

• Communicator	  
keeps	  everyone	  informed	  of	  4inancial	  matters	  

• Banker	  
keeps	  records	  and	  pays	  bills	  
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The	  Treasurer’s	  Role:	  
Chapter	  Leader	  

• Member	  of	  the	  Chapter	  Board	  
–  An	  equal	  voice	  in	  all	  board	  discussions	  
and	  votes,	  not	  just	  Jinancial	  ones	  

–  Part	  of	  the	  chapter	  management	  team	  
(CMT)	  

•  Financial	  Advisor	  
–  Not	  just	  a	  bean	  counter	  
–  Not	  just	  reactive	  –	  help	  to	  make	  plans	  
–  Don’t	  be	  afraid	  to	  ask	  the	  tough	  
questions:	  
• Where	  will	  we	  get	  the	  money	  for	  that?	  
•  Is	  that	  worth	  what	  we’ll	  be	  paying	  for	  it?	   6	  
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The	  Treasurer’s	  Role:	  
Communicator	  

•  The	  treasurer	  needs	  to	  communicate:	  
–  Communicate	  Jinancial	  results	  to	  the	  
board,	  the	  chapter,	  the	  Society,	  the	  
government,	  and	  the	  public	  

–  Communicate	  Jinancial	  implications	  of	  
proposed	  actions	  to	  the	  board	  

•  Standard	  accounting	  procedures	  allow	  
you	  to	  communicate	  these	  things	  quickly	  
and	  credibly.	  
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You	  Tell	  Me	  

• What	  formal	  communications	  
(documents,	  reports,	  etc.)	  are	  
required	  or	  recommended?	  
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Formal	  Communica=ons	  

•  Annual	  budget	  
• Monthly	  report	  to	  the	  board	  
•  Annual	  tax	  returns:	  
–  Federal	  forms	  1099,	  1096,	  990	  
–  California	  forms	  199,	  RRF-‐1,	  
BOE-‐401,SI100	  

–  Nevada	  form	  APP-‐02.01	  
•  Annual	  Jinancial	  review	  
•  Annual	  member	  letter	  about	  deductions	  
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The	  Treasurer’s	  Role:	  
Banker	  

• Make	  sure	  all	  bills	  get	  paid	  on	  time	  
– Money	  owed	  by	  the	  chapter	  
– Money	  owed	  to	  the	  chapter	  

• Act	  as	  trustee	  for	  chapter	  funds	  
• Keep	  accurate	  and	  detailed	  records	  
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The	  Treasurer’s	  Role:	  
What	  It	  Isn’t	  

•  The	  treasurer	  does	  not	  ensure	  the	  Jinancial	  
health	  of	  the	  chapter.	  
The	  whole	  board,	  working	  together,	  must	  do	  that.	  

•  The	  treasurer	  doesn’t	  write	  the	  budget.	  
He	  edits	  it,	  based	  on	  inputs	  from	  of4icers,	  and	  he	  ensures	  
that	  it’s	  sound	  and	  realistic.	  

•  The	  treasurer	  should	  not	  have	  revenue-‐
generating	  or	  expense-‐incurring	  chapter	  jobs.	  
This	  allows	  the	  treasurer	  to	  be	  more	  independent	  and	  
impartial	  when	  evaluating	  the	  budget.	  

•  The	  treasurer	  does	  not	  raise	  money.	  
Someone	  else	  should	  be	  responsible	  for	  fundraising,	  donor	  
relations,	  grant	  writing,	  etc.	  
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Specific	  Du=es	  

Every	  Month	  
•  Complete	  monthly	  accounting	  
(forms	  1-‐4	  or	  equivalent)	  

•  Pay	  bills	  (including	  Society’s)	  
•  Reconcile	  bank	  accounts	  
•  Prepare	  monthly	  report	  for	  the	  board	  
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The	  Society’s	  Bill	  

•  Monthly	  bill	  is	  payable	  upon	  receipt.	  
–  Chapter	  can	  be	  suspended	  if	  payment	  is	  late.	  

•  Includes:	  
–  Mandatory	  items	  (insurance,	  800	  number,	  
Payment	  for	  ASCAP	  fees)	  

–  Items	  ordered	  by	  Secretary	  and	  others	  
	  
	  
	  
	  
	  
	  

13	  



November 2013 

Specific	  Du=es	  
December	  (prior	  to	  your	  formal	  start)	  
•  Prepare	  budget	  (with	  Jinance	  committee)	  
•  Obtain	  necessary	  banking	  papers	  

January	  
•  Submit	  budget	  for	  board	  approval	  
•  Formally	  authorize	  money	  handlers	  (bonding)	  
•  Start	  previous	  year	  Jinancial	  review	  
•  Send	  federal	  forms	  1099-‐MISC	  to	  individuals	  
•  File	  California	  form	  BOE-‐401	  if	  required	  

February	  
•  File	  federal	  forms	  1096	  and	  1099-‐MISC	  
•  Send	  deduction	  advice	  to	  members	  
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Specific	  Du=es	  

April	  
•  Review	  budget	  and	  variances	  with	  the	  board	  

May	  
•  File	  federal	  form	  990-‐N,	  990-‐EZ,	  or	  990	  
•  File	  California	  forms	  RRF-‐1,	  199	  if	  required	  
•  Send	  prior	  year	  Jinancial	  review	  to	  Society	  

July	  
•  Review	  budget	  and	  variances	  with	  the	  board	  
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Specific	  Du=es	  

October	  
•  Review	  budget	  and	  variances	  with	  the	  board	  

November	  
•  Review	  books	  with	  new	  treasurer	  

December	  (end	  of	  your	  term)	  
•  Assist	  new	  treasurer	  planning	  for	  his	  year	  
•  Congratulations!	  	  You	  and	  your	  chapter	  have	  
completed	  a	  successful	  year.	  
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Treasurers’	  Resources	  

On	  the	  Documents	  page:	  
•  Treasurer	  manual,	  exhibits,	  templates	  
•  Tax	  forms	  
•  IRS	  Tax-‐Exempt	  Letter	  
•  Insurance	  coverage	  details	  and	  forms	  
•  Show	  clearance	  forms	  
•  Financial	  review	  form	  
•  and	  lots	  more…	  
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Treasurer’s	  Resources	  
Chapter	  documentation	  	  
•  By-‐laws,	  minutes,	  administration	  guide	  	  
•  Newsletters	  

People	  	  
•  Your	  predecessor	  
•  Other	  chapter	  treasurers	  
•  Max	  Bates	  (maxbates@juno.com)	  

FWD	  District	  Treasurer	  
•  Jama	  Clinard	  (jclinard@barbershop.org)	  

BHS	  Finance	  Controller	  /	  Accountant	  
•  John	  Santora	  (jsantora@mac.com)	  

Head	  of	  Leadership	  Academy	  Treasurer	  Classes	  
•  Steve	  Roth	  (steve@rothskeller.net)	  
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Taxes	  and	  Forms	  
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Non-‐Profit	  Corpora=on	  
Chapters	  are	  non-‐proJit	  corporations.	  
•  Inherit	  federal	  501(c)(3)	  status	  from	  BHS	  
•  Need	  to	  be	  registered	  with	  state	  as	  well	  
•  Proving	  it	  is	  sometimes	  cumbersome	  

BeneJits:	  
•  Exempt	  from	  income	  taxes	  on	  related	  income	  
•  Donors	  can	  deduct	  donations	  

–  Often	  eligible	  for	  employer	  matching	  donations	  
•  Many	  businesses	  offer	  discounts	  

–  Can	  get	  shopper	  donations	  through	  eScrip,	  iGive,	  SHARES,	  etc.	  
–  Amazon.org	  
Protecting	  non-‐proJit	  status	  is	  critical!	  
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Protec=ng	  Non-‐Profit	  Status	  
•  Must	  operate	  in	  accordance	  with	  stated	  purpose:	  

–  To	  perpetuate	  the	  old	  American	  institution,	  the	  barbershop	  
quartet	  

–  To	  promote	  and	  encourage	  vocal	  harmony	  and	  good	  
fellowship	  among	  its	  members	  

–  To	  encourage	  and	  promote	  the	  education	  of	  its	  members	  and	  
the	  public	  in	  music	  appreciation	  

–  To	  promote	  public	  appreciation	  of	  barbershop	  harmony	  
–  To	  initiate,	  promote	  and	  participate	  in	  charitable	  projects	  and	  
to	  establish	  and	  maintain	  music	  scholarships	  and	  charitable	  
foundations	  

–  To	  initiate	  and	  maintain	  a	  broad	  program	  of	  music	  education,	  
particularly	  in	  the	  Jield	  of	  vocal	  harmony	  and	  the	  allied	  arts	  

•  The	  IRS	  judges	  whether	  a	  chapter	  is	  “organized	  and	  
operated	  exclusively”	  for	  these	  purposes	  by	  its	  actions.	  
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Protec=ng	  Non-‐Profit	  Status	  

To	  guard	  their	  non-‐proJit	  status,	  chapters	  may	  not:	  
•  Spend	  money	  from	  the	  public	  on	  anything	  
unrelated	  to	  the	  chapter	  purpose	  
–  Using	  member	  dues	  and	  non-‐tax-‐deductible	  
donations	  is	  OK	  

•  Spend	  money	  from	  the	  public	  for	  the	  beneJit	  of	  
individual	  members	  
–  Using	  member	  dues,	  etc.	  is	  not	  OK	  –	  the	  IRS	  
doesn’t	  mind,	  but	  it’s	  against	  the	  chapter	  bylaws	  

•  Participate	  or	  intervene	  in	  any	  political	  
campaign	  on	  behalf	  of	  any	  candidate	  for	  public	  
ofJice	  

•  InJluence	  legislation	  
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Money	  Ins	  and	  Outs	  
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Restricted Income: 
•  Profits from chapter 

activities 
•  Tax-deductible donations 

Non-restricted Income 
(a.k.a. “Social” Income): 
• Member dues / assessments 
• Non-deductible donations 

Related Expenses: 
•   Expenses to support our 

non-profit purpose 

Unrelated Expenses: 
•  Parties 
•  Refreshments 
•  Gifts 

DO	  NOT	  SPEND	  RESTRICTED	  INCOME	  ON	  UNRELATED	  EXPENSES!	  
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What’s	  a	  Related	  Expense?	  

Related	  
•  Meeting	  place	  costs	  
•  Director’s	  fee	  /	  salary	  
•  Clinics	  /	  seminars	  
•  Musical	  training	  /	  
coaching	  

•  Performances	  
(incl.	  contests):	  
–  Transportation	  
–  Uniforms	  
–  Overnight	  Meals/Lodging	  
–  Staging	  of	  shows	  

•  Administrative	  expenses	  

Unrelated	  
•  Refreshments	  for	  
members	  

•  Refreshments	  for	  ladies	  
•  Banquets,	  picnics,	  parties	  
•  Hospitality	  suites	  
•  Gifts	  for	  ofJicers	  /	  
members	  
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Payments	  to	  Members	  
(or	  buying	  things	  for	  members)	  

Chapter	  Bylaws	  §2.01:	  	  “The	  chapter	  activities	  shall	  be	  
conducted	  without	  personal	  gain	  for	  its	  individual	  members.”	  
But,	  according	  to	  discussions	  with	  Society	  HQ:	  
• OK	  to	  pay	  an	  individual	  (market	  rate)	  for	  services	  rendered	  
• OK	  to	  pay	  for	  token	  gifts:	  plaques,	  Jlowers,	  etc.	  
For	  expenses	  related	  to	  the	  chapter	  purpose,	  chapter	  can	  pay:	  
• For	  all	  members	  equally:	  	  OK	  
• For	  equitably	  deJined	  groups	  of	  members:	  	  OK	  

–  e.g.	  all	  members	  who	  earned	  20	  attendance	  points	  
–  e.g.	  all	  youth	  members	  
–  e.g.	  the	  music	  team	  

• For	  speciJic	  individuals:	  	  not	  OK	  
–  For	  all	  red-‐headed	  basses	  named	  Larry:	  	  not	  OK	  
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You	  Tell	  Me	  
Classify	  these	  expenses	  
1.  Your	  director’s	  hotel	  room	  at	  

District	  
2.  Member	  travel	  expenses	  to	  a	  

contest	  
3.  Commemorative	  plaque	  for	  

outgoing	  treasurer	  
4.  Chapter	  subsidy	  of	  dues	  for	  

low-‐income	  members	  
5.  Refreshments	  for	  male	  guests	  
6.  Your	  music	  coach’s	  meals	  
7.  Post-‐show	  afterglow	  
8.  Your	  treasurer’s	  mileage	  to	  

Leadership	  Academy	  
9.  Meal	  cost	  at	  board	  meeting	  held	  

at	  restaurant	  

ClassiBication	  
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You	  Tell	  Me	  
Classify	  these	  expenses	  
1.  Your	  director’s	  hotel	  room	  at	  

District	  
2.  Member	  travel	  expenses	  to	  a	  

contest	  
3.  Commemorative	  plaque	  for	  

outgoing	  treasurer	  
4.  Chapter	  subsidy	  of	  dues	  for	  

low-‐income	  members	  
5.  Refreshments	  for	  male	  guests	  
6.  Your	  music	  coach’s	  meals	  
7.  Post-‐show	  afterglow	  
8.  Your	  treasurer’s	  mileage	  to	  

Leadership	  Academy	  
9.  Meal	  cost	  at	  board	  meeting	  held	  

at	  restaurant	  

ClassiBication	  
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* Note: FWD reimburses half of coaching expenses. 

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  	  
	  	  
	  	  
	  
	  
9. Unrelated	  (unless	  overnight	  
travel)	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  	  
	  	  
	  	  
8. Related	  
	  
	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  	  
	  	  
7. Open	  to	  public:	  related	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  	  
6. Overnight	  travel:	  related.	  *	  
	  	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
5. Related	  (recruiting	  expense)	  
	  	  
	  	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  
	  
4. Unrelated;	  must	  be	  equitable	  
	  
	  	  
	  	  
	  	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
3. Unrelated	  
	  
	  
	  
	  	  
	  	  
	  	  
	  
	  
	  
	  

	  
	  
	  
2. Performing:	  related;	  must	  be	  
equitable	  
	  
	  
	  
	  
	  	  
	  	  
	  	  
	  
	  
	  
	  

	  
1. Performing	  +	  overnight	  travel:	  
related	  
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Annual	  Tax	  Returns	  
Required	  returns	  based	  on	  gross	  receipts	  (tax	  year	  2013)	  
•  $0	  –	  $49,999: 	  IRS	  Form	  990-‐N	  

	  C:	  FTB	  Form	  199-‐N	  
•  $50,000	  –	  $199,999: 	  IRS	  Form	  990-‐EZ	  

	  IRS	  Schedule	  A	  
	  CA:	  FTB	  Form	  199	  

•  $200,000	  and	  up, 	  IRS	  Form	  990	  
or	  total	  assets	  over	  $500,000 	  IRS	  Schedule	  A	  

	  CA:	  FTB	  Form	  199	  
•  Unrelated	  income	  over	  $1,000: 	  add	  IRS	  Form	  990-‐T	  

	  CA:	  add	  FTB	  Form	  109	  
•  Donations	  over	  $5,000	  from	  any 	  add	  IRS	  Schedule	  B	  

one	  source	  

•  All	  forms	  due	  by	  May	  15.	  
•  Society	  HQ	  gets	  copies	  of	  IRS	  forms	  (not	  FTB	  forms).	  
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Public	  Disclosure	  

• Tax	  returns	  must	  be	  made	  available	  
to	  anyone	  who	  asks	  for	  them.	  
– For	  up	  to	  three	  years	  after	  Jiling	  
– Must	  be	  exact	  copy	  of	  what	  was	  Jiled,	  
with	  all	  schedules	  and	  attachments	  
• Exception:	  can	  redact	  names	  of	  donors	  

– May	  charge	  copy	  fee,	  in	  advance	  
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Annual	  Financial	  Review	  
•  In	  January,	  have	  your	  president	  appoint	  a	  Jinancial	  review	  

committee.	  
–  May	  not	  include	  board	  members	  or	  ofJicers	  from	  the	  year	  
being	  reviewed.	  

–  Outside	  auditor	  not	  needed.	  	  Past	  treasurer	  or	  anyone	  with	  
accounting	  experience	  will	  do.	  

•  Give	  the	  committee	  access	  to	  all	  Jinancial	  data	  for	  the	  year.	  
•  The	  committee	  produces	  a	  report.	  

–  The	  Society	  has	  a	  recommended	  form.	  
•  Treasurer	  must	  mail	  report	  to	  Society	  HQ	  by	  May	  15.	  

–  Or	  submit	  online	  through	  eBiz	  web	  site.	  
–  Chapter	  can	  be	  suspended	  if	  report	  is	  late.	  

•  Do	  another	  review	  if	  treasurer	  changes	  mid-‐year.	  
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Report	  Payments	  

•  Money	  paid	  by	  chapter	  
–  To	  individuals	  
–  To	  unincorporated	  companies	  (e.g.	  quartets)	  
–  Over	  $600	  for	  the	  year	  

•  No,	  you	  can’t	  spread	  money	  across	  a	  quartet	  to	  avoid	  it	  
–  Includes	  everything	  except	  documented	  expense	  
reimbursements	  

–  Get	  W-‐9	  information	  as	  you	  make	  these	  payments.	  
•  Send	  payee	  IRS	  Form	  1099-‐MISC	  by	  end	  January	  

–  You	  will	  need	  their	  tax	  ID	  number	  –	  get	  it	  before	  you	  pay	  
them,	  otherwise	  you’re	  required	  to	  withhold	  30%	  

•  File	  IRS	  form	  1096,	  with	  copies	  of	  all	  1099-‐MISC,	  by	  
end	  February	  
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State	  Incorpora=on	  Forms	  

•  CA:	  Form	  SI-‐100	  every	  two	  years	  
–  Due	  in	  the	  month	  you	  originally	  incorporated	  

•  CA:	  Form	  RRF-‐1	  every	  year	  with	  copy	  of	  990	  
•  CA:	  Form	  199	  every	  year	  
	   	  Due	  April	  15	  

•  NV:	  Annual	  list	  of	  ofJicers	  
–  Due	  in	  the	  month	  you	  originally	  incorporated	  

•  Fictitious	  Business	  Name:	  	  varies	  by	  county	  
These	  are	  the	  Secretary’s	  responsibility	  

–  Since	  they	  carry	  fees,	  you’ll	  know	  if	  they’ve	  been	  
done	  

–  Help	  the	  Secretary	  remember	  to	  do	  them!	  
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Members’	  Tax	  Deduc=ons	  

Many	  barbershop	  expenses	  are	  deductible.	  
•  Your	  expenses	  in	  support	  of	  the	  chapter’s	  charitable	  
purpose	  are	  considered	  non-‐cash	  donations,	  and	  
donations	  are	  deductible.	  

•  Only	  deductible	  if	  you	  itemize	  deductions	  using	  the	  
full	  Form	  1040	  and	  Schedule	  A.	  

•  Must	  have	  written	  records	  of	  expenses	  /	  donations.	  
•  For	  donations	  of	  cash	  or	  property,	  must	  have	  
written	  receipt	  or	  letter	  from	  chapter.	  
	  

•  It	  is	  helpful	  to	  remind	  members	  of	  these	  rules	  in	  
early	  February	  each	  year.	  	  Point	  them	  to	  the	  
guidelines	  on	  the	  BHS	  web	  site.	  
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Deduc=ble	  Expenses	  
•  Donations	  of	  money	  or	  property	  

–  but	  not	  the	  value	  of	  any	  beneJit	  you	  receive	  in	  return	  
–  but	  not	  rafJle	  and	  lottery	  tickets	  

•  Travel,	  meals	  and	  lodging	  for	  out-‐of-‐town	  conventions	  and	  
paid	  shows,	  if	  you	  are	  performing	  and	  not	  just	  attending	  
–  but	  not	  personal	  expenses,	  tickets	  to	  optional	  shows	  at	  
convention,	  or	  travel,	  meals	  or	  lodging	  for	  guests	  

•  Mileage	  in	  service	  to	  the	  chapter	  (if	  not	  reimbursed)	  
–  includes	  mileage	  to	  board	  meetings,	  Leadership	  Academy,	  etc.	  
–  actual	  gas/oil	  cost,	  or	  14￠	  per	  mile	  
–  but	  not	  car	  repairs,	  maintenance,	  depreciation,	  etc.	  
–  but	  not	  mileage	  to	  regular	  meetings,	  unless	  you	  have	  a	  
chapter	  job	  there	  (director,	  treasurer	  collecting	  funds,	  etc.)	  

•  Cost	  and	  upkeep	  of	  required	  member-‐owned	  uniforms	  
“without	  general	  utility”	  
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You	  Tell	  Me	  

• What’s	  your	  most	  advantageous	  
treatment	  of	  the	  mileage	  to	  come	  here?	  
–  Get	  it	  reimbursed	  
–  Donate	  it	  and	  deduct	  actual	  cost	  
–  Donate	  it	  and	  deduct	  standard	  rate	  

• When	  we	  go	  out	  for	  pizza	  tonight,	  is	  
yours	  deductible?	  
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You	  Tell	  Me	  

• What’s	  your	  most	  advantageous	  
treatment	  of	  the	  mileage	  to	  come	  here?	  
–  Get	  it	  reimbursed	  
–  Donate	  it	  and	  deduct	  actual	  cost	  
–  Donate	  it	  and	  deduct	  standard	  rate	  

• When	  we	  go	  out	  for	  pizza	  tonight,	  is	  
yours	  deductible?	  
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Acknowledge	  Dona=ons	  
A	  courtesy	  to	  your	  donors	  (not	  a	  requirement)	  
•  Send	  an	  acknowledgment	  letter	  by	  end	  January	  for	  

donations	  the	  previous	  year	  
•  Report	  amount	  of	  donation.	  	  For	  property,	  note	  description	  

and	  market	  value	  when	  given.	  
•  If	  all	  or	  part	  of	  a	  donation	  is	  not	  tax	  deductible,	  say	  so.	  

–  Not	  deductible	  if	  used	  for	  unrelated	  expenses.	  
–  If	  goods	  or	  services	  received	  in	  return	  for	  the	  donation,	  their	  
value	  	  is	  not	  deductible.	  

•  Otherwise,	  state	  that	  your	  chapter	  is	  a	  non-‐proJit	  
organization	  under	  IRS	  regulation	  501(c)(3)	  and	  that	  their	  
donation	  may	  be	  tax	  deductible.	  

•  Give	  your	  EIN	  and	  formal	  corporation	  name	  
This	  is	  your	  fundraiser’s	  responsibility,	  but	  he’ll	  probably	  

need	  to	  reminded,	  and	  may	  need	  data	  from	  you.	  
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Sales	  Taxes	  (California)	  

If	  you	  sell	  anything	  tangible	  (including	  to	  members)	  
•  You	  must	  get	  a	  CA	  seller’s	  permit	  
•  You	  must	  pay	  sales	  taxes	  on	  anything	  sold	  in-‐state	  

–  Usually	  you	  collect	  them	  from	  the	  end	  purchaser,	  but	  
that	  isn’t	  required	  

•  Sales	  tax	  rates:	  
–  For	  items	  sold	  in	  person,	  use	  the	  rate	  where	  the	  sale	  
occurred.	  

–  For	  items	  sold	  by	  phone/mail/internet,	  it’s	  safest	  to	  use	  
the	  rate	  where	  the	  item	  is	  delivered.	  

–  Rates	  are	  published	  at	  boe.ca.gov.	  
•  Taxes	  are	  usually	  due	  annually	  by	  end	  January	  on	  
form	  BOE-‐401.	  
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Sales	  Taxes	  (Nevada)	  

NonproBit	  corporations	  are	  exempt	  from	  sales	  tax.	  
•  Exemption	  is	  not	  automatic;	  must	  apply	  every	  Jive	  
years	  with	  DoT	  form	  APP-‐02.01.	  
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Accoun/ng	  Procedures	  
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Accoun=ng	  Principles	  

•  The	  Jiscal	  year	  runs	  January	  to	  December.	  
•  We	  use	  cash	  accounting:	  

–  Income	  is	  counted	  when	  money	  is	  received	  
–  Expenses	  are	  counted	  when	  money	  is	  paid	  

•  We	  use	  single-‐entry	  bookkeeping.	  *	  
•  Everything	  must	  be	  documented	  
•  Record	  each	  transaction	  separately	  

–  Don’t	  combine	  transactions	  
–  Don’t	  net	  activities	  

•  All	  income	  and	  expenses	  are	  positive	  
–  Except	  when	  correcting	  errors,	  e.g.	  refunds	  
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Spending	  Money	  

•  Pay	  everything	  by	  check	  if	  you	  can.	  
–  Avoid	  paying	  anything	  by	  cash.	  	  If	  you	  must	  pay	  
something	  by	  cash,	  get	  a	  receipt.	  

–  Chapters	  should	  not	  have	  credit	  cards.	  	  If	  something	  
must	  be	  paid	  by	  credit	  card,	  have	  a	  member	  do	  it	  and	  
reimburse	  them	  by	  check.	  

–  Debit	  cards	  can	  be	  used,	  but	  keep	  receipts.	  	  Keep	  the	  
debit	  card	  under	  tight	  control!	  

–  Write	  one	  check	  per	  purchase	  or	  payment,	  even	  if	  that	  
means	  you	  write	  multiple	  checks	  to	  the	  same	  person.	  

•  When	  possible,	  pay	  for	  things	  directly	  rather	  than	  
reimbursing	  members.	  
–  When	  reimbursing	  members,	  you	  must	  get	  
documentation	  of	  their	  actual	  expenses.	  
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Receiving	  Money	  
•  By	  check:	  make	  sure	  purpose	  is	  written	  on	  it.	  
•  By	  cash:	  write	  a	  receipt	  and	  keep	  a	  copy.	  
•  By	  credit	  or	  debit	  card:	  

–  Make	  sure	  buyer	  name	  is	  recorded	  
–  Make	  sure	  purchase	  is	  itemized	  
–  In	  person	  services:	  	  Square,	  PayPal	  Here,	  GoPayment,	  etc.	  
–  Online	  purchases:	  	  WePay,	  PayPal,	  Stripe,	  Braintree,	  etc.	  

•  It	  doesn’t	  have	  to	  be	  just	  you!	  
–  Assistants	  can	  receive	  and	  deposit	  funds.	  
(Include	  them	  in	  bonding	  list.)	  
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Bank	  Accounts	  
•  Get	  a	  board	  resolution	  on	  who	  can	  write	  checks	  in	  what	  amounts.	  

–  When	  are	  two	  signatures	  required?	  
–  Make	  sure	  resolution	  is	  in	  the	  minutes.	  
–  Give	  those	  minutes	  to	  the	  bank	  along	  with	  the	  matching	  signature	  

card.	  
–  Resolution	  should	  also	  cover	  who	  has	  access	  to	  online	  services	  that	  

work	  with	  the	  bank,	  e.g.	  PayPal.	  
•  Separate	  bank	  accounts	  for	  separate	  purposes	  are	  not	  worth	  the	  

hassle.	  
–  If	  your	  accounting	  is	  good,	  there’s	  no	  need.	  
–  Exception:	  	  BHS	  wants	  separate	  account	  when	  running	  a	  convention	  

•  Reconcile	  bank	  statements	  each	  month.	  
•  Retain	  statements	  and	  canceled	  checks.	  
•  Get	  deposit-‐only	  ATM	  cards.	  
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Money	  Ins	  and	  Outs	  
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Restricted Income: 
•  Profits from chapter 

activities 
•  Tax-deductible donations 

Non-restricted Income 
(a.k.a. “Social” Income): 
• Member dues / assessments 
• Non-deductible donations 

Related Expenses: 
•   Expenses to support our 

non-profit purpose 

Unrelated Expenses: 
•  Parties 
•  Refreshments 
•  Gifts 

DO	  NOT	  SPEND	  RESTRICTED	  INCOME	  ON	  UNRELATED	  EXPENSES!	  
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Basic	  Accoun=ng	  

Your	  money	  on	  hand	  is	  divided	  into	  “funds”	  

51	  

•  “Operating Fund” (100) receives 
restricted income and pays non-
profit related expenses. 

•  “Social Fund” (360) receives 
unrestricted income and pays 
unrelated expenses. 

•  You can have other funds for 
specific purposes, e.g. Pay-As-
You-Sing (220). 

100	  

360	  

220	  
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Basic	  Accoun=ng	  
•  Every	  income	  transaction	  is	  associated	  with	  a	  numbered	  
“income	  account”	  based	  on	  its	  source.	  

•  Every	  income	  account	  is	  associated	  with	  a	  fund.	  
–  Restricted	  income	  goes	  into	  the	  “Operating	  Fund”.	  
–  Unrestricted	  income	  goes	  into	  the	  “Social	  Fund”.	  

•  Every	  expense	  transaction	  is	  associated	  with	  a	  numbered	  
“expense	  account”	  based	  on	  its	  purpose.	  

•  Every	  expense	  account	  draws	  from	  a	  particular	  fund.	  
–  Non-‐proJit-‐related	  expenses	  draw	  from	  the	  Operating	  Fund.	  
–  Unrelated	  expenses	  draw	  from	  the	  Social	  Fund.	  

•  Money	  may	  be	  transferred	  from	  Social	  to	  Operating	  but	  
never	  from	  Operating	  to	  Social.	  
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310,320,330,340,350	  	  
See Manual, pp. 16-17 

220  
Pay-as-You-Sing 

300, 360  
Social Activity 

401 thru 450, 470, 471  
See Manual pp. 17-20 

460  
Social Activity 

220  
Pay-as-You-Sing 

Income 
Accounts 

Expense 
Accounts Funds 

220  
Pay-as-You-Sing 

100  
Operating 

360  
Social 

Chart	  of	  Accounts	  
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You	  Tell	  Me	  
Which	  expense	  account?	  
1.  Your	  director’s	  hotel	  room	  at	  

District	  
2.  Member	  travel	  expenses	  to	  a	  

contest	  
3.  Commemorative	  plaque	  for	  

outgoing	  treasurer	  
4.  Chapter	  subsidy	  of	  dues	  for	  

low-‐income	  members	  
5.  Refreshments	  for	  male	  guests	  
6.  Your	  music	  coach’s	  meals	  
7.  Post-‐show	  afterglow	  
8.  Your	  treasurer’s	  mileage	  to	  

Leadership	  Academy	  
9.  Meal	  cost	  at	  board	  meeting	  held	  

at	  restaurant	  

Expense	  Account	  
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You	  Tell	  Me	  
Which	  expense	  account?	  
1.  Your	  director’s	  hotel	  room	  at	  

District	  
2.  Member	  travel	  expenses	  to	  a	  

contest	  
3.  Commemorative	  plaque	  for	  

outgoing	  treasurer	  
4.  Chapter	  subsidy	  of	  dues	  for	  

low-‐income	  members	  
5.  Refreshments	  for	  male	  guests	  
6.  Your	  music	  coach’s	  meals	  
7.  Post-‐show	  afterglow	  
8.  Your	  treasurer’s	  mileage	  to	  

Leadership	  Academy	  
9.  Meal	  cost	  at	  board	  meeting	  held	  

at	  restaurant	  

Expense	  Account	  
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9. 460	  (unless	  overnight	  travel,	  then	  
421	  or	  438)	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  	  
	  	  
	  	  
8. 413	  
	  
	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  	  
	  	  
7. Open	  to	  public	  471,	  else	  460	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  	  
6. Overnight	  travel	  413,	  else	  460	  
	  	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
5. 435	  
	  	  
	  	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  
	  
4. 460	  
	  
	  	  
	  	  
	  	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
3. 460	  
	  
	  
	  
	  	  
	  	  
	  	  
	  
	  
	  
	  

	  
	  
	  
2. Performing:	  421,	  else	  460	  
	  
	  
	  
	  
	  
	  	  
	  	  
	  	  
	  
	  
	  
	  

	  
1. Performing	  +	  overnight	  travel:	  
421;	  otherwise	  460	  
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Basic	  Accoun=ng	  

• Record	  every	  income	  transaction	  
along	  with	  its	  income	  account.	  

• Record	  every	  expense	  transaction	  
along	  with	  its	  expense	  account.	  

• At	  the	  end	  of	  each	  month,	  summarize	  
the	  income,	  the	  expenses,	  and	  the	  
resulting	  cash	  position.	  
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Monthly	  Financial	  Report	  

•  Keep	  it	  high	  level:	  not	  too	  much	  detail.	  
–  Did	  we	  bring	  in	  enough	  money?	  
–  Are	  we	  spending	  according	  to	  plan?	  
–  Are	  we	  spending	  wisely?	  

•  Use	  forms	  3	  and	  4	  (or	  software	  
equivalent)	  if	  you	  wish.	  
–  Don’t	  get	  bogged	  down	  with	  individual	  
account	  details.	  
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Accoun/ng	  Tools	  
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Accoun=ng	  Tools	  

•  Paper	  forms	  
•  Computer	  Spreadsheets	  
– Microsoft	  Excel	  
–  Google	  Docs,	  OfJice	  360,	  etc.	  

•  Computer	  Finance	  Software	  (Tech	  Soup)	  
–  Quicken	  
–  Quickbooks	  

•  It’s	  your	  choice!	  
It’s	  the	  results	  that	  count.	  
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Be	  Replaceable!	  

Treasurers	  are	  often	  tempted	  to:	  
–  Make	  a	  different	  chart	  of	  accounts	  
–  Design	  their	  own	  accounting	  forms	  
–  Use	  double-‐entry	  bookkeeping	  
–  Use	  professional	  accounting	  tools,	  e.g.	  QuickBooks	  

	  
Every	  step	  away	  from	  the	  BHS	  standard	  makes	  it	  
harder	  to	  replace	  you	  when	  you	  want	  to	  step	  
down.	  
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Paper	  Forms	  

•  BHS	  Form	  1:	  income	  transactions	  
•  BHS	  Form	  2:	  expense	  transactions	  
•  BHS	  Form	  3:	  income	  summary	  and	  cash	  position	  
•  BHS	  Form	  4:	  expense	  summary	  
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SoSware	  Tools	  

Excel	  

Google	  D
ocs	  

Q
uicken	  

Does	  the	  math	  for	  you	   ü	   ü	   ü	  
Links	  values	  between	  forms	   ü	   ü	   ü	  
Lets	  multiple	  people	  see/use	  the	  books	   ü	  
Free	   ü	  
Automatic	  checking	  account	  download	   ü	  
Compare	  actual	  spending	  with	  budget	   ü	  
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Budge/ng	  
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Why	  Make	  a	  Budget?	  

•  The	  most	  important	  communications	  vehicle.	  
–  It	  helps	  decide	  what	  activities	  the	  chapter	  can	  pursue.	  
–  It	  makes	  sure	  money	  is	  kept	  available	  for	  the	  most	  
important	  activities.	  

–  It	  encourages	  the	  whole	  board	  to	  consider	  Jinances.	  
–  It	  gives	  you	  an	  easy	  and	  effective	  way	  to	  say	  “no”	  to	  
unwise,	  unplanned	  expenses.	  

•  The	  budget	  does	  not	  stand	  by	  itself.	  
–  It	  has	  to	  reJlect	  the	  priorities	  and	  plans	  of	  the	  chapter.	  
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Treasurer’s	  Role	  in	  Budge=ng	  

•  Start	  and	  drive	  the	  budgeting	  process	  
–  You’ll	  probably	  have	  to	  push	  ofJicers	  to	  write	  their	  budgets.	  

•  The	  treasurer	  edits	  the	  budget.	  
–  The	  content	  comes	  from	  the	  chapter	  ofJicers.	  
–  They	  write	  the	  budgets	  for	  their	  departments,	  and	  they’re	  on	  
the	  hook	  for	  compliance.	  

–  Treasurer	  provides	  prior	  years’	  data	  on	  request.	  
•  The	  treasurer	  provides	  a	  reality	  check.	  

–  If	  the	  budget	  doesn’t	  balance,	  don’t	  accept	  it.	  
–  Make	  sure	  the	  ofJicers	  have	  considered	  everything.	  

•  	  The	  treasurer	  monitors	  and	  enforces	  the	  budget.	  
–  Question	  all	  expenses	  –	  did	  we	  budget	  for	  them?	  
–  Question	  all	  income	  –	  did	  we	  get	  as	  much	  as	  we	  planned?	  
–  Review	  budget	  vs.	  actuals	  with	  the	  board	  periodically.	  
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Budget	  Considera=ons	  

•  Look	  at	  the	  past	  as	  a	  guide	  for	  the	  future.	  
–  Look	  two	  to	  three	  years	  back;	  last	  year	  might	  have	  been	  
unusual.	  

•  Consider	  chapter	  goals	  for	  2015	  and	  2016.	  
–  What	  expenses	  needed	  in	  2015	  to	  meet	  them?	  
–  Consider	  special	  events.	  
–  Consider	  long-‐term	  needs	  like	  uniforms.	  
–  Treasurer’s	  manual	  has	  a	  list	  of	  items	  to	  consider.	  

•  Budget	  conservatively.	  
–  Income:	  aim	  high,	  budget	  low.	  
–  Expenses:	  aim	  low,	  budget	  high.	  
–  Aim	  for	  the	  most	  likely	  scenario,	  not	  the	  best	  or	  worst	  
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Budget	  Considera=ons	  

Internal	  Factors	  
•  Chapter	  mission	  
•  Member	  
demographics	  

•  Connections	  to	  
community	  

•  Community	  
involvement	  and	  
support	  

•  Internal	  coaching	  

External	  Factors	  
•  Size	  and	  type	  of	  
community	  

•  Area	  demographics	  
•  Other	  chapters	  in	  the	  
area	  

•  Other	  entertainment	  
options	  in	  the	  area	  

•  Public	  relations	  and	  
media	  assistance	  

•  State	  of	  the	  economy	  
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Revise	  the	  Budget	  

•  The	  budget	  is	  not	  written	  in	  stone.	  
•  Review	  and	  update	  it	  periodically.	  
–  At	  least	  every	  four	  months.	  
– Modify	  it	  for	  changing	  circumstances.	  
–  Stay	  focused	  on	  the	  chapter	  goals.	  
–  It’s	  a	  communications	  tool,	  not	  a	  weapon.	  
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Other	  Topics	  
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Records	  Reten=on	  

•  Everything	  you	  need	  to	  support	  your	  tax	  
return	  must	  be	  kept	  for	  3	  years	  after	  it’s	  
due	  or	  Jiled.	  

•  Contracts	  should	  be	  kept	  for	  3	  years	  
after	  they	  end.	  

•  Bank	  account	  and	  loan	  agreements	  
should	  be	  kept	  permanently.	  

•  Documents	  relating	  to	  incorporation	  
(including	  renewals)	  and	  tax-‐exempt	  
status	  should	  be	  kept	  permanently.	  
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Music	  Licenses	  
•  Arranger’s	  Fees	  and	  Per-‐Copy	  Costs	  

–  For	  music	  ordered	  through	  the	  Society,	  these	  are	  on	  the	  Society	  
monthly	  bill.	  

–  Make	  sure	  your	  chapter	  has	  paid	  for	  every	  arrangement	  and	  every	  
piece	  of	  music	  you	  use.	  

•  Performance	  Licenses	  
–  BMI:	  Jlat	  fee	  per	  show	  
–  ASCAP:	  percentage	  of	  gross	  (but	  usually	  a	  minimum	  -‐	  $237)	  
	  

•  Mechanical	  Licenses	  
–  For	  distributing	  recordings	  (CD,	  cassette,	  digital	  download,	  etc.)	  
–  Distribution	  to	  anyone	  including	  members	  (e.g.	  learning	  tracks)	  
–  Purchase	  through	  Harry	  Fox	  Agency	  or	  similar	  

All	  of	  these	  things	  are	  the	  Secretary’s	  responsibility.	  
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Insurance	  

•  General	  Liability	  
–  Bodily	  injury	  
–  Property	  damage	  
–  Products	  liability	  
–  Medical	  
–  Liquor	  at	  some	  events	  

•  Automobile	  Liability	  
–  Personal	  vehicles	  
–  Not	  chapter	  vehicles	  
–  Not	  rental	  vehicles	  

•  Umbrella	  Liability	  
•  Personal	  Property	  

–  Not	  chapter	  property	  
•  Bond	  Coverage	  

–  Covers	  elected	  
chapter	  ofJicers	  

–  Board	  resolution	  to	  
cover	  others	  

–  $1,000	  deductible	  
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Conclusion	  

This	  class	  covered:	  
• The	  Treasurer’s	  role	  and	  duties	  
• Taxes	  and	  forms	  
• Accounting	  procedures	  and	  tools	  
• Budgeting	  
• Other	  topics	  

83	  


