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Tracking the Treasury

National
Association of

Postal Supervisors

Training

Treasurer Duties

Administration & Financial
Accuracy, Security & Transparency



Tracking the Treasury

Financial Security & Transparency

— Banking & Accounting

— Manage Dues Check-Off (DCO)
— Collect & Protect Dues

— Branch Budget
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— Annual Audits




Tracking the Treasury

Accuracy, Security & Transparency

Officers Training Manual (OTM)

4. Treasurer's Responsibilities

4.1. Definition of a Treasurer

4.2. The Job Description
4.3. Branch Dues
4.4. Bank Accounts
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Tracking the Treasury

Financial Security & Transparency

— Banking & Accounting

Manage Dues Check-Off (DCO)
Collect & Protect Dues

Branch Budget

Annual Audits

Non-Profit & IRS Tax Flhl’lgS (Separate Training)



Tracking the Treasury
Monthly Banking & Accounting

— Establish bank account with branch EIN === =5

DO NOT use branch officer social security # for bank account V

D o
— Update signature cards at bank / -

— Authorized officer signs branch checks * \ f

Signer of check should not be approver of same expenses

Other Option -- 2 officer signatures required on each branch check

— Notify NAPS HO when branch bank account
information changes (Use DCO Direct Deposit Form)
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— Balance monthly financial statements
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Tracking the Treasury
Monthly Banking & Accounting

Collect monthly financial statements

Verify deposits, withdrawals, cashed & outstanding
checks

Verify approved expenses

(minutes, constitutions, motions, recommendations)

Verify disbursements against approved expenses
Review checks for correct payment & signatures
Keep ledger of expenses by category

Balance all branch accounts (checking/savings)
S

Present written Treasurer’s Report N
p \\

(Include Income/Expense Statement)



National Association of Postal Supervisors

Big Scoop NAPS Branch 999 S l
Monthly Income and Expense Statement amp e

——

@
ic- January 1 to January 31, 2013
o
-
S BANK BALANCE as of Dec 31, 2014 §522345 O I l y
&
g" INCOME
7] Membership Dues Received 5 985.00
—— Interest Income 5 1.05 I I | CO I l |e-
8 Convention Feimbursement 5 0.00
8 Meetings Reimbursement 5 10.00
m Miscellaneous 5 5.00
&7 Total Monthly Income $ 1,001.05 E X pe nse
=)
! Total Branch Funds Available S 6,224.50
=
o
Z Report
o m— EXPENDITURES
8 Printing $ 4333
7] Postage s 2151
2 Meetings $ 13533
By Ajr FareHotel 5 73544 -
(=1 Gifts/Flowers s 0.00
= Miscellaneous 5 26.66
°§ Per Diem $ 60.00 ; =
P State Convention Registration 5 0.00 \\
Z Legislative Training Seminar 5 250.00
National Convention 5 0.00
State Dues s 0.00
Donations s 50.00
Scholarships 5 0.00
Total Monthly Expenditures 3132227
BANK BALANCE as of January 31, 2013 5 4.902.23




Tracking the Treasury

Banking & Accounting

Create A Voucher System

— Itemize expenses by category (Transportation, Parking,
Lodging, Food, Registrations, Per Diem, Cell Phone, Postage, Misc. )

— Establish receipt policy

— Offset cash advances before payment — e S

"6 1
3 )

— Approve disbursements 5/ :
1

\\[
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(signature of officer or officers)

— Disbursement matches ~ \ \
approved voucher amount




Proposed

2 TRAVEL / BRANCH EXPENSE REPORT
c NATIONAL ASSOCIATION OF POSTAL SUPERVISORS (NAPS)
) Payee's Mame (First, M), Last) Branch #
© m— John K. Jone 335 Travel Advance| $#1.000.00
> HMailing & ddrors I a I l '
h 100 Main Strest Paid by Branch Check { Total Expenses $1.537.15
Q Mew Town VA 22222 Less travel advance $1.000.00 12014
Q Amount Paid $ Total claimed $537.15
: Far Travel and Other Execnscs Destination PI_leose of Trarel or Expense
w Fram (Date) TafDate)
2018 IS ‘w'ashington OC Awend 215 MNAPS LTS Ou‘ e I
p—
N ITINERARY | EXPLANATION OF EXPENSES CLAIMED
“ Mileage Rate
7 5} Expenses Claimed $0.0575 Transportation Lodging Other
= —
Begin parking,
m Odomete Mileage Rental Car & | Taxif Registration
Date r End Odometer Description # Milez | Amount Per Dicm Airline Fuel Shattle Hotel . £t
c a2i0s American Ailine Ticket ta OCA 1] $0.00 $355.00
: 02ios LTS registration fee 1] $0.00 $125.00
c Q30THS| 11500 1535 Mileage to airpart 33 F2.01
© =
st Q307HS OC Metra Card i} $0.00 $20.00
.E 031015 Tauita Capital i} $0.00 $25.00
8 031Me Marrictt Hotel i} $0.00 $635.12
7 5] 035 Houzkeeping Tip 1] $0.00 #10.00
m: 3T-115 Branch per diem $60 %5 davs 1] $0.00 $300.00
(26 L 1570 Mileage from airpart 33 F2.01
p—
(=1 ] $0.00
g i} $0.00
© p—( Grand Total
<
& Amount $1.537.15 Tatals it} $4.03 $300.00 |$355.00 $0.00 | #45.00 $635.12 $135.00
" ATTACH ALL APPLICAELE RECEIFTS
Signature of NAPS Official Date
CAUTHORIZATION FOR FAYMENT)
Signature of member requesting reimbursment Date Signature of MAPS Dfficial (2nd approval if required) Date
CAUTHORIZATION FOR PATHENT)




Sample Youcher - Modify to Branch needs
NATIONAL ASSOCIATION OF POSTAL SUPERVISORS
Branch #

EXPENSE VOLUCRER

City State Fip + 4 Activity Dates
Transportation™ 10| & - r p S
Taxi, Tips, Tolls, Parking™ 20| ¥ -
L
Hotel” 0| dqera | 3 - B i = 3 - 30| ¥ - ranc
L
Hotel” 0 sqora | 3 - B aEghe = 3 -

Tive Smer & fhore are soparale hotol rights Wk SW¥orant rotes.,

<+ -1 Voucher

Food & Refreshments™ so| % -
Miscellaneous” 60| # -
Cell PhonelPhone Equipment” 62| ¥ - I r Ont
ComputersiElectronics” 64| ¥ -

Total Expenses [nontaxable]] $ -

Less Travel Advance i - page
Paid by Check & Total to be reimbursed | 3 -

Tihis & & drane aved correcd Sladomend
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Revicwed Approral Yerificed

Officer 1 Signature:

Oifficer 2

Date:

Revized: Dotaber 1, 2014




Sample Youcher - Modify to Branch needs
A BECEIPT 15 REQUIRED FOR: EACH EXPENSE CHARGE OF $25.00 OF MORE

10 - TRANSPORTATION 40 - SUBSISTENCEI/PER DIEM
Airline: [Mealr, peairtration Feer.roackr, oke. SELF OHLYY
Air Framrpertetins i -
t -
From [1-] 5 - [ -
£ doz advan oo purchars ibhes protic oli i -
Erpaege Fozr % - H -
Ticked Chawge Foe | § - H -
Total Airline, Baggage and Change Fees _§ - H - d
; : n Y e
" Privately Dwaed Yehicle H - OpO S
From 15 -
Ddmmatar: | -] | TOTAL b -

Humkbcr af

miler: o) $0.56 $0.008 50 - Food & Refreshments
Sk i e A F L, s PR s S cfu ol I a I | '
ool ol i (Date, losation and member and quert name el lirced an reseipt or vaucher)

Heu IRS mileaqe rate ar of dan i, 201d: Sé-contr per mile

From -]

Rental Fee % - Fuel + -

Torafl Car Resral | ; -
TOTAL TRANEZPORTATION COST I ; -

20 - TAXL, TIPS, TOLLE, FPARKING
Shedicatorpaclfic dotar, docorione, e i

: Voucher

| Back page

B R A a2t e dh adt et el el L < B AT SR Y
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H
t - -
t - -
t - -
t - -
t - -
t - -
t - -
t - -
t - -
t - -
I - -
H - TOTAL 1 -
- 60 - Mizcellaneous
TOTAL i - [Fartaqe, offizerupplios, sopics, FAR, memberrhie promotions
62 - Cell phonel/Phon: Equipment andresngnition, FuneraldGet Well oxpenrer, holiday zardr, okz.

H - Furpore of expenre murk berhoun here and on all receiptrl
$ - $ -
I - -
- t -
TOTAL 1 - t .
64 - Computers/Electronic Equipment 3 -
H - H -
H - H -
H - H -
H - H -

TOTAL H - TOTAL H -




Tracking the Membership

Financial Security & Transparency

— Banking & Accounting

— Manage Dues Check-Off (DCO)
— Collect & Protect Dues

— Branch Budget
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— Annual Audits

— Non'PrOfit & IRS Tax Flhngs (Separate Training)
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Annual Per Capita Allocation

Example

Membership Active | Associate
Avg. Yearly Dues / Member $260.00 $65.00
Annual HQ Per Capita $91.00| $45.50
NAPS HQ Per Pay Period $3.50 $1.75

*Article Xlll, Section 7 Set Aside Set Aside
Education & Training Fund $4.00 $4.00
National Convention Fund $4.00 $4.00
The Postal Supervisor $14.00 $14.00
Disciplinary Defense Fund $13.00 S 0.00
Remainder NAPS HQ Operations $56.00 $23.50

* Per 2018 National Constitution & Bylaws




Tracking the Treasury & Members

Z
=)
7] .
2 Managing Dues Check-Off (DCO) Report
;
=
*g ADJ USPS returned back pay to member, dues too
% CANCEL Membership canceled due to Form 1188
§ DECR. Dues of member decreased
=
'g INCR. Dues of member increased
7 2]
< NO DED No dues deducted for member
= NU EMP New Branch Member - 1187
E RET. Member retired from USPS

SEP. Member quits USPS or removed by USPS

Not Receiving Postal Supervisor
Asterisk ¥ 8 P

Bad address listed at NAPS HQ
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Tracking the Treasury & Members

174}
1 5
8
© p—
> Manage Dues Check-Off (DCO) Report
S
= Taninl SRNIORY National Association of Postal Supervisors Eages: 1
m 1727 King Street, Suite 400, Alexandna, VA 22314-2753
)
(4 NAPS Dues Check-Off Report
=
7 5] L JRemote Local
=) July 1, 2014 - July 31, 2014 for Pay Periods 14,15
Q-l Member Name Finance Des PP 14 PP 15 Total Status
"5 Regular Members
=) LES] 528 09 $10.00 $10.00 $20.00
.g LOR 745 09 $12.50 $10.00 $22.50 DECR.
; LOB 745 09 $10.00 $10.00 $20.00
'3 LOP 552 09 $10.00 $10.00 $20.00
= LO\ 552 09 $10.00 $10.00 $20.00
- MA] 156 09 $10.00 $10.00 $20.00
< *MA| 553 09 $10.00 $10.00 $20.00
e MAI 157 06 $10.00 $10.00 $20.00
g MC 745 09 $1000  $10.00 $20.00
=) MIL 896 08 $10.00 $10.00 $20.00
- MIL 748 09 ($3.50) ($3.50) ($7.00) NO DED
4
P 6 (8 $10.00 $10.00 $20.00
9 05 $10.00 $10.00 $2000 RET
4 09 $10.00 510.00 §20.00
yyﬂ(&ﬁ"o?’i‘vz \ RH § 0 $10.00 510.00 §20.00
§ I A RIC 6 09 $10.00 $10.00 $20.00 INCR.

AH3dV
R0

22
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Tracking the Treasury

wn

P

%

Z Manage Dues Check-Off (DCO) Report

> _

=P Tmin SRS National Association of Postal Supervisors Page:: 1
% 1727 King Street, Suite 400, Alexandria, VA 22314-2753

= NAPS Dues Check-Off Report

*5 L JRemote Local

) July 1, 2014 - July 31, 2014 for Pay Periods 14,15

m Member Name Finance  Des PP 14 PP 15 Total _ Status
S Hegular Members

= 0 08 $8.00 $8.00 $16.00

= 0 09 $8.00 $8.00 $16.00
2 309 $8.00 $8.00 NUEMP
té 1 09 $10.00 $10.00 $20.00
5 1 5 09 $12.50 $10.00 $22.50 DECE.
) I 5 09 £10.00 £10.00 £20.00

- i b 09 $10.00 $10.00 $20.00
< 1 b 09 $10.00 $10.00 $20.00
ses N 5 09 $10.00 $10.00 $20.00

& . 3 09 $10.00 $10.00 $20.00

= 706 $10.00 $10.00 $20.00
= 5 09 $10.00 $10.00 $20.00

"; s 08 $10.00 $10.00 $20.00
Z 1 k09 (%3.500 (53500 (87.00) NO DED

Associate Members

B 09 ($1.75) (51.75) (53.50)
5 ($1.75) ($1.75) ($3.500
Associate Total (53.500 ($3.500 (37.00)




£ I ] he 1 & Memb
£ racking the Treasury embers
N
2
= -Off
5 Manage Dues Check-Oft (DCO) Report
=B
7
] . . R0/ % :
s Printed: 87202014 National Association of Postal Supervisors Page:
72) 1727 King Street, Smte 400, Alexandna, VA 22314-2753
=
o NAPS Change Report
= ! ] Remote Locaf )
g Current changes applied July 9, 2014 - September §, 2014
'~4= Member Name Change Notes
,5 q USPS Member Roster finance number change. Fmance 056770 - SAN DIEGO CA changed to
& 055157 - MORENO VALLEY CA
8 Ongnal branch NAPS*159 changed to NAPS*466 wath new finance number
<
'?'3 | USPS reported finance number change. Finance 051392 - CATHEDRAL CITY CA changed to
= 054872 - MENTONE CA
nance number change did not tnigger a change in the branch.
=) The fi
.g
Z | USPS Member Roster finance number change. Finance 057758 - TEMECULA CA changed to
052528 - ESCONDIDO CA
The finance number change did not tgger a change 1 the branch
C USPS Member Roster finance number change. Finance 051309 - CARLSBAD CA changed to
052592 - FALLBROOK CA
Ongnal branch NAPS*159 changed to NAPS*466 wath new finance number




Tracking the Treasury & Members
Manage Dues Check-Off (DCO) Report
Non-Member Report

National Association of Postal Supervisors

SRS S0 National Association of Postal Supervisors g
1727 King Street, Suste 400, Alexandna, VA 22314-2753
NAPS Non-Member Report
09 Branch = 119 - SPRINGFIELD, MISSOURI Remote Local 287530
July 1, 2014 - August 30, 2014

Member Name Grade Gender Des Finaunce Post Office Zip Code

q M 09 287534 SPRINGFIELD MO 65807-9998
H F 09 286750 REPUBLIC MO 65738-9998
H M 06 287530 SPRINGFIELD MO 65801-9998
H M 09 287533 SPRINGFIELD MO 65807-9998
L i3 09 287530 SPRINGFIELD MO 65801-9998
N M 06 287530 SPRINGFIELD MO 65801-9998
N M 06 287530 SPRINGFIELD MO 65801-9998
R F 19 287530 SPRINGFIELD MO 65801-9998
R M 09 287534 SPRINGFIELD MO 658079998

T 9 Total NonMembers
PP eciz

oy,
Sy
0

it

QWAL 4s
283405
R

A\
(4
=

;L
&

%



Tracking the Treasury & Members
Financial Security & Transparency

— Banking & Accounting

— Manage Dues Check-Off (DCO)
— Collect & Protect Dues

— Branch Budget

National Association of Postal Supervisors

— Annual Audits




Tracking the Treasury & Members
Collect & Protect Dues

« Dues Assessment
- NO DED - $3.50/pay period

"

 Associate Member
» $1.75/pay period
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» Paid directly to branch




DCO Designations

Negatively Impacts Branch Treasury

DCO Designation

CANCEL Membership canceled -- Form 1188
DECR. Dues of member decreased

NO DED No dues deducted for member

RET. Member retired from USPS
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SEP. Member quits or removed by USPS




Tracking the Treasury

Financial Security & Transparency

— Banking & Accounting

— Manage Dues Check-Off (DCO)
— Collect & Protect Dues

— Branch Budget

National Association of Postal Supervisors

— Annual Audits

. T Non-Profit & IRS Tax Flhngs (Separate Training)
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Budget

Tracking the Treasury

Financial Security & Transparency

Prepare annually

Review dues assessment

Cover branch operations

Representation/Meetings/Conventions/Training/Social Events

Approve & Monitor
Adjust accordingly
Compare Budget vs. Actual Expenses



MATIONAL ASSOCIATION OF POSTAL SUPERYISORS
NMAFPS NAME AND #

INCOME & EXPENSE BUDGET

SAMPLE BEudget Eudget Eudget PrOpOSEd

2015 Fi 1) [ 2017°"
INCOME

DCO (1,350 « 12) & Direct Pay 16,200.00 1820000 1620000 M 1 - l ‘7
Azzociate Member Dues [5 < 3100 RO0.00 RO0.00 00,00 u tlp e ear

Eub Total Income 16, 700,00 16, 700,00 16, 700,00

EXFENSES
Eiox Fienk 150,00 150.00 15000 BranCh

Legizlative Training Seminar [LTE-00C) 320000 170000 3.400.00
Membership Orive 00.00 S00.00 0000
MNAPE Ekate Dues EFZ.00 25000 25000
State Canvention Delegates 130000 130000 2,025.00 BudgEt
Mational Convention Delegates 000 g.200.00 0.00
Tax preparation and incorporation Fees 100.00 120.00 120.00
OFfice Expr partega copion, Mlewers mire, o6 1,000.00 1,200.00 1,200.00
&/ Officer Incidental Expenses EO0.00 ER0.00 FO0.00
Biranch Mlectings 250000 2380000 3,000.00
Echalarzhips 100000 1,000.00 1,000,100
TOTAL EUDGETED EXPEMNZES Nozz.00 1657000 13,055.00

End of Year Balance 5178.00 130,00 3.645.00
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2015: 2 LTE Deleqgates-$1,600 cach £ 3 State Delegates - $600 cach

" 20161 LTS Delegate -31, 700 ¢ 2 Etate Oelegates 3650 cach ¢ 5 Mational Delegaktes -
$2,100 cach

2T 2 LTE Deleqate=-$1,700 cach f 5 Ekake Deleqates-$6TS cach

X Asnwal Fee paid to branch officers For sarcimbuerzed incidental
cxpenser - Mot a stipend. Add reference to bramch conctitation &
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NATIONAL ASSOCIATION OF POSTAL SUPERYISORS

NAFS NAME AND 3

INCOME & EXFENSE BUDGET
January 1 o December 3, 2016

SAMFLE
Budget
2016
INCOME
OC0 (41,2350 1 12] & Direct Fay 1620000
Azzociate Member Dues (50 3100) FH00.00
Sub Total Income 16, 700,00
EXPENSES
Box Fent 150.00
Legislative Training Seminar [LTS-0C] 1,700.00
Plembership Orive B00.00
MAFS State Oues g60.00
State Conwention Oelegate=s 1,300,100
Mational Convention Delegates E, 200,00
Tax preparation and incorporation fees 12000
Office Exp: fmoosdsqes, copmies, Srmsens, mmiae, e 1,200,100
# Qfficer Incidental Expenses EGO.00
Branch heetings 2.200.00
Scholarships 1,000.00
TOTAL BUDSGETED EXFEMSES 16, 570,00
End of Year Balance 12000

2016 1 LTS Delegate -$1,700 # 2 Srate Delegates 650 each ! 3 Mational

Oelegates -32,100 each

# Annual Fee paid to branch officers For unreimburzed incidental expenses -
Mot a stipend. Add reference to branch constitution & bylaws,

Branch
Proposed
1-Year
Budget



National Association of Postal Supervisors
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NATIONAL ASSOCIATION OF POSTAL SUPERVISORS

MAPS NAME AND &

INCOME & EXPENSE BUDGET V5 ACTUAL

BUDGET W5 ACTUAL
January 1ta December 31, 2016
SAMPLE
Budget Actual
2016 2016
INCOME
OCO[#1,350 % 121 & Direct Fay 1620000 #16,050. 00
Aszzociate Member Dues (51 $100) =00.a0 $300.00
Sub Total lncome 1670000 16,350.00
EXPENSES
Box Rent 1=0.00 $150.00
Legislative Training Seminar (LTS-00C) 170000 #1.867.92
Membership Orive =00.00 $633.83
MAPS State Dues ao0.00 $875.00
State Corwention Delegates 130000  #1,.283.00
Mational Convention Delegates 6.300.00 %6223 98
Tax preparation and incorpaoration fees 120.00 $#165.00
Office Exp: postaoma, sookays, Sonses, quse., sis, 1.200.00 $1.212.76
¥ Cfficer Incidental Expenzes Go0.00 $650.00
Eranch Meetings 280000 %2 66355
Scholarships 1.000.00 $1.000.00
TOTAL BUDGETED EXPEMNSES $I6570.00 #1673 10
End ofY'ear Balance 130,00 -$381.10

2ME: 1LTS Delegate -1, 7001 £ State Delegates #6550 each { 3 Mational Delegates -

$2.100 each

# Annual fee paid to branch affizers far incidental expenses - Mat a stipend. Add

reference ta branch constitution & bulaws.

Branch
Budget
VS.
Actual
Branch

Expenses
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Budget Review

Tracking the Treasury

Financial Security & Transparency

Prepare annually

Review dues assessment

Cover branch operations

Representation/Meetings/Conventions/Training/Social Events

Approve & Monitor
Adjust accordingly
Compare Budget vs. Actual Expenses



National Association of Postal Supervisors
Big Scoop NAPS Branch 999 Sample

g Annual Income and Expense Statement
o January 1 to December 31, 2014
= Annual
q-'-; INCOME
= Membership Dues Received $18.985.00
- Interest Income $ 13.05 InC Ome-
2 Convention Reimbursement $  200.00
8 Meetings Reimbursement $ 40.00
172 Miscellaneous $ 205.00 E p
Z xpense
TotalIncome $19,443.05
=
=
= EXPENDITURES Re p Ort
.g Printing $  243.33
- Postage $ 291.51
> Meetings $ 1,457.37
S Air Fare/Hotel $  8.935.14
&) Gifts/Flowers $ 273.01
< Miscellaneous $ 1.136.86
=
(1 Per Diem g 800.00
= State Convention Registration $ 80.00
o =
o= Legislative Training Seminar $ 2,133.85
(] National Convention $ 1,999.12
Z State Dues $ 336.00
Donations $ 562.89
Scholarships $ 1.000.00
Total Expenditures £19.249.08

Net Income (Loss) $§ 193.97




Tracking the Treasury

Financial Security & Transparency

— Banking & Accounting

— Manage Dues Check-Off (DCO)
— Collect & Protect Dues

— Branch Budget
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— Annual Audits




Tracking the Treasury

Financial Security & Transparency

Auditing

— Verily treasury from last approved aucLit

O —

1. Collect monthly financial statements

2. Verily deposits & withdrawals

o8

Verify approved expense(s)

(branch minutes, constitution & bylaws, motions, recommendations, etc.)

Verify checks match approved disbursements
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Balance branch accounts (checking/savings)

Present written audit report with recommendations

N Uk

Audit each time financial officers change
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Tracking the Treasury

Financial Security & Transparency

NOTE
Dividing Treasury

among members
IS an IRS
violation
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Tracking the Treasury

Financial Security & Transparency

— Banking & Accounting

Manage Dues Check-O1f (DCO)
Collect & Protect Dues

Branch Budget

Annual Audits

NOIl-PrOfit & IRS Tax Flllngs (Separate Training)



Tracking the Treasury

Financial Security & Transparency

Review NAPS
Officer Training Manual (OTM)

Revised January 2022

Chapter 4
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Treasurer




Thank You!
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Questions?




