
TREASURER

Be sure to read the General Procedures section of these Guidelines. It contains important information pertaining to all Board positions.

Voting Member of: Executive and General Boards

Primary duty: 
The Treasurer shall collect and disburse monies of the Oregon State Council in accordance with the Bylaws and Standing Rules and the adopted budget. She shall serve as Chairman of the Budget Committee.

GUIDELINES

Act with fiduciary responsibility when dealing with the Oregon State funds.
Collect and disburse monies in accordance with the Bylaws and the Standing Rules and adopted budget.
All funds collected and disbursed shall be noted in the books in such a manner as to be traceable upon request. (Copies, notations, etc.)
Request(s) for funds must be accompanied by the State Voucher and receipts.
Postage, stationary, photocopying, and necessary expenses for the State General Board will be provided by the State Treasury.
The Oregon State Treasury shall pay the State President’s, or, if she is unable to attend, the First Vice President or designee’s, way to International Convention. The amount is not to diminish the State Treasury to a balance of less that twenty-five ($25.00). The amount is to be comparable to air tourist fare, ground transportation, double-occupancy hotel accommodations and registration fee.
The Oregon State Treasury will pay budgeted expenses for the State First Vice-President to attend the IC Leadership Seminar. The amount is not to diminish the State Treasury to a balance of less that twenty-five ($25.00). The amount is to be comparable to air tourist fare, ground transportation, double-occupancy hotel accommodations and registration.
Budgeted amounts will be paid immediately upon receipt and any unbudgeted funds requested will be submitted to the Oregon State Council Executive Board as soon as possible or at the next scheduled state meeting.
Pay annual dues for the Oregon State Council to the new International Council Treasurer (elected in July) within 1 week of the close of IC Convention, to Western States Council by September 1st.
Keep accurate books that can be readily interpreted by members of the Oregon State Council at time of audit.
Ensure that all funds are accounted for and balance the treasury funds with a monthly bank statement.
Have a listing of all Chapters, Members, MALs, and Districts showing:
City of Chapter
Chapter Name and Number
Date of payment of State Council dues
List of Chapter members paid for 
Note which Chapters have paid International Council Dues
Make the above listing available to the President, Recording Secretary and Credentials Chairman at least 2 weeks prior to Leadership, Winter Meeting and Convention. This listing shall be kept current and up to date during the year.
Prepare a list of those Chapters who have paid state dues and mail to all head judges by March 31st.
Order a full crown pin or other suitable gift for the incoming President and have it ready for presentation at the State Convention.
Advance funds may be given to the Oregon Grapevine Editor as working capitol at the beginning of her term should it be required and funds permitting.
Provide a financial statement at each meeting of the Oregon State Council.
Monies collected & deposited
Monies disbursed
Monies on hand
Monies on deposit in Savings accounts and/or CDs
Provide an end of-the-year financial statement at the Oregon State Convention.
Make available the complete Treasurer’s books for audit, to the Auditing Chairman at State Convention. 
Take the responsibility, as Budget Committee Chairman, for setting up and submitting the budget for the coming year at the General Board Meeting and the First General Assembly at State Convention. (See Budget Committee Guidelines). The budget is voted on at the Second General Assembly.
Provide a copy of the budget accepted at State Convention to the State President and Grapevine Editor within 15 days following the State Convention.
Prepare and submit the Oregon State Council’s Tax Facts each year by September 15th.  Copies shall be kept in the Treasurer’s files.
It is recommended to:
Receive and file all copies of Tax Facts sent to her by all Oregon State Council Chapters and Districts.
Communicate with all State Chapters and Districts as needed to obtain this financial information.
Aid and encourage each Chapter and District in the timely payment of their dues obligations.

Note: Eligibility to vote at meetings of the Oregon State Council is based upon the Chapters of the Oregon State Council paying their State dues and IC dues of $40.00 by their due date (IC August 1st of each year).  When these dues are not paid on time they jeopardize their status as members. Districts pay $40.00 and State Councils pay $45.00.
	Eligibility of members to vote at State meetings are those members whose dues with ESA Headquarters are current and whose Chapters have paid their State and IC Dues. MAL members need only to have their ESA Headquarters dues current and have paid fifteen ($15) to the state in order to vote. 
	In addition to paying their State and IC dues in a timely manner, Chapters need to complete and file a TAX FACTS form and return it to the ESA Headquarters by September 15th of each year.  All Chapters, Districts and States need to pay their IC dues and submit their TAX FACTS in order to be eligible for non-profit status.
	Chapters and States that pay IC dues enjoy voting rights for IC Office elections and receive credentials that entitle them to vote on policy decisions that are made at the IC Convention.
	Chapters and States that pay IC dues are eligible to participate in all International Awards Programs and those dues entitle individual members access to ESA Disaster Fund benefits.
	It cannot be stressed enough that the timely payment of State, IC dues and the filings of the TAX FACTS on time, each year is key to membership in ESA. As Oregon State Treasurer you should be continually encouraging each Chapter and District to understand the importance of these duties.



CALENDAR CHECKLIST FOR TREASURER

April: after election
Arrange with prior Treasurer to meet and change bank account signatures. 
Go to your local US Bank and introduce yourself to the ‘new accounts’ person.  You’ll need her help in changing the bank account to your local branch. Research what the requirements are from that branch to remove and add new signers and change the address on the account. 
Obtain from your predecessor about 5 ‘signed’ checks to be used ‘just in case’.
Ask your predecessor if there are any computer forms – already made – you could just update when you need to for your year.  This will save amazing time.  You would just need to change numbers and dates, etc.  (She may already have included them in the files you received). Is there a CD disc or flash drive?
Read ALL of the Treasurer’s Permanent File (located in the large notebook passed on to you) 
Check all dates of due CD’s if there are any
Familiarize yourself with the information in the Treasurer’s Permanent File.
Go through your predecessor’s notebook.
Note audit notations
Note the method used for a ledger
Some sort of ledger must be kept to facilitate recall and in case someone else is required to take over for you at any time.  
All records of the Treasury should be kept so that all action taken by you is documented.
Set up your own ledger sheets & begin your own checkbook register.  DO NOT lose the ‘old’ one as you’ll need it at Tax Facts time!
Look in your predecessor’s checkbook register and locate the end balance at her filing of Tax Facts.  You’ll need this to begin your own.  Underline and note it if it hasn’t been done.  This is your starting point.
Write any thank you notes needed after Installation.
Notes of congratulations are nice too.
If a Board Retreat is called by the President make note of that date.
This is a time of bonding and information exchange and finding out what your President’s goals are for her year.  Attendance is never mandatory but it is encouraged and advised.
You are encouraged to write an article for the Grapevine – anytime.
If there have been other files given to you – you would be wise to at least look at them before putting them in a corner to pass on to your successor or the archivist.
May:
Finish any thank you notes
Are you going to IC?  If so, arrangements should be coordinated with your President
State Dues were due May 1st  from all Chapters
Make lists of individual chapter checks as they come in.  Don’t just lump them in a deposit.  You may need to look back to see if and when they were paid. 
Make/ have a list of individual members who are current in their dues (this might be on the chapter rosters turned in at Convention. Begin to think of a way that this process might be improved.)
Check the State Voucher form in last year’s President’s Yearbook.  Does it need updating for this year?
Check with your President to see if there is anything you can help her with.

June:
If you’re going to IC, your plans should be finalized.  Lodging, transportation, etc.
Keep track of how State Dues are coming in. (some chapters may need encouragement)
It is essential that all Board members’ chapters pay promptly!
Where are you with any CD maturity?  Check on that.
Begin summer article for the Grapevine.  Encourage dues payment and remind of IC dues coming quickly – due August 1.
If the 1st Vice President is to attend IC Leadership she will present her registration for you to attach payment and mail.  Be prompt with this.

July:
Attend IC if you’re going.   Have fun.
Attend the Treasurer’s Workshop if there is one
Attend ESA Foundation meeting for information you may need this year.
Attend Western States Council meeting also.
Finish Grapevine article noting the name and address of new IC Treasurer to mail IC dues.
Are you going to Oregon State Leadership? Your attendance is important.
Gather your figures together for your first Treasurer’s Report
Make your travel arrangements and lodging.
Send in your Leadership Registration. – it should not be late!
Have you been asked to do a workshop at Leadership?
Tax Facts are due Sept. 15.  – Good topic for workshop?
Encourage and offer help in how to prepare
Check ESA Intl. website for updated Tax Facts form
Make your President aware of which chapters have paid state dues to date. 
Check on dates of District meetings.  Attend any possible.
Oregon State Tax Facts are due Sept. 15.  You should be putting those preliminary figures together.
IC dues are due on August 1st, from each chapter - $40 and district - $40 each
IC dues are due on August 1st, from Oregon State - $45.00 – Send it early!
Grapevine article will be due early in August.
Compile your Credentials information and submit it at least 2 weeks prior to Leadership
Send to the President, Recording Secretary, and Credentials Chairman

August:
State IC dues are due – August 1st - $45.00
Oregon is a life member of ESA Foundation so there are no dues. 
Western State Council dues are due September 15th – Mail now - $10.00
Before Leadership check with the IC Treasurer as to Oregon paid chapters. 
Check which chapters have paid State and IC dues, keep the President posted. 
This should include individual Chapter members who are current in their dues.
Compile your Credentials information and submit it at least 2 weeks prior to Leadership Meeting
Send to the President, Recording Secretary, and Credentials Chairman
Tax Facts should be finished and mailed.
Grapevine article is due.
Finalize all plans for Leadership.
Pack all Workshop materials
Make copies of all handouts
Work on Treasurer’s Report
Attend Leadership.

September:
Western State Council dues are due. 
All chapters should have paid Oregon State dues and their IC dues.  Check with IC Treasurer on status. 

October/November:
Begin to prepare credentials for Winter Meeting
Attend District meetings as you are able.
Check on dues payments for all Chapters 
Call or email any chapters in arrears.  If there is a problem contact President before proceeding with a solution.

December/January:
Check records and begin to put together your report for Winter Meeting.
Compile your Credentials information and submit it at least 2 weeks prior to Winter Meeting
Send to the President, Recording Secretary, and Credentials Chairman
Your travel plans and lodging should be finalized for Winter Meeting.
Check scheduled District Meetings and attend as you are able.
Will you be running for another elective State office?  Nomination form is due February 1st.
Need an updated picture
February:
Order Full Crown Jewel pin for incoming President
Call the incoming President to ascertain if a Full Crown pin is necessary (she may already have one)
Find out what other appropriate gift would need to be ordered and paid for if she already has a full crown pin.
Attend Winter Meeting.
Grapevine article is due soon.
Attend District meetings as you are able.
Begin budget preparations.
A preliminary budget of actual expenses and income along with a proposal will be a good start before meeting with committee.
Contact the President to see if she has suggestions for changes to the budget.
Contact any other officers and interested members for their input.
Contact Budget Committee Members and discuss expectations and process for input
March:
Continue budget preparations for Convention
Begin your final Treasurer’s Report for Convention.
Begin your Year end Report.  Take 3 copies to Convention.
Begin Budget Report. Take approximately 20 copies to Convention.
Provide the Documents/Parliamentarian with any recommendations for your job description to be placed in the Oregon Guidelines.
Provide a listing of any changes to this listing of duties for your successor. 
Make arrangements to attend State Convention.
If you are running for a State Officer, check with incoming President as to her color scheme, long or short dress, etc. Will you need an ‘escort’?
Prepare an updated listing of Paid Chapters for all Head Judges.  Due March 31st.
Send copies to:
1st Vice President		Awards Chairman		Educational Director
2nd Vice President		St. Jude Coordinator	Outstanding Chapter Chairman
Philanthropic Chairman	Easter Seals Chairman
April:
Finish updating your files for your successor – note your ending balance for the Tax Facts in order for her to prepare them in August. 
Compile your Credentials information and submit it at least 2 weeks prior to State Convention
Send to the President, Recording Secretary, and Credentials Chairman
Arrange space needed to take files to Convention and, if you are elected to a new office, bring new files home.
Finalize your Treasurer’s Report
Finalize your year-end Report.  Take 3 copies. 
Finalize your Budget Report.  Take approximately 20 copies.
Make certain to get the proper signatures on the Board Resolution before you leave Convention. (Sample included)
After convention – attend to transfer of accounts ASAP for new Treasurer. 
Take attached Board Resolution  
Sign 5-6 checks to give to her with her books.
Be sure your successor has your phone and email info.  She may have questions.




(INSTRUCTIONS
As soon as the Recording Secretary finishes the minutes, request that they be emailed or by FAX to the new Treasurer before they have been ‘approved’.  The bank doesn’t need to know. 
	
 
One signed copy of this Resolution should remain with the newly elected President and one signed copy with the new Treasurer.
The new Treasurer will need a copy of the minutes of the 1st General Assembly wherein the newly elected officers are named and the vote recorded as soon as possible.
Contact the branch the new Treasurer and the new President which to use. Ask the branch what paperwork is needed and who must be present to change signatures and the address on the account. 
Arrange with needed board members to meet at the branch to make the necessary changes. 
Take along your copy of the Treasurer’s Permanent File.  It has all the numbers and due dates, etc.  You’ll want to check and make certain all is correct.  
Change the mailing address to your own for statements, etc. 
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SAMPLE
Oregon State Council of ESA — established in 1946
Bank Signature Transfer Form

The _____________. Executive Board officers were elected on ______________.  as follows:
             (years).     
			
President                                                 _______________________________
1st Vice President.                         _______________________________
2nd Vice President.                                  _______________________________
Recording Secretary                      _______________________________
Corresponding Secretary                   _______________________________
Treasurer				_______________________________ 
Workshop Coordinator		_______________________________

It is hereby resolved by the above elected officers that the Oregon State Council account(s) be  with _____________________________________  Bank. (name and account number of bank)

It is further resolved that the signers on the account(s) will be:
				_______________________, Treasurer
				_______________________, President
				_______________________, 1st Vice President

And be it further resolved that their predecessors, ________________________, Treasurer, and _________________________________, President, be removed as signers on the account(s).

______________________________		_____________________________
       Current Oregon State Council President		Current Oregon State Council Treasurer
Date: _________________________		        Date______________________________ 

_____________________________                                  ________________________
Oregon State Council President	                                       Oregon State Council Treasurer	
Date: ______________________		     Date: _______________________


			____________________________________________
			 _______________Oregon State Council 1st Vice President
				Date:  _________________________
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