Treasurer’s
Mownth to Mownth

Required Reports § Recordls
July 1, to June 20,

Mownthlu:
(]

Bi-Yearlu:
¥ ()

Yeady:

*Monthly Flnancial statement

Rank statement

*Check Request Forms, Vece’upts, anol
cancelled checks

*Funds Recetved Forms with money
counters and recelpts

*Local remittance statement for
menloership dues

*Copy of meeting minutes

Sales Tax Refund Form

Approved Budget, Year-End Funancial,

AFR ({ormattg Audlt), Gross Recelpts

Test, (RS 990 with Schedules or 990N

epostearal

Additional materials to leave in and update each year: Ledger, EIN #, Bylaws, Budget and
month approved minutes, Membership List, any signed contracts, Bthics/Conflict of nterest

and Basie Flscal Management forms, any (RS correspondence.



EIN Number:

Tax exempt Number:
12510060-002-STC

For purchases over
+£1,000.00



CopU ot
r/
“Budoet

FMinutes from general
meeting wherve budoet was
appm\/@d

FMinutes of general
meeting where any
changes greater than 10%
weve made to the budget



Copy ot

r

*Ethics/Conflict of
[NTerest

*Bosie Flseal

MANAOEVALENT FOVAS



Copy ot

r

*%Waws
(curvemt Version

with red stamp)

*Standing Rules



JUNE
(Ewnd of Fiscal Year)
20

Monthly Flinancial Statement

BOWR Statement

Checlk Request Forms, receipts and cancelled checks

Funds Recetved Forms with money counters and

recelpts

Local Remittance Statement (membership dues b@

25%)

Copy of meeting minutes

Sales Tax Refunod Form (Jan 1-June 30)

Year-End Financial Report for year

AFR (Audit) for year

Copy of year's budget

IRS 990N eposteard or 990 EZ and Schedule (after
July 1)

Books closed June 20



MAY
20

Mowthtgj Fuaawnelal Statement
Bank Statement

Check Request Forms, r@celpts anol
cancelled checles

Fuwnds =ecelved Forms with money

counters ana Vecelpts

Local Remittance Stotement
(membership dues b@ 25t)

Copy of meeting minutes



APRIL
20

Mowthtgj Fuaawnelal Statement
Bank Statement

Check Request Forms, r@celpts anol
cancelled checles

Fuwnds =ecelved Forms with money

counters ana Vecelpts

Local Remittance Statement
(membership dues b@ 25t)

Copy of meeting minutes



MARCH
20

Mowthtgj Fuaawnelal Statement
Bank Statement

Check Request Forms, r@celpts anol
cancelled checles

Fuwnds =ecelved Forms with money

counters ana Vecelpts

Local Remittance Statement
(membership oues b@ 25th)

Copy of meeting minutes



FEBRUARY
20

Mowthtgj Fuaawnelal Statement
Bank Statement

Check Request Forms, r@celpts anol
cancelled checles

Fuwnds =ecelved Forms with money

counters ana Vecelpts

Local Remittance Statement
(membership dues b@ 25t)

Copy of meeting minutes

Soles Tax Refund Forms—oue to
council Feb. 1 (uly 1-Dec. 21)



JANUARY
20

Mowthtgj Fuaawnelal Statement
Bank Statement

Check Request Forms, r@celpts anol
cancelled checles

Fuwnds =ecelved Forms with money

counters ana Vecelpts

Local Remittance Statement
(membership dues b@ 25t)

Copy of meeting minutes



DECEMBER
20

Mowthtgj Fuaawnelal Statement
Bank Statement

Check Request Forms, r@celpts anol
cancelled checles

Fuwnds =ecelved Forms with money

counters ana Vecelpts

Local Remittance Stotement
(membership dues b@ 25t)

Copy of meeting minutes

Prepare Sales Tax Refund Form
July 1-pec. =1)



NOVEMBER
20

Mowthtgj Fuaawnelal Statement
Bank Statement

Check Request Forms, r@celpts anol
cancelled checles

Fuwnds =ecelved Forms with money

counters and Vecelpts

Local Remittance Statement
(membership dues b@ 25t)

Copy of meeting minutes



OCTOBER
20

Mowthtgj Fuaawnelal Statement
Bank Statement

Check Request Forms, r@celpts anol
cancelled checles

Fuwnds =ecelved Forms with money

counters and Vecelpts

Local Remittance Statement
(membership dues b@ 25t)

Copy of meeting minutes

Budget and minutes of general

meetiing due to counctl



SEPTEMBER
20

Mowthtgj Fuaawnelal Statement
Bank Statement

Check Request Forms, r@celpts anol
cancelled checles

Fuwnds =ecelved Forms with money

counters and Vecelpts

Local Remittance Statement
(membership dues b@ 25t)

Copy of meeting minutes



AUGUST
20

Monthly Flinancial Statement

BOWR Statement

Checlk Request Forms, recelpts and cancelled checks
Funds Recetved Forms with money counters and
recelpts

Local Remittance Statement (membership dues bg
25%)

Copy of meeting minutes

Sales Tax Refund Form due to council Aug. 1 (Jan.
1-June 20)

Previous Year-BEnd Flnancial Statement and AFR
(Audit) due to counell

RS 990N eposteard or 990 EZ and Schedules
coples due to council

Ethics/Conflict of Interest ano Basic Fiscal

Mismanagement forms due to council



JuLy
(beglnning of fiscal year)

20

° Mowthtg Fuaawnelal Statement
o Rank Statement

® Check Request Forms, Vece’uptg anol
cancelled checles

o TFuwnds Recelved Forvs wWith money

counters anao recelptg

o (opcol Remilttance Statement
(membership oues b@ 25t)

® Copy of meeting minutes



Copy o7
r/

Previous Year's

Year- End Flnawnelal
Statement

TPrevious Year's Budoet

*Previous Year's AFR

(Annual Fuinancelal

Reconctliation Report)



Copy ot

r

*Tyveasurer's Handboolk



