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   Major Duties



DUTIES OF THE TREASURER
Attend Officer Training:- "Strongly encouraged". required for  100% Treasurer's Award
Attends board of directors and club meetings.
Serves as a member of the Finance Committee, normally as the Chairperson
Collects dues and other monies from the secretary.  Deposits same monies into depository authorized by the board of directors.
Pay’s  club's bills and obligations as authorized by the board of directors.  Signs all checks which are then countersigned by the designated officer of the board of directors.
Prepares and presents financial statements at club board and annual meetings, and at all other times requested by the President.
.·.
Maintains a record of the club's receipts and disbursements.
Prepares a two-part budget (administrative and activities [projects]) in cooperation with the finance committee. Submits the.budget to the board of directors for review and approval.
Train the successor at the close of the term of office and transfer all money, books, documents, and other club property. 
In the United States, Lioness Clubs cooperate in preparing their sponsoring Lions Clubs form 990 for the United States Internal Revenue Service. Total receipts and disbursements should be included on the activities portion of form 990 submitted by the sponsoring Lions club.
Revised Nov 2013


NON-PROFIT ORGANIZATION CHECKING ACCOUNT
Transfer to new signers -- Both old and new treasurer should go to bank together.
Bring with you :
· Minutes of meeting, dated, signed by secretary, to show election of new officers

· Something to verify mailing address for club

· New signers ' driver 's license, Social Security #, and 2nd form of ID
If establishing a new account, bring with you:
· All of the above

· Bylaws of club showing who is authorized to hand le the finances and sign checks, and number of signers required on each check

· Tax ID# for club

· Checkbook from previous bank



REVIEW YOUR CLUB'S FINANCES
Every Lioness club should establish an annual budget. Clubs should prepare their budget according to annual income and expenses. The treasurer, along with finance committee is responsible for preparation of a budget which must be reviewed and approved by the clubs Board of Directors and the general membership. Having a budget prevents haggling over requests for money that isn't already included in .the budget. Don't spend all of your money at the end of the year, especially if you have projects at the beginning of the next year that requires money to get started.
Each Club's budget should be divided between administrative and activity sections. Income for the administration and operation of the Club must be raised from Club members. The Club's projects and activities are financed with funds raised from the general public.
Under no circumstances can any portion of the net income raised from a public fund raiser be used for club or district administrative needs or purposes. Clubs may deduct their operating expenses for a fund raising project from the funds they have raised.
Clubs cannot collect administrative funds from the public even if they advertise their intentions.
Any/all bills should be reviewed by the finance committee before presentation and payment by the Board of Directors. Checks should be signed by the treasurer and countersigned by an officer designated by the Board of Directors.


WHICH ACCOUNT SHOULD I USE?

... 


Activity/Project (P)  Administrative (A)











P
A

1.    Money from raffle collected by Skirt Twister at a meeting.
____
____
2.    Cash contributions in lieu of baked goods for a Bake Sale.
____
____

3.    Purchase of vests or shirts for members to wear at a project       ____
____
4.    Money used to buy groceries for food stand



____
____  

5.   Dues collected







____
____
6.    Convention and Seminar Expenses




____
____


7.    Donations to Wisconsin Lions Foundation, Leader Dog, etc
____
____
8.    Name tags, stationary or postage




____
____
9.    Proceeds from Bake Sale





____
____
10. Proceeds from white elephant sale or raffle at Club meeting
____
____
11. Proceeds from fund raising dinner or other activity

____
____
12. Purchase of tickets for a Lioness sponsored activity of members____
____
13. Money paid for members for dinner meetings


____
____
14. Cost of advertising a service activity




____
____
15. Cost of advertising a fund raising activity



____
____
16. Cost of raffle license






____
____
17. Cost of attendance for District Convention or Honors Night
____
____
18. Cost of certificates for presentation to Speakers


____
____
19. Funds for "Bingo Party" at nursing home



____
____
Answer 'yes' or 'no'

A. May Administrative funds collected by the Skirt Twister be transferred to the activity fund?
B. May 10% of funds from a fund-raising event be put in the Administrative fund?

C. May money in the activity account be used to purchase glasses for 


needy club members?

D. May Activity money be used to send members to conventions?

E. May Activity funds be used to furnish outings for the handicapped?

F. May Activity funds be used to finance a 'thank you' party for workers at a major fund raising event

G. Are administrative funds used to pay for club meeting dinners?

H. Are the normal operating costs of a fund raiser charged to the
 Administrative account?

I. Should Activity funds be allowed to collect interest in a Savings


Account when no long range goals have been set for its use."

J. The interest accumulated from that savings account (with activity


funds in it) should go into the activity account.
K. May money raised at a fund raiser for the Blind be used to supplement a scholarship?

Answers to questions:

Which account:

1.  A

2.  P

3.  A

4.  P

5.  A

6.  A

7.  P

8.  Both

9.  P

10. A

11. P

12. A

13. A

14. P

15. P

16. P

17. A

18. A

19. P

Yes or NO

A
YES

B
NO

C
NO

D
NO

E
YES

F
NO

G
YES

H
NO

I
YES

J
YES

K
NO



                            YEAR-END AUDIT
The purpose of an audit is to verify that a club's financial records are in proper order. The audit should be done, usually in July or when all bank statements for the previous year are in, and prior to turning the records over to the next year's officers.
Several individuals in the club should do the audit. The Treasurer should be there to answer any questions, but is not part of the Audit Committee.



SUGGESTED AUDIT PROCEDURES
Beginning the Audit
A  Materials/records needed
· Monthly bank statements (both checking and savings)
· Monthly club treasurer's report
· Club check book (s)
· All receipts and expense vouchers (if used)
· Cancelled checks and deposits receipts
· Calculator
B.  Starting the audit
· Sort out by month the bank statements, cancelled checks, expense vouchers and monthly treasurer's reports.
· For each month, determine which income and expenses are administrative and which are activity
· Verify the income on the monthly bank statement with the deposit receipts and the treasurer's report
· Verify the expenses with the cancelled checks, the bank statement, and the treasurer's report
· Verify that the checking account statement balances with the check book figures
· Make sure balances for activity and administrative accounts are accurate and appropriately designated.
These steps should be done for each month. Once you have complete this process for each month, balance the monthly statements to·the year-end statement. They should balance. If not, you may need to go back and re-check your figures.
            PREPARING THE AUDIT REPORT
Once the figures balance, prepare a report to submit to your club. This report should contain the following:
A. 
Final Treasurer's report or Financial Statement
B. 
Recommendation Letter from Audit Committee
C. 
Any suggestions or recommendations made by the 

Audit  Committee
D.     All financial records for the fiscal year



APPROVAL OF THE AUDIT REPORT

A.  
Once the club has approved the report, the 


  

recommendation letter from the Audit Committee 

           shall be placed in the Secretary's minutes.

B. 
A copy of this audit report should be sent to the 


       sponsoring 
Lions club.

C.
The other financial data (statements, cancelled checks,  

etc.) should be kept for a minimum of ten years. Most 


clubs retain their records indefinitely, and pass them on 

to the next 
year's Treasurer.


             SAMPLE AUDIT LETTER
Date:____________________

To: 
(Your Lioness Club)

From:
Auditing Committee

We have examined the books of the Affiliate District 27-_____ for the Fiscal Year ending ___________.  In our opinion, the books of your Lioness clubs are in good order.

Our recommendation is that all entries made be entered in both the check book and the ledger with an explanation and dates.  We also recommend that ledgers, expense vouchers and reports be completed in a similar matter as those samples submitted.

Yours in Lionism

(Your name)

Chairperson
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WISCONSIN LIONESS 



100% TREASURER’S AWARD 




CRITERIA

The following criteria must be met for a Lioness Treasurer to be eligible for this award.

· Must have all club bills paid as designated by the President or the Board of Directors. 

· Must have kept accurate records of club finances, including breakdowns of different activities expenses & income. 

· Must have paid the annual District dues on time.

· Must have attended the District Officer Training and one other District or State function of their choice, such as Area Meeting, District Convention or State Convention.  

· Make certain that funds raised from the public are used only for projects & services.

· Make certain the club's administrative and operation costs are covered by club members.

· The club treasurer must be recommended for this award by the club President.  

· Application for this award must be submitted to the Affiliate District President no later than July 15.

Any of the rules may be waived by the Affiliate District President if advised of conditions which exist beyond the control of the Treasurer.

I certify the Lioness Treasurer                 of the                 Lioness Club has complied with the above requirements and is entitled to the 100% Treasurer Award.

DATE: 



 







CLUB PRESIDENT

Approval of the Affiliate/Associate President

DATE: 
















AFFILIATE/ASSOCIATE PRESIDENT
(LC-38)

Important resources:

www.wisconsinlioness.org

Resources page

www.lionsclubs.org

Member center>resources>finances

www.doa.state.wi.us/gaming

Charitable gaming>raffle

1

