ST. ELIZABETH ANN SETON WOMEN’S CLUB TREASURER’S DUTIES

The St. Elizabeth Ann Seton Women’s Club’s mission is to provide fellowship and spiritual growth to the Women of our Parish and to serve our community.
The Treasurer shall receive all monies paid to the Organization, prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to back of Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh). All money collected has to be submitted to Parish Office.  Do not pay cash for anything. These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  All receipts or proof of payment will be attached to Request Form. Budgeted items do not need receipts. Include mailing address for all requests except for priests.  Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday’s and requests should be submitted by the preceding Tuesday.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
The Treasurer shall maintain financial records to present to the Board of Directors with totals being reported once a month at meeting to the General Membership.  A copy of Actual Expenses vs Budgeted shall be provided to Parish Office monthly.
She shall develop the proposed budget with Club Members’ assistance during March through April.  A copy of Budget will be sent to Parish Office in May. She shall send the proposed budget electronically to the Members (or President) in April and present the budget in the May Meeting for a Membership Vote.
The Treasurer will serve on the Bazaar Committee in order to maintain the accuracy of the financial records for the Bazaar.
Traditionally we request a check for Priest that offers a Mass for us.  Budgeted item.





JUNE DUTIES
Beginning Term for new or returning Treasurer
Request copy of Book of Rules for Ministries, Ministries Manual.
Get Notebooks and all materials from the previous Treasurer.  (Beginning in February 2019 two prior years materials have been stored in Women’s Club closet in the Parish Activity Center.  No other prior years materials were passed forward.)
All financial files to be transferred.
	-QuickBook print outs of monthly activity.
	-Excel Files or QB Files of Budget.
	-List of account codes.
	-Excel on thumb drive for 2017/18.
     	-Cash Receipt Book, Deposit Transmittal Forms, Request for Check Form.
Attend monthly Board of Directors and monthly General meeting of Club.
First of each month request financial information from parish office.  Compare with Women’s Club records and then prepare report for Board of Directors. Send copy of Budget versus Actual to Parish Office on monthly basis.
Prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh). All money collected has to be submitted to Parish Office.  Do not pay cash for anything. These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  Mailing address needed for all requests except for priests. Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday and requests should be submitted by the preceding Tuesday.
PEX Card available for use.  Requests for amounts to be loaded onto card are made directly to the Parish Office by Treasurer.  Receipts are required.  No sales tax is to be paid on purchases.  Have Sales Tax Exemption Certificate when purchasing any item.
Request proof of printing/copying made in Parish Offices for our records.  These charges are made directly to our account.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
JULY DUTIES
Attend monthly Board of Directors and monthly General meeting of Club.
First of each month request financial information from parish office.  Compare with Women’s Club records and then prepare report for Board of Directors. Send copy of Budget versus Actual to Parish Office on monthly basis.
Prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh).  All money collected has to be submitted to Parish Office.  Do not pay cash for anything. These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  All receipts or proof of payment will be attached to back of form. Mailing address needed for all requests except for priests. Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday and requests should be submitted by the preceding Tuesday.
PEX Card available for use.  Requests for amounts to be loaded onto card are made directly to the Parish Office.  Receipts are required.  No sales tax is to be paid on purchases.  Have Sales Tax Exemption Certificate when purchasing any item.
Request proof of printing/copying made in Parish Offices for our records.  These charges are made directly to our account.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
Work with Bazaar Chairman to ensure all money is given to you in a timely manner in order to prepare Transmission of deposits for the Parish Office. 
Attend Bazaar Meetings and begin planning on the Petty Cash (Starter Money on Budget) needed for each Booth that the Women’s Club has: Kitchen, Candy Cane Pull, Popcorn, etc.
Seminarian Basket – in Budget. Parish Office will prepare check when requested and can include it with donations that have been collected at the Church.
Last of the month, request Petty Cash from Parish Office to use in collecting dues at August gathering.  Get all $5’s since the dues are $15.00. You should not need more than $100 and any leftover change can be used at September Meeting.  You will return the $100 after the September Meeting as a deposit.
Request Check to be sent for Gala if this is a budgeted item this year.
AUGUST DUTIES

Attend monthly Board of Directors and monthly General meeting of Club.
First of each month request financial information from parish office.  Compare with Women’s Club records and then prepare report for Board of Directors. Send copy of Budget versus Actual to Parish Office on monthly basis.
Prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh).  All money collected has to be submitted to Parish Office.  Do not pay cash for anything. These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  All receipts or proof of payment will be attached to back of form. Mailing address needed for all requests except for priests. Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday and requests should be submitted by the preceding Tuesday.
PEX Card available for use.  Requests for amounts to be loaded onto card are made directly to the Parish Office.  Receipts are required.  No sales tax is to be paid on purchases.  Have Sales Tax Exemption Certificate when purchasing any item.
Request proof of printing/copying made in Parish Offices for our records.  These charges are made directly to our account.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
Work with Bazaar Chairman to ensure all money is given to you in a timely manner in order to prepare Transmission of deposits for the Parish Office.
Attend Bazaar Meetings. 
Be sure to have $5 bills for change for dues in September
There will be expenses for the Wine and Cheese meeting.  This could be paid on Parish credit card.  Request copy of receipt when these are incurred.  A phone photo will work.
Last of the month, request Check as stipend for Priest offering Special Mass in September.  Budget item.


SEPTEMBER DUTIES

Attend monthly Board of Directors and monthly General meeting of Club.
First of each month request financial information from parish office.  Compare with Women’s Club records and then prepare report for Board of Directors. Send copy of Budget versus Actual to Parish Office on monthly basis.
Prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh). All money collected has to be submitted to Parish Office.  Do not pay cash for anything.  These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  All receipts or proof of payment are to be attached to back of form. Mailing address needed for all requests except for priests. Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday and requests should be submitted by the preceding Tuesday.
PEX Card available for use.  Requests for amounts to be loaded onto card are made directly to the Parish Office.  Receipts are required.  No sales tax is to be paid on purchases.  Have Sales Tax Exemption Certificate when purchasing any item.
Request proof of printing/copying made in Parish Offices for our records.  These charges are made directly to our account.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
Work with Bazaar Chairman to ensure all money is given to you in a timely manner in order to prepare Transmission of deposits for the Parish Office.
Attend Bazaar Meetings.
Return any Petty Cash from dues along with Transmission form after September meeting.




OCTOBER DUTIES
Attend monthly Board of Directors and monthly General meeting of Club.
First of each month request financial information from parish office.  Compare with Women’s Club records and then prepare report for Board of Directors. Send copy of Budget versus Actual to Parish Office on monthly basis.
Prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh). All money collected has to be submitted to Parish Office.  Do not pay cash for anything.  These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  All receipts or proof of payment are to be attached to back of form. Mailing address needed for all requests except for priests. Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday and requests should be submitted by the preceding Tuesday.
PEX Card available for use.  Requests for amounts to be loaded onto card are made directly to the Parish Office.  Receipts are required.  No sales tax is to be paid on purchases.  Have Sales Tax Exemption Certificate when purchasing any item.
Request proof of printing/copying made in Parish Offices for our records.  These charges are made directly to our account.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
Work with Bazaar Chairman to ensure all money is given to you in a timely manner in order to prepare Transmission of Deposits for the Parish Office.
Attend Bazaar Meetings.
Woman of the Year nomination due to Women’s Council and requires check for entry.
Check to Deanery of CCW for assessment of our members.  A letter with coupon attached should be received.
Petty Cash for Bazaar from Budget.  Decide what denomination of bills needed. Request from Parish Office. Distribute cash to Chairman of each booth and have them sign receipt before Bazaar starts.
You will remain in designated room to check in volunteers, hand our aprons, hats and guard any items left in closet by volunteers.

October Duties Continued

All requests for payment for expenses will be turned into Parish Office on a Request Form.
Collect the money boxes on Friday and take out the Starter money if available.  Prepare Deposit Transmission form to redeposit money as Petty Cash. Allow small amount of money on Saturday morning for starter cash. Any extra cash to be counted and listed on separate Deposit Transmission for each booth. Collect the money boxes on Saturday and if all Starter money has been removed the remainder will be profit for that booth.  Count cash and prepare Deposit Transmission Form for each booth separately.
In October all prepaid Booth Rental that has been received prior to Bazaar will be moved into Income for the Women’s Club.  This will be a Journal entry.  Sometimes if there is a cancelation a booth will be rented out during the Bazaar.  This will also be income for that year and reported on Deposit Transmission Form with Bazaar year clearly designated.
All prepaid Booth Rental that is received during Bazaar for next year’s event will be noted as such and be entered into a Liability Account.  This amount will be reported on Deposit Transmission Form.  Additional prepaid Booth Rental will be accepted for about a month.  Later in the summer, there will be additional prepaid Booth Rentals to add.  Each time prepaid Booth Rental is received, it will be reported on Deposit Transmittal Form to Parish Office.  Bazaar year is to be clearly designated.
All money collected and expenses requested should be turned into Parish Office by Monday following Bazaar.
(Some of the procedures for handling the money may be changed prior to the Bazaar.)










NOVEMBER DUTIES

Attend monthly Board of Directors and monthly General meeting of Club.
First of each month request financial information from parish office.  Compare with Women’s Club records and then prepare report for Board of Directors. Send copy of Budget versus Actual to Parish Office on monthly basis.
Prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh). All money collected has to be submitted to Parish Office.  Do not pay cash for anything.  These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  All receipts or proof of payment are to be attached to back of form. Mailing address needed for all requests except for priests.  Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday and requests should be submitted by the preceding Tuesday.
PEX Card available for use.  Requests for amounts to be loaded onto card are made directly to the Parish Office.  Receipts are required.  No sales tax is to be paid on purchases.  Have Sales Tax Exemption Certificate when purchasing any item.
Request proof of printing/copying made in Parish Offices for our records.  These charges are made directly to our account.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
Giving Tree donation is due.  Send Request for Check Form to Parish Office to make this payment.
NCCW should send bill for dues this month.  The dues need to be paid in December and requested through Parish Office.
Donation to NCCW/CRS (Catholic Relief Service) is sent in November.  Check budgeted amount to send.  Request for Check Form to Parish Office to have this payment mailed.



DECEMBER DUTIES

Attend monthly Board of Directors and monthly General meeting of Club.
First of each month request financial information from parish office.  Compare with Women’s Club records and then prepare report for Board of Directors. Send copy of Budget versus Actual to Parish Office on monthly basis.
Prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh). All money collected has to be submitted to Parish Office.  Do not pay cash for anything.  These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  All receipts or proof of payment are to be attached to back of form. Mailing address needed for all requests except for priests.  Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday and requests should be submitted by the preceding Tuesday.
PEX Card available for use.  Requests for amounts to be loaded onto card are made directly to the Parish Office.  Receipts are required.  No sales tax is to be paid on purchases.  Have Sales Tax Exemption Certificate when purchasing any item.
Request proof of printing/copying made in Parish Offices for our records.  These charges are made directly to our account.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
Adopt-a-Family is budgeted for Christmas.  Turn in receipts or request check first from Parish Office.  How this is handled needs to be verified.
NCCW dues should be paid.  There should be a bill from National Headquarters for the amount and due date. This is in budget, send Check Request Form to Parish Office.
Checks for the Clergy are presented at Christmas Party.  $100 per Priest is requested from Parish Office. Checks are handed to Priests by President at party.




JANUARY DUTIES

Attend monthly Board of Directors and monthly General meeting of Club.
First of each month request financial information from parish office.  Compare with Women’s Club records and then prepare report for Board of Directors. Send copy of Budget versus Actual to Parish Office on monthly basis.
Request amount that has been paid on Diocesan Assessment before completing December Financial statements.
Prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh). All money collected has to be submitted to Parish Office.  Do not pay cash for anything.  These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  All receipts or proof of payment are to be attached to back of form. Mailing address needed for all requests except for priests. Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday and requests should be submitted by the preceding Tuesday.
PEX Card available for use.  Requests for amounts to be loaded onto card are made directly to the Parish Office.  Receipts are required.  No sales tax is to be paid on purchases.  Have Sales Tax Exemption Certificate when purchasing any item.
Request proof of printing/copying made in Parish Offices for our records.  These charges are made directly to our account.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
Community donations can be made this month.  The amounts are budgeted.  This includes Bella House, Hope’s Door, Minnie’s Food Pantry and Samaritan Inn.  Request checks be sent by Parish Office.
Begin work on budget to be presented in March to General Business meeting for approval.  New budget to begin June 1st each year but will be approved by May.



[bookmark: _GoBack]February Duties

Attend monthly Board of Directors and monthly General meeting of Club.
First of each month request financial information from parish office.  Compare with Women’s Club records and then prepare report for Board of Directors. Send copy of Budget versus Actual to Parish Office on monthly basis.
Prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh). All money collected has to be submitted to Parish Office.  Do not pay cash for anything.  These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  All receipts or proof of payment are to be attached to back of form. Mailing address needed for all requests except for priests.  Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday and requests should be submitted by the preceding Tuesday.
PEX Card available for use.  Requests for amounts to be loaded onto card are made directly to the Parish Office.  Receipts are required.  No sales tax is to be paid on purchases.  Have Sales Tax Exemption Certificate when purchasing any item.
Request proof of printing/copying made in Parish Offices for our records.  These charges are made directly to our account.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
Continue work on Budget with revisions made by Board of Directors last month.








MARCH DUTIES

Attend monthly Board of Directors and monthly General meeting of Club.
First of each month request financial information from parish office.  Compare with Women’s Club records and then prepare report for Board of Directors. Send copy of Budget versus Actual to Parish Office on monthly basis.
Prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh). All money collected has to be submitted to Parish Office.  Do not pay cash for anything.  These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  All receipts or proof of payment are to be attached to back of form. Mailing address needed for all requests except for priests. Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday and requests should be submitted by the preceding Tuesday.
PEX Card available for use.  Requests for amounts to be loaded onto card are made directly to the Parish Office.  Receipts are required.  No sales tax is to be paid on purchases.  Have Sales Tax Exemption Certificate when purchasing any item.
Request proof of printing/copying made in Parish Offices for our records.  These charges are made directly to our account.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
Request Check Form to Parish Office for budgeted amount for Vacation Bible School donation. 
Make arrangement for Adopt-A-Family Easter dinner if this is a budgeted item.
Budget needs to be approved by Board of Directors and then presented to General Membership this month.





APRIL DUTIES

Attend monthly Board of Directors and monthly General meeting of Club.
First of each month request financial information from parish office.  Compare with Women’s Club records and then prepare report for Board of Directors. Send copy of Budget versus Actual to Parish Office on monthly basis.
Prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh). All money collected has to be submitted to Parish Office.  Do not pay cash for anything.  These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  All receipts or proof of payment are to be attached to back of form. Mailing address needed for all requests except for priests.  Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday and requests should be submitted by the preceding Tuesday.
PEX Card available for use.  Requests for amounts to be loaded onto card are made directly to the Parish Office.  Receipts are required.  No sales tax is to be paid on purchases.  Have Sales Tax Exemption Certificate when purchasing any item.
Request proof of printing/copying made in Parish Offices for our records.  These charges are made directly to our account.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
Request Check Form for Church Organization donations that are on budget.  These are RCIA Reception, St. Vincent DePaul, Confirmation Retreat, Youth Outreach, Habitat for Humanity and any others that may have been added.  Also check for deletions.  
If Budget was approved in March final budget to be presented this month.  Otherwise, Budget needs to be corrected and finalized next month.





MAY DUTIES

Attend monthly Board of Directors and monthly General meeting of Club.
First of each month request financial information from parish office.  Compare with Women’s Club records and then prepare report for Board of Directors. Send copy of Budget versus Actual to Parish Office on monthly basis.
Prepare monies for deposit on a Transmission Form, prepare cash receipts as needed, attach to Transmission Form and submit to Community Director (Cindy Christenson) or directly to Parish Office (Attn: John Welsh). All money collected has to be submitted to Parish Office.  Do not pay cash for anything.  These deposits should be verified by second party.
Treasurer will make requests for checks on Request Form to pay bills once a week when required.  All receipts or proof of payment are to be attached to back of form. Mailing address needed for all requests except for priests.  Speakers & priests checks will be picked up and presented the night of meeting.  Checks will be cut on Friday and requests should be submitted by the preceding Tuesday.
PEX Card available for use.  Requests for amounts to be loaded onto card are made directly to the Parish Office.  Receipts are required.  No sales tax is to be paid on purchases.  Have Sales Tax Exemption Certificate when purchasing any item.
Request proof of printing/copying made in Parish Offices for our records.  These charges are made directly to our account.
Reminder: Any payments to individuals for services will need a Form W-9 on file at Parish Office prior to check being issued.
All info can be faxed or scanned and emailed except for deposits.
Request Check Form for John Paul High School as listed on budget.  The check to John Paul High School should be given to member who is in charge of selecting the recipient to take to the High School.
PEX Card needs to have name changed for new Treasurer. Inform Parish Office of identity of new Treasurer.
Attend Bazaar Meetings as scheduled.

REVIEW EACH PRIOR MONTH FOR UPDATES.  


