Local Financial Processes Graphics

Paying bills/approved expenses
                  

Membership Approves expense or normal/customary bill is received 



Voucher is created and mtg minutes or substantiating paperwork attached



Completed Voucher goes to the president for his signature.



Check is written from signed voucher/rec-orded in QB or accounts journals



Signed Voucher is filed



Check is signed by two officers and mailed to recipient






*ALL expenses must be approved by the membership, through direct vote, yearly budget approval, or local by-laws approval.

Local Financial Processes Graphics
Receiving Funds



Person pays local by check or cash



Receipt is written in numbered receipt book



Funds are safely locked away for deposit



All funds received are listed on deposit slip



Funds are deposited in Local bank account  /recorded in QB or in account book.



Deposit slip is filed





*If Local received cash, numbered and carbonless receipt book should be compared to deposit slips and bank statements monthly by someone OTHER than the person who took in the funds to ensure that all funds received were recorded and deposited.
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Local Financial Controls –the Key is MULTIPLE people involved! 



All Expenses are approved by Exec Bd and Membership



Voucher system is used/all vouchers signed and filed



All income is recorded in receipt book/ deposited weekly



Dues payments to/from CWA are checked for accuracy



Bank statements are reconciled  monthly -- not by check signer



Local financial reports given monthly to board and members



Trustees do monthly or quarterly audit of books



Financial Conrols are monitored and changed as needed


*Local has NO debit card and credit card controls are in place (or cards are in officer’s name, not local name)

Local Monthly/Quarterly Financial Reports

What should be included?
a) All bank/CD balances at end of last month or quarter and at end of current month or quarter.
b) A listing of all expenses/stipends paid during the period– detailed.
c) A listing of who received stipends and lost time during the period and how much.
d) A listing of all funds deposited and type (dues, interest income, initiation, etc).  
e) Value of all fixed assets (buildings, etc)
*If you use Quickbooks, simply print a profit and loss and balance sheet for the month or quarter.

Do we have to give written copies?
You must create a written financial report for each meeting cycle (minimum of quarterly).
You do not have to allow members to take the financial reports out of the meeting, but for transparency you should at   minimum pass out the reports for the length of the meeting and collect at the end if you wish. 
*Your LM’s are available online, so the company already knows how much money you have. Why would you not want members to know? It’s their money!
[bookmark: _gjdgxs]*Members should also have copies of your Local Constitution.
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