ZONTA INTERNATIONAL DISTRICT 9
TREASURER’S HANDBOOK

Disclaimer: The information provided is intended for educational purposes only and does not replace
independent professional judgement. Exhibits were current as of November 2018. Verify that they are
current before using. Read your club bylaws and standing rules to determine if there are any
additional responsibility that your club has assigned to you.
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The club treasurer is responsible for ensuring that the club is continuously in good standing and
proper financial management. The treasurer’s responsibilities include, but are not limited to:

¢ Draft and present the club budget to the board for recommendation to the membership (or
assist another member of the club if they are tasked with this job)

o Build a budget worksheet. Exhibit 1.
= Determine number of members
= |dentify estimated expenses
= |dentify anticipated revenues
=  Establish dues

o Maintain affordable dues by minimizing the cost of each meeting, seek sponsorship for
activities and keep administration to a minimum.

o Proposed budget. Exhibit 2.
o Actual revenues and expenses.

e Submits financial reports to the club and its board as required. Exhibit 6.
o Consider quarterly or monthly reports.

o Consider adding a check written report.

e Submits a written report of the club’s annual financial position at the annual meeting.
e Keeps an accurate record of the collection and disbursement of all club monies.
o Separate service funds, and delegates funds if applicable, from club activities.
o Reconciliation between bank statements and financial records.

o QuickBooks
o Chart of Accounts
o Recordkeeping — collections and disbursements
o Bank reconciliations
o Financial statements
o Dues statements and outstanding collections

o

Excel spreadsheets.
o Manual ledgers.

o  Sample bookkeeping worksheets
= Monthly cash receipts worksheet. Exhibit 3.
®  Monthly cash disbursements worksheet. Exhibit 4.
= Bank reconciliation. Exhibit 5.
® Financial statements (cash basis). Exhibit 6.



o Administers club funds in accordance with the approved budget.
o Verify funds are available before approving expenses and writing checks.
o Watch revenues. If revenues are short as a result of membership decline or anticipated

revenue not generated then find additional revenue source, reduce budgeted expenses
or spend down net assets (board/club decision).

o Payall properly approved bills in accordance with the approved budget.
o Check request form. Exhibit 7.

o Ensure that authorized signatures are on file with the clubs’ banks.

o Authorized signatures typically change when officers change.
o Change takes time. Check with your bank for requirements.
o Produces bank statements and/or checkbooks when requested by club members.

o Ensure the membership list at Zonta International headquarters is up to date and that
international membership dues are paid by June 1.

o Zonta International 2018-2019 dues invoice (Form A). Exhibit 8.
o Register new members as soon as they join your Zonta Club and have paid their dues.
®  Zonta International member report Form B. Exhibit 8A.

o Pay District 9 dues, and area dues if applicable, by June 1. Register new members as soon as
they join your Zonta Club and have paid their dues.

o District 9 dues transmittal form. Exhibit 9.

o Attach copies of Zonta International Form A and Form B (as applicable) to District 9 dues
transmittal form.

o Ensure prompt transfer of donations/contributions to the Zonta International Foundation and
that payment is made to the correct account. Exhibit 10.

" Asa guideline, clubs are encouraged to contribute at least one-third (33.33%) of all net
service monies raised locally to the Zonta International Foundation in support of the
biennial fundraising goals.



e Contributions must be received by the Zonta International Foundation by April 30 to be
recognized in their annual report.

Report to the club president/board as required.
Update contact information (for Club Treasurer) with Zonta International and District 9.

Create and administer a policy for record retention in keeping with the country’s filing
requirements.

o US. —Internal Revenue Service mandates seven years.
o Permanent files will be kept forever (Internal Revenue Service tax exempt
determination letter, etc.).

Complete the IRS Group Subordination Form provided by the District 9 Treasurer. This form is
required to be completed and returned to the District 9 Treasurer annually by November 30.

Determines and follows all U.S. and state filing requirements.

®  Most Zonta Clubs are a 501(c)(4) non-profit service organization. 501(c)(4) service
organization are non-profit but they are not charitable. If you have a 501(c)(3)
designation you will be a charitable non-profit organization.

o  U.S. -Internal Revenue Service (www.irs.gov/charities)

o Form 990 (gross receipts $200,000 or more and/or total assets $500,000 or more),
990EZ (gross receipts greater than $50,000 and less than $200,000 and/or total
assets less than $500,000), 990N (annual gross receipts normally $50,000 or less)
filed with the Internal Revenue Service annually.

Which form you will file is determined by receipts and assets (see above).

Zonta International Form 990 Spreadsheet for Group Filing.

Due October 15 of each year.

Three consecutive years of not filing returns will cause your tax-exempt status to be
revoked.

o Conflict of Interest statement. Exhibit 11.

O 0 0 O

o) California
o Form 199 or 199N filed with the Franchise Tax Board (www.ftb.ca.gov) annually.
o Which form you will file is determined by receipts and assets.
o Form RRF-1 filed with the Registry of Charitable Trusts (ag.ca.gov/charities)
. annually.
o Statement of Information, Form $-100, filed with the Secretary of State
(www.sos.ca.gov/) every two years.

o Nevada
o Annual List of Officers, Directors and Resident Agent filed with the Secretary of State
(www.nvsos.gov) filed annually. ‘




o Arizona
o Form 99 filed may be required annually.
o The requirement to file is based on various criteria. Visit www.azdor.gov to determine
if there is a filing requirement.
o Arizona Corporation Commission Report filed annually (www.azcc.gov).

o Annual Corporation filed with the Utah Department of Commerce
(www.commerce.utah.gov).

o  Charitable Organization Permit Application filed with the Utah Department of
Commerce annually (www.commerce.utah.gov).

e Hawaii
o Annual Report with the Department of Commerce and Consumer Affairs
(www.hawaii.gov/dcaa/breg) annually.
o Annual Financial Report filed with the Attorney General (www.ag.hawaii.gov/fax)
annually.

= This list may not be complete. You will need to determine what filings are required for your
state and locality. There are resources available on the internet. Be sure to check whether or not
your state requires raffle, sales, and/or excise tax filings.

e Arranges the audit/review of the club’s financial statements and provides to the club a written
report from the auditor/reviewer.
=  Your club bylaws or standing rules will determine this requirement.

e Briefs the incoming treasurer on all club activities and policies and hands over all club records of
office to the incoming treasurer within 30 days after the new treasurer assumes office.

Miscellaneous:

e There are many tools/resources available to assist you on the internet.
o Zonta International — zonta.org
© Zonta International District 9 - zontadistrict9.org

e Read your club bylaws and rules of procedure. These documents will help you fulfill your duties as
club Treasurer.

e Read the Zonta International Club Manual found on the Zonta International website. This document
will help you fulfill your duties as club Treasurer.,



Charitable 501(c)(3) Organizations:

o Contributions - only applicable to 501(c)(3) charitable organizations.
o IRS requirements
= |RS Publication 1771 Charitable Contributions — Substantiation and Disclosure
Requirements.
e Donor must substantiate charitable deductions
e $250 or more — written acknowledgement from charity
e Donors receive goods or services in exchange for a single payment in
excess of $75 — written disclosure
IRS Publication 526 Charitable Contributions
[RS Publication 561 Determining the Value of Donated Property
IRS Publication 8283 Noncash Charitable Contributions
IRS Publication 8282 Donee Information Return



. Exhibit 1 - Budget Worksheet

1) Identify number of members for the year. Keep in mind continuing members, terminating members

and new members.
Membership (over 30)
Current members
Expected termination prior to 5/31
Expected new full year members 06/01-11/30
Expected new members 12/01-5/31
Estimated members

Young professionals under 30 06/01-11/30
Young professionals under 30 12/01-05/31
Estimated young professionals

21

-5
6
2
2
1

2) Estimate expenses for the year. Take into consideration international and district requirements

with planned club activities.
International expenses
Zonta International dues ($80 for 06/01-11/30)

Zonta International dues ($40 for 12/01-05/31)
Zonta International Young Profess. dues ($40 for
06/01-11/30)

Zonta International Young Profess. dues ($20 for
12/01-05/31

Zonta International Insurance ($3)

fee (S15)

Convention costs

District 9 expenses
District 9 dues ($40 for 06/01-11/30)

District 9 dues {$20 for 06/01-11/30)

District 9 Young Professional dues ($20 for 06/01-
11/30)

District 9 Young Professional dues ($10 for 12/01-
05/31)

Conference costs

Area workshops

Committee Expenses
Nominating
Service
Advocacy
Membership

27§

22§

10 $

80
40

40

20

15

40
20

20

10

$

v N

1,760
80

880
40

40

10
970

30[$  300]

v n n n n

250
325
500



Club Expenses
Website
Postage
Printing
Meals

Total Expenses

3) Identify anticipated revenues
Other Revenues
Fundraising (net)
Meals
Interest

Balance to be covered by dues (Total expenses less other revenues)

4) Calculate dues
Balance to be covered by dues
Subtract Zonta International dues
Subtract District 9 dues
Calculated Local Club dues

Calculated Local Club dues per member

v n n n n n

$
$
$
$
$

S
$
$

400
200
300
250

2,000
250

25 -

6,401
(2,156)
(970)

(24 full year members and 3 half year members) S 128
Zi New D9 Club Total # of Anticipated
Dues (1)| Member Dues Dues Dues Members Dues

Full member S 83|$ - S 4015 1281$S 251 16] $ 4,016
New member 06/01-11/30 S 83§ 15]5S 401s 128(S 266 6| S 1,596
New member 12/01-05/31 S 43S 15]s 20|$ 64|s 142 2ls 284
Young professional full year 06/01-11/30 S 435S - S 2018 128]S 191 2] s 382
New young professional 12/01-05/31 S 23(s 151§ 101(S 64 (S 112 1]s 112
271 S 6,390

(1) Including $3 per member for ZI Insurance




Exhibit 2 - Proposed Budget

ZONTA CLUB OF ANYWHERE
REVENUE AND EXPENSES WITH PROPOSED BUDGET

6/1/17-5/31/18 |6/1/18-5/31/19

PROPOSED
ACTUAL | BUDGET BUDGET
REVENUES ,
MEMBERSHIP DUES 5250 6,700 6,390
FUNDRAISING - 2,066 2,000 2,000
MEALS 260 250 250
INTEREST 20 25 25
TOTAL REVENUES 7,596 | 8,975 8,665
EXPENSES
INTERNATIONAL DUES 1,850 2,400 2,156
CONVENTION 2,066 2,000 2,000
DISTRICT 9 DUES 1,200 1,550 970
CONFERENCE - - 1,000
AREA WORKSHOP 210 150 300
NOMINATING 335 . 320 25
SERVICE 325 300 250
ADVOCACY 1,250 1,000 325
MEMBERSHIP 295 300 500
WEBSITE 350 300 400
POSTAGE 140 150 200
PRINTING 312 200 300
MEALS 400 300 250
TOTAL EXPENSES | 8733 8970] 8,676 |
REVENUES OVER (UNDER EXPENSES) [ (1,137) 5 | (11)]




Exhibit 3 - Monthly Cash Receipts

ZONTA CLUB OF ANYWHERE

MONTHLY CASH RECEIPTS WORKSHEET
MONTH ENDED

DATE

RECEIVED FROM

AMOUNT

MEMBER
DUES

NEW MEMBER
FEES

FUNDRAISING

MEALS

INTEREST




Exhibit 4 - Monthly Cash Disbursements

ZONTA CLUB OF ANYWHERE
MONTHLY CASH DISBURSEMENTS WORKSHEET

MONTH ENDED

DATE

CHECK

PAID TO

AMOUNT

INTL
DUES

NEW MEMBER
FEES

DISTRICT
DUES

CONVENTION/
CONFERENCE/AREA

COMMITTEE
EXPENSE

cLuB
EXPENSE




Exhibit 5 - Bank Reconciliation

ZONTA CLUB OF ANYWHERE
BANK RECONCILIATION
FOR THE MONTH ENDING

Bank Statement Reconciliation Bank Reconciliation Proof
Balance, per Statement Prior Month Ending Balance
Add: Add:
Receipts not on Statement Cash Receipts
Subtract: Subtract:
Checks not on Statement Cash Disbursements
Other Adjustments Other Adjustments
Adjusted Bank Statement Balance Proof to Adjusted Bank Balance




Exhibit 6 - Financial Statement

ZONTA CLUB OF ANYWHERE
FINANCIAL STATEMENT (STATEMENT OF ACTIVITIES)
FOR THE MONTH ENDING

BEGINNING CASH

REVENUES
MEMBER DUES
NEW MEMBER FEES
FUNDRAISING
MEALS
INTEREST

TOTAL REVENUES [ ]

EXPENSES
INTERNATIONAL DUES
NEW MEMBER FEES
DISTRICT DUES
CONVENTION
CONFERENCE
AREA MEETING
COMMITTEE EXPENSES
CLUB EXPENSES
TOTAL EXPENSES

[ ]
ENDING CASH [ ]



Exhibit 7 - Check Request Form

ZONTA CLUB OF ANYWHERE

Check Request

Check to be made payable to:

Date:

Person requesting check:

Return to Requester

If Check to be Mailed, address required:

Due Date:

Item - Attach Receipt Amount

Project - Account

TOTAL REQUEST S -

Signature for Reimbursement

Project Chair Signature

Treasurer Signature

Check # - Date
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§ Step 8: From the options below, check the box to indicate how the club is submitting the dues
# payment

o submlt, ayment for club dues.

rv’and foliowthe mstruchons to
:submlt payment

B p—

' "club numbersron the '

| e

ilnform your ban
. feesforthe transfer are: due to -
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Club lnformatlon

L Dlstnct

‘ ’E‘Pubhc Club: Emanl
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_Gendst; (] Female  [] Male'

Ll other

Young Professmnal (under 30)

E! Ciub Honorary T
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1€ “totals” row:
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| | Donatlon Form

Bn 2. Designation s

'EDUCATION PROGRAMS -

| INTERNATIONAL PROJE}

e 3. Payment

ce-'Code to receive grfts




Dorior Name

- Donatlon Form

Pagg 2

0 Check
' Send checklmoney order tot “

O Moneyf’Order—' )

4 Pleasa do~~“ot send express

EJ Wfre Trans er

| O SEPA Wire Transfer

| 'Na e,ofsender .

transfer_____ - in the amolnfsFEURE

- ?'Postal Code e

2 This gifts

| Fgiftisin merriory;.

. | Street Address__
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