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Procedure 

Policy 3  

Section # 

Receipts 1. Recommend quarterly call-for-funds to the EC. Recommendations are 

made at the EC meeting before the beginning of the quarter. 

2. Following EC approval, issue call-for-funds letter immediately following 

EC approval. 

3. In December, prepare a monthly estimated cash flow based on 

approved annual budget and funding mechanism for the following 

year. This is used to estimate quarterly call-for-funds requirements for 

the next year. 

4. Deposit checks received from members and maintain electronic 

deposits. 

5. Send deposit information and bank statements to Accountant.   
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Disbursements  

1. Sign and mail checks prepared by the Accountant. Ensure check 

amount is consistent with invoice. 

2. Prepare letter to the Accountant in December authorizing quarterly 

retainer amounts for the following year.  

3 

 

Annual NYSRC 

Budget & 

Funding 

Mechanism 

In August, or when requested by the EC, prepare a proposed annual 

budget and funding mechanism for the following year for EC approval.  

5 & 6 

Tax Returns 1. Review 1099 Forms prepared by the Accountant. 

2. Review, sign, and submit IRS Tax Exempt Organization Form 990 

prepared by the Auditor.  

8 

Accountant 1. Recommend to the EC, when required, retention of an Accountant. 

2. Accountant duties: 

2.1 Prepare checks and mail to Treasurer for signature. 

2.2 Prepare monthly Treasurer’s report.  

2.3 Maintain records. 

2.4 Provide auditor with requested documentation. 

2.5 Prepare Form 1099 every January. 

8 

Auditor 1. Recommend to the EC, when required, retention of an Auditor when 

required. 

2. Provide auditor with requested documentation, including monthly 

bank statements and payment checks and invoices. 

3. Auditor duties: 

3.1 Prepare annual audit and year-end financial statement. 

3.2 Prepare IRS Form 990. 

8 

 

Reports 1. Review and approve monthly Treasurer’s report prepared by the 

Accountant. This report includes summaries of receipts and expenses, 

and comparison with the annual budget. The report is submitted 

monthly to the EC.  

2. Review draft auditor report prior to finalization and submission to the 

EC. 

8 

 

 

Records 1. Payment check stubs and invoices (provided to auditor).  

2. Monthly bank statements (provided to auditor). 

3. Summary of affiliated member quarterly payments. 
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