
CHAPTER TREASURER

Chapter Treasurer is responsible for the chapter’s money and is custodian of the financial records.  The Treasurer advises the chapter regarding finances and budget matters.

As Treasurer, YOU ARE RESPONSIBLE FOR . . .

1. Collecting and depositing promptly all monies due the chapter.  Keep a record showing chapter receipts and expenditures.

2. Give a financial report to the chapter at all regular meetings.

3. Review the chapter roster monthly and submit any changes to ESA Headquarters (HQ).  The roster is available on the ESA Member Center, (www.epsilonsigmaalpha.org/member-center/login) under Chapter & Council Management, and Tax Information & Chapter Treasurer’s.

4. Indicate clearly whenever payment is made to ESA HQ:

a. Your chapter name and number.

b. Who is to receive credit, each member has a membership number.

c. What the payment is for.

d. Issue one check; show the distribution and the amounts for each member on a separate sheet of paper.

5. Send each completed pledge form to ESA HQ with the check.

6. Prepare an annual budget for the chapter; insist on strict adherence.
7. Oversee all financial business of the chapter under direction of the chapter Executive Board.  Keep a special record and account of all monies collected specifically for philanthropy.
8. Pay the chapter’s dues to your local council, CO State Council, International Council and ESA Foundation.  Names and addresses of the respective Treasurers can be found in your chapter and state yearbooks or on the various websites.

9. Submit the Treasurer’s books for audit before the end of term of office or any time at the request of the President.

10. Prepare the Financial Statement (TAX FACTS) and forwarding to ESA HQ before September 15th of each year.  This ensures the non-profit status for ESA.
New Chapters

The Treasurer and the President open a chapter bank account together.  Signature cards should include the signature of both officers; state in your Bylaws who should be on the bank account.  The bank will require a Tax Identification Number.  If your chapter does not have a Tax Identification Number, please contact ESA HQ to obtain one.

Incoming Treasurers

Meet with the outgoing Treasurer (if outgoing Treasurer is not available, meet with the President).  Review the books that you are accepting responsibility for.  It is VERY IMPORTANT that you understand the previous Treasurer’s method of record keeping.  Verify bank balance with books and the Tax Identification Number for accuracy.  Obtain NEW BANK SIGNATURE CARDS – accompany the President to the bank (both the Treasurer and the President should sign the cards).

How . . . What . . . Why . . . When . . . Do I do this???

· Collection of Chapter Monies: When chapter monies are placed in your hands, make out a deposit slip, endorse the checks, enter each amount on your income sheet, and deposit it to the chapter account.

· Dispersing Funds – Enter on expense sheet, and enter in check register.  NOTE:  Individual dues are sent to ESA Headquarters; state dues to the State Treasurer; IC chapter dues to the IC Treasurer; Disaster Fund donations to State Disaster Fund Chairman.

· Budget Preparation: Your budget proposal is due at the first chapter meeting in September; you may also be asked to have the proposal available at your planning meeting.  Review:

· Last year’s history of income/expense, add or subtract any upcoming or deleted projects to arrive at a realistic budget proposal.
· Your chapter Bylaws and standing rules for designated expenditures.
Once your have submitted your budget and it has been approved, you should advise the board at each meeting where they stand (actual vs. budget).
· Audit of Books: Submit your books for audit before the end of your term to your President.  The President may request an audit at any time.  The audit may also include the incoming Treasurer and President.
· Financial Statements (TAX FACTS): Before September 15th of each year, complete the Financial Statement (TAX FACTS) and send to ESA Headquarters.  (A copy of TAX FACTS is sent out with the Chapter Roster in April of each year, and is also available on the ESA web site)
DO NOT NEGLECT TO SEND THIS REPORT TO ESA HQ!

For further information, contact: 
ESA Headquarters

363 West Drake Road

Fort Collins, CO  80526

Phone: 970-223-2824

FAX: 970-223-4456

E-mail: esainfo@epsilonsigmaalpha.org
CHAPTER TREASURER

General Information

· RECORDS:  Each member’s individual record is set in their given name and surname (i.e., Kathleen Smith, not Mrs. John Smith).  Each member has a permanent membership number.  Your chapter’s name and number, as well as the individual’s membership number, should always be used when communicating with ESA Headquarters (HQ).  This is especially important when sending monies or making any data changes.
· CHAPTER ROSTER: In February, April, August, and October of each year you will receive a complete Chapter Roster that lists the active members of your chapter and their data maintained at ESA HQ.  Please check this report very carefully, noting any changes or corrections, and return to ESA HQ.  As chapter treasurer you may also view/print a copy of the chapter roster “online” at any time.  Just go on the Member Center (www.esainfo@epsilonsigmaalpha.org/member-center/login), under Chapter & Council Management, Tax Information & Chapter Treasurer’s.

· MEMBERSHIP CARDS: These are sent to members the month following payment of membership fees or annual dues.  The dues are due the first day of the month of their membership.
· LIFE ACTIVE MEMBERS: A member who is Life Active has their annual international dues paid for the rest of their life.  They will maintain this status as a chapter member or as a member-at-large.  They will receive full benefits under this program.  These include receipt of the Life Active dangle.  They will receive an updated membership card each year in July.  Effective April 1, 1984, the Ambassador Club of ESA was introduced.  Members sponsoring 10 or more new members in a single membership campaign year (June 1 through May 31) will earn a Life Active Membership.

· AWARDS:  Points are updated at ESA HQ upon receipt of a new First Pearl or Pallas Athene affidavit card from a Chapter Awards Chair or from an individual.  These are reflected on the chapter roster.
· SENIOR MEMBERS (65 Years of Age or Older): Senior members are eligible for reduced dues.  Simply forward their date of birth, along with their name, member number, and chapter number to ESA HQ.  HQ will then change their membership status to “senior.”

· FORMS – EXPLANATION: When sending any form to ESA HQ, be sure to fill it out completely; specifically, full name, member number, chapter number, etc.

1. Use CHANGE OF STATUS Form for:

Name & or Address Change

Member-At-Large
Affiliate with another Chapter

Transfer to Inactive Status

2. Use REINSTATEMENT APPLICATION for:

Reinstating members from inactive status.

Note: Reinstatement fee can be paid by credit.
3. Use MEMBERSHIP APPLICATION for:

New Members Only.

Note:  New member fees may be paid by credit card.
4. Use TAX FACTS for:

…Obtaining tax-exempt status for the chapter.  This form is available on the ESA web site.
· STATUS DEFINITIONS:

MEMBER-AT-LARGE:  Removed from chapter roster and is no longer affiliated with the chapter.  Is placed on Member-at-Large (MAL) listing (state roster), but continues to pay dues.  Remains on active rolls and is eligible for all ESA benefits.

INACTIVE:  Removed from chapter roster and does not pay dues.  Is placed on inactive rolls and is no longer eligible for any ESA benefits.

LEAVE OF ABSENCE:  This is a chapter function only.  Member remains on chapter roster, continues to pay dues and is eligible for all ESA benefits.  It is not necessary to notify ESA HQ.

· BILLINGS:  General Fees & Dues

All monies due are billed two ways via:

1) The Chapter Roster

2) Sent to the individual members.

Note:  Individual dues may be paid by credit card (VISA, MasterCard or Discover).  Please be sure to include expiration date, name on card and 3-digit security code on back on card.)
For further information, contact: 
ESA Headquarters

363 West Drake Road

Fort Collins, CO  80526

Phone: 970-223-2824

FAX: 970-223-4456

E-mail: esainfo@epsilonsigmaalpha.org
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