ABOUT GUILD FINANCE – 2019/2020 Guild Year
FYI – We have multiple accounts for the guild.

1. General Checking Account – for day-to-day operating expenses

2. Money market account – interest bearing accessible checking account 

3. Two CDs each for different duration.  Most of our reserves are held here.

4. Quilt show checking account

This packet contains:

· The 2019/2020 guild budget approved by the general membership. You are responsible for staying within your budget. Things happen or needs arise that weren’t planned so it is possible to exceed your budget with board and/or guild approval. Those expenses should be approved before they are incurred. 
· From the Standing Rules . . . “Any expense which exceeds the budget must be approved by the Board.  Any unbudgeted item exceeding $200 must be approved by the general membership.”  If your total expense for the year is in excess of your budgeted expense, the excess amount is unbudgeted.”
· Forms for you to use when turning in money (deposit) or requesting payment (check request).  Forms are available on the website in the Members only section.
· Deposit - When turning in money, please give detailed information about what the money is for.  In particular, if the check is for a guild workshop, please make sure that the teacher’s name is in the memo section. For multiple items deposited, please list name of check issuer and the bank number on their check.

· Note that there are separate deposit forms for:

· Membership Deposits
· Credit Card Transactions

· General Deposits

· Check request - When requesting a check, please include a receipt or invoice, or explain why one is not attached.  All forms must be signed by the officer in charge of that activity (e.g. Program chair, membership chair, Community Service, etc.).

· Merchant Card Transaction Form
· Deposit Form for Merchant Account Transactions

· Pricing template for holiday dinner, bus trips, workshops (only those priced outside the norm of $50). 

· Merchant Account Credit Card Transactions – See Merchant Card and How to Handle Transactions.

· Receipt book for those areas that receive cash (Travel, Holiday Dinner, Workshops, Intra-Guild, Auction at guild, etc.). Give top copy to the member paying cash and attach the yellow copy to your deposit form. Omitted library for receipts as they usually take in a few dollars at a time.  
Some things to remember:

· Please turn in any money received promptly, rather than waiting in case the event is cancelled.  Sometimes I will need to issue a refund, and that’s okay.

· When possible, it is preferable that payments be made directly to the vendor from the guild general account (i.e., quilt show venue, quilt frame vendor, etc.).  Board members can, however, incur incidental expenses (postage, small print jobs, etc.) and request reimbursement.  In both cases, please submit a completed check request with receipt(s) or invoices attached. If you lose your receipt (it happens), then please attach a note explaining that. 
· Contributions to qualified 501c3 charities must made by the guild via the guild general checking account (i.e., check to designated philanthropy donations).

· You must turn in all money collected for an activity, and request a check for expense reimbursement of that activity, rather than subtracting the expenses from cash collected and turning in the difference.  This gives us a permanent record of all financial transactions.  (We must report all income to the IRS; it’s much easier when all the money goes through our bank accounts.)

· I will be available at board meetings and before and after the general meetings.  Requested checks will be written as soon as possible, but not necessarily on the spot.  If you need a check at the meeting (board or general), please call or e-mail and give me the payee and amount in advance, and bring a completed check request form with receipts to the meeting.  

· Remember that two signatures are required, and checks cannot be signed until they are filled out completely.  Normally, checks will be signed at the board and general meetings.  Please plan ahead!

· Monthly Treasurer’s reports will be distributed at board meetings and will be published in the newsletter.  Please review your numbers and let me know if you have any questions.

· Copies of any contracts made in the name of the Guild should be given to the Guild Treasurer as soon as signed, so that we can plan our cash flow and know where we stand relative to the budget. A copy should also go to the Presidents for their notebook. Each chair should keep a copy of the contract in their notebook as well. Contracts are generally issued for:  holiday dinner, speakers/workshops, workshop venue, motor coach company, Pipe and Drape for the quilt show, facility contract for the quilt show.
I will provide mid-year budget status and in March will ask that you prepare (and provide at the April board meeting) an estimate to complete (ETC) through June so that we can begin our budget planning for Year End and the following year.

Questions?  Please feel free to give me a call (310) 357-0772 (Cell phone)  
or e-mail: napayne2@hotmail.com.
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