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Treasurer Responsibilities and Procedures
December 2014
Introduction
This document is a listing of the chapter Treasurer’s responsibilities for maintaining all required accounts for the chapter to operate as a 501(c)3 in the State of New Hampshire.
Corporation address
USGBCNH

C/O Edward Gagnon
309 Wilson Hill Road

Francestown, NH 03043
Accounts and access information (all passwords, pertinent log in and account number information is retained by the Treasurer and Chair)

Eastern Bank –

Web address - www.easterntreasuryconnect.com
Type in customer ID

Type in User ID

Type in password

Press log in

The validate email screen comes up.  Hit the “send new key” button.

Retrieve the 36 digit key from the email sent by Eastern to the chapter gmail account and enter the key into the “enter key” box.

Hit submit.

The next page asks for the answers to the three security questions, answer those and hit submit.
You are now logged in to the on line bank account.


Paypal – 


Web address – www.paypal.com/UK/webapps/mpp/home


Hit the log in button



Enter the email address registered for this account



Enter the password



Hit the log in button


Gmail – 



Web address – https://mail.google.com


Enter ID



Enter password



Hit the log in button


Go-daddy – 



Web address – https://www.godaddy.com


Hit sign in button at top of screen



Enter user name



Enter password


Go-daddy email



Web - https://login.secureserver.net/?app=wbe&return_path=%2Fhomepage.php


   






Easier way:

To get to the go-daddy email account which is the, info@usgbcnh.com account, log into go-daddy and follow the following: 

At the main page in go-daddy click on “web mail login” on the email bar.
Enter the user name

Enter the password

Hit login

The email inbox for this account will now be displayed.


Wild Apricot – 



Login in thru the USGBCNH.org website.



At top of screen enter your registered email address



Enter the password



Hit login



On the next screen hit “admin view”



Only board members are given access to this “admin view” section.


Quicken account for Treasurer



Web address – www.quicken.com


Enter ID



Enter password


Quicken account cloud backup



Can only be accessed from the “backup tab” in the Quicken books.



Hit file



Hit “backup & restore”



Hit “backup Quicken file” or “restore Quicken file”



Hit the “manage my account” button


McAfee antivirus – Treasurer’s laptop



Web address – https://home.mcafee.com/secure/Protected/Login.aspx


Enter registered email address


Enter password


MMG Insurance – for assets



Web address – https://my.mmgins.com/login.aspx



Enter user ID


Enter password


Philadelphia Insurance – Board liability



Web address – www.Phly.com


Hit log in button



Enter registered email address



Enter password



Hit enter and you will be asked for the answer to the security question.



Enter the security question answer and hit enter.
Monthly Tasks
Paypal Transfer: 
One week prior to close end of month:  All website transactions accumulate in a chapter Paypal account. These funds need to be manually transferred to the chapter Eastern Bank account. This is done by opening the Paypal account and selecting “Withdrawal”, “transfer to bank account”.  Print the transaction history so that the transactions can be broken down in Quicken by category.  Enter each line from the Paypal transaction report into Quicken.  It is the responsibility of the Treasurer to create the proper categories for filing the transactions in Quicken and associate the transactions with the correct budget line.   
Monthly report to the chapter board: 
A monthly transaction report and a cash flow report is generated with Quicken and sent to the board prior to the monthly board call. The bank statement is also to be reconciled and sent to the board.  A report on actual revenue and expenditures versus budget, by budget line item also prepared and sent to the board. 
Yearly tasks
January
End of the Year report: 
An end of the year report cash flow and transaction report is generated with Quicken and sent out to the board during the first week of January.  These reports are used for setting the next year’s budget and for filling out state and federal filings.

Budget: 
Treasurer and Chair meet to create budget for the year. Treasurer distributes prior to next board call and presents the proposal on the call.
The Secretary, or Treasurer, must submit a list of all board members and contact information to the Secretary of State.
Due by May 15th
Federal IRS filing: Treasurer fills out and files IRS form 990ez, or 990N. Submit copy of IRS acceptance to Secretary and Chair.  
Due by May 15th, every 3rd year.

State Attorney General filing: Treasurer fills out and files NHCT_2A. Chair reviews. Due May 15 of every 3rd year.  Due 2015, 2018, 2021, etc.   Attorney General Filing Fee: $75 with each filing.

Recurring Expenses
Wild Apricot web hosting fee due every year in mid-March.

Go Daddy web name registration fee due every 2 years (odd years) in mid-June.


McAfee Antivirus renewal due in December.

Quicken cloud backup of Treasurer’s files renewal due in December.


Asset and liability insurance policies due in December to Foy Insurance – Exeter 603-772-4781

MMG policy number BP0436601


Philadelphia policy number PHSD987266
Income

National: A percentage of Nation membership dues from firms in the state is distributed to the Chapter. National sends a quarterly check that is automatically deposited into the bank account.
Membership: Most membership dues and renewals are done online and accumulate in the Chapter Paypal account until they are manually transferred to the bank. Some dues are paid by check and mailed to the Treasurer. These mailed in applications must reviewed and entered into the member data base by either to the treasurer or the membership chair.
Events: Most event fees are done online and accumulate in the Chapter Paypal account until they are manually transferred to the bank. Checks are typically sent to Treasurer directly, but could be sent to the event chair. All monies should be sent to the Treasurer for deposit and proper recording in the ledger. 
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