Role of the Unit/Department Treasurer
This role centers on the financial management and accountability at the Unit/Department level. Information regarding her role is referenced in the Administrative Procedures (A. P.) Sections 745, 850, & 1035 National Bylaws Sections 503, 545, & 645, and Enclosures 2, 19, & 24 Our Fiscal Year is July 1-June 30

Unit/Department Treasurer prepares the Transmittals and Bond form. All dues are to be in the mail within 48 hours after receiving them. The Treasurer sends transmittals and bond form, along with a check to cover Department and or National dues, initiation fees, and dues in arrears if any. The Unit Treasurer will issue membership cards after they are received from National Headquarters. Detailed information for Treasurers is provided on the "Instructions for Transmittals" Enclosure 19.
1. Collection and Transmission of Dues: 
· ALL DUES EXPIRE- 31 AUGUST Start in July by sending out Renewal Notices to Regular & Associate members. Check with Life members that their contact information is up to date. Give the members a timeline to respond, so your Unit/Department is not out of compliance.
· Transmittals due 31 AUGUST however NO LATER THAN November 15th - Enclosure 19
· The Bond Form is due with the Transmittal - Enclosure 2. 
· Collect membership dues from Unit members, including the National per capita dues $20 for Regular and Associate Members, and the additional $5 initiation fee for new members, totaling $25 - A. P. Section 745.
· Forward these dues, along with a Unit Cover Sheet and transmittal form, Enclosure #19, to the Department Treasurer upon receipt, or directly to National Headquarters if no Department exists, A.P. Section 615. Department transmittal cover sheet - Enclosure 23/24
· Ensure timely submission of the Unit’s annual bonding fee ($3.50) to the Department Treasurer by August 31 each year.  A.P. Section 745 D.
· As a reminder all Transmittals, Bond forms, and dues are due NO LATER than 15 November 
2. Maintaining Compliance - 
· Check to see when your Incorporation needs to be renewed with your State. (not all states have to file each year, but some do) 
· If your Unit/Department has a new treasurer, they may need to file with the federal government for an IDME identification user and password, this is a one-time process. This is a must in order to file the N990 for the Unit and/or Department by 15 November. The process of getting an ID can take up to 60 days to complete.  



3. IRS Reporting:
· Prepare or oversee the preparation of the Unit’s annual IRS filing (Form 990, 990-EZ, or 990-N e-postcard), retaining a copy of the acceptance receipt and forwarding copies to the Department Treasurer, Division Vice President, and National Headquarters - A.P. Section 850.
· Ensure compliance with IRS deadlines (due by the 15th day of the 5th month after the fiscal year) to avoid fines or loss of nonprofit status.
· N990 – (filing with IRS) No cost but is required as long as you are under the $50,000 threshold DUE NO LATER THAN 15 November - A.P. Sections 850 and 1035.
4. Financial Record-Keeping:
· Maintain accurate records of all dues collected, including amounts, member names, and payment dates, to support membership tracking and transfers   A. P. Section 710.
· Keep detailed accounts of Unit/Department income (e.g., dues, fundraising proceeds, or gifts) and expenditures, ensuring transparency and accountability. Be prepared to give a report at each meeting. If there are non-members present in a meeting, they must be excused before the reports are read unless approved by a vote of the members present - Bylaws Section 515.
5. Management of Fundraising Funds:
· Receive and disburse funds raised through Unit/Department fundraising activities, ensuring all proceeds benefit the Unit/Department and comply with legal and MCLA regulations - A. P. Section 1000 – (F) specifically about Departments.
· Record and report fundraising income and expenses, maintaining financial integrity.
6. Support to Leadership:
· Serve as an advisor to the Unit/Department Board of Trustees, providing financial insights to the Unit/Department President and other officers for decision-making.
· Advise on budget-related matters, such as setting dues - A.P. Section 615 Unit, and 520 Department.
7. Bonding and Compliance:
· Manage the Unit/Department bonding process, ensuring the bonding fee is paid and the Unit/Department remains in good standing with National Headquarters - A. P. Section 745 D.
· Ensure no cash transactions occur during meetings while the Bible is open A. P. Section 1005 F.
Conclusion
The Unit/Department Treasurer is the Unit/Departments financial officer, responsible for collecting and transmitting membership dues and bonding fees, managing fundraising funds, maintaining financial records, and ensuring IRS compliance. The exact scope of her responsibilities may be further detailed in the Unit or Departments own Bylaws.
