TREASURER

The treasurer will complete the following activities throughout the club year:

e Attend board meetings and membership meetings.

e Isa member of the Finance Committee.

e [sresponsible for management of the club’s financial affairs.

e Assure that all checks and cash are deposited to the bank on a timely basis.

e Payall expenses accompanied by a payment voucher with receipt and signed by a committee
chairman. If payment voucher exceeds $350 or exceeds the committee’s budget, it will
need President’s approval.

e Reconcile banking accounts each month.

e Present a monthly treasurer’s report and other pertinent financial information to the board and
members.

e Work with the Membership Committee to assure that dues from renewing and new members

are paid.

e Inform recording/corresponding secretary when a tax letter needs to be sent to a donor.

e Change names on bank accounts when officers change.

e Provide members with the Michigan Sales and Use Tax Certificate of Exemption form, including
the Garden Club’s Federal Tax ID number (501c3 tax ID 32-0117174). Inform members that
sales tax will only be reimbursed on an exception basis.

e In early September, prepare a report of year-to-date expenses in order to begin the budget
process for the following year. Work with the finance chair to prepare a draft of the upcoming
year’s budget.

e Pay annual Ml Garden Clubs, Inc. dues between June and September.

e Prepare the year-end report as soon as the December bank statement is received.

e January — File IRS Form 990-N. Tax filing is usually 990EZ (online) depending on income -
otherwise a full report.

e Prepare Michigan Sales and Use Tax Certificate of Exemption. Form expires at the end of four
years. 10/01/25.

e Maintain files of permanent records: IRS, MI Annual Reports, Articles of Incorporation, Ml Sales
and Use Tax Exemption Form, Banking Information, MI Request of Exemption and Registration
and Inventory forms.

e Obtain insurance certificates for places FGC works and holds meetings, such as, the City of
Traverse City for the Logo Garden, The Botanic Garden for working and meetings and maybe
the Boardman Nature Center. These certificates are through our insurance with MGC and the
cost is $25 for each certificate.

e Our 501(c)3 tax exempt status remains in place for the life of our organization as long as FGC
completes the IRS Form 990 annually and renews the certificate as required.
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