AD COUNCIL TREASURER AND FINANCIAL SECRETARY

DUTIES

 2. Advisory Councils will elect a Treasurer and a Financial Secretary who will perform the

following functions.

Treasurer

a. Together with the Advisory Council Financial Secretary, oversee and provide

advice to ensure that the collection of all monies by the Advisory Council at team

meetings, fund raising events, from a PO Box or by any other means is in accordance

with These Policies and Practices.

b. Maintain a supply of deposit slips and rubber endorsement stamps for the State bank

account. Provide for secure, locked storage of same.

c. Provide a supply of deposit slips and an endorsement stamp to the team or fund

raising event person designated as Counter 2 before the first team meeting or the start

of the fund raising event. Obtain custody of any excess deposit slips and the

endorsement stamp from Counter 2 within one week after the completion of the

weekend or the fund raising event.

d. Provide a supply of deposit slips and an endorsement stamp to the person designated

as Counter 2 for the Advisory Council PO Box.

e. When direct deposit to the State bank account is not feasible for the team Counter 2,

fund raising event Counter 2 or the PO Box Counter 2, receive cash and make deposit

to the State bank account. Send deposit slip and deposit receipt from the bank to the

State Financial Secretary.

f. When a Post Office Box or other mailing address is maintained by the Advisory

Council, appoint two persons to retrieve the mail and count any cash received. The

Advisory Council Treasurer may be one of the appointees. If the donations received

by mail are, on average, less than six per month, the Treasurer or the person

designated as Counter 1 may perform both Counter 1 and Counter 2 functions.

1. Designate one person as Counter 1 who will retrieve the mail at regular intervals

commensurate with the volume of mail.

2. Designate a second person as Counter 2 who will help count and document any

cash received.

3. Counter 1 and Counter 2 open the mail and count the cash together.

4. Counter 1 prepares a list, using the Receipt Log attached as Exhibit D or its

equivalent, showing name, address, check number, amount, & date.

5. Counter 2 verifies the cash count, stamps checks with endorsement, prepares the

deposit slip and compares the total to the Receipt Log prepared by Counter 1. If the

two totals are not in agreement, reconcile the difference until they are in agreement.

When the two totals are in agreement, Counter 1 and Counter 2 sign the Receipt

Log. Counter 1 sends the original of the Receipt Log to the State Financial

Secretary; and, sends a copy to the Advisory Council Financial Secretary for entry

into Kairos Donor within 5 days. Counter 2 deposits the funds in the State bank account and sends copy of deposit slip and deposit receipt from the bank to the State Financial Secretary within 5 days, and, sends a copy of the deposit slip to the Advisory Council Financial Secretary within 5 days. The State Financial Secretary notifies the State Treasurer and the Advisory Council Treasurer that the deposit has been made. When making the deposit directly is not feasible, Counter 2 sends the cash collected to the Advisory Council Treasurer for deposit. Counter 2 provides for secure, locked storage of unused deposit slips and endorsement stamp.

Financial Secretary

a. Together with the Advisory Council Treasurer, oversee and provide advice to

ensure that the collection of all monies by the Advisory Council at team meetings,

fund raising events, from a PO Box or by any other means is in accordance with these

Policies and Practices.

b. Use the KairosDonor software to record and maintain a data base of donors and to

issue feedback and acknowledgement letters.

c. Send IRS acceptable acknowledgement letters to all donors. This letter must contain

the phrase, “We acknowledge that no goods or services were rendered in exchange

for this donation.” (Note: Another person could perform this activity at the direction

of the Advisory Council Financial Secretary.)

d. Prepare the Annual Budget, using Exhibit E or its equivalent, for submission to the

Advisory Council for approval at its first meeting of the year.

3. The Advisory Council Treasurer, working with the Team Leader, will appoint two persons

and two alternates to collect money at the team meetings. These persons should be members of the Core Team such as the Advising Leader or Agape Coordinator (KI) / Chair (KT) / Leader (KO)..

The primary appointees will ensure that they or their alternates are at every team meeting. The Advisory Council Treasurer may be one of the appointees if a member of the team.

a. The two appointed persons, designated as Counter 1 and Counter 2, will count the

money together.

b. Counter 1 prepares a list, using the Receipt Log attached as Exhibit C or its

equivalent, showing name, address, check number, amount, & date.

c. Counter 2 verifies the cash count, stamps checks with endorsement, prepares the

deposit slip and compares the total to the Receipt Log prepared by Counter 1. If the

two totals are not in agreement, reconcile the difference until they are in agreement.

When the two totals are in agreement, Counter 1 and Counter 2 sign the Receipt

Log. Counter 1 sends the original of the Receipt Log to the State Financial

Secretary within 5 days after the team meeting; and, sends a copy to the Advisory

Council Financial Secretary for entry into KairosDonor within 5 days after the team

meeting. Counter 2 deposits the funds in the State bank account and sends a copy of

the deposit slip and the deposit receipt from the bank to State Financial Secretary

within 5 days after the team meeting, and, sends a copy of the deposit slip to the Advisory Council Financial Secretary within 5 days after the team meeting. The State Financial Secretary notifies the State Treasurer and the Advisory Council Treasurer that a deposit has been made. When making the deposit directly is not feasible, Counter 2 sends the cash collected to the Advisory Council Treasurer Counter 2 provides for secure, locked storage of unused deposit slips and endorsement stamp.

4. The Advisory Council Treasurer, working with the fund raising event coordinator, will

appoint two persons to collect monies at the event the same as it is collected at a team meeting.

5. When a donation is given to a member of the Kairos community outside of a team meeting or fund raising event, the recipient will bring the donation to the next team meeting or, if no team meeting is scheduled for the next thirty days, send it to the Advisory Council Treasurer. The Advisory Council Treasurer will deposit the donation into the State bank account and send a copy of the deposit slip and deposit receipt from the bank to the State Financial Secretary with an explanation as to where it came from. The explanation may be a Receipt Log or a letter which includes the name and address of the donor and the check number, amount and date. The Advisory Council Treasurer will send a copy of the explanation to the Advisory Council Financial Secretary, who will make an entry in Kairos Donor and send an appropriate acknowledgement letter to the donor
