Financial Committee Do’s 
Compiled At Camp NSA 2008
Updated for Presidents-elect Teleseminar April 2010
Linda Gabbert Keith, CPA, CSP

Director and Audit Committee Chair for NSA

Past Treasure and Past President of NSA/Northwest
· LGK: Both Prez-elect and Treasurer to review the Chapters Treasurer Handbook at Chapter One…excellent resource

· LGK: President request confirmation from Treasurer that this step has been completed

· Train entire Board to read financial statements and provide accurate numbers

· LGK: Who does bookkeeping, treasurer or outside bookkeeper

· LGK: Consider Internal Control

· LGK: A P&L that does not show Year-to-date compared to budget is worthless!

· Tie strategic and tactical budget

· LGK: Consider time devoted to various fundraisers and how the activity fits into your strategy. 
· Example: If you need to shift focus toward working speakers 
· Launching a new-speaker program may bring in money but not fit your strategy.
· Launching an auction where established speakers offer their services or products may fit your strategy better.
· Have facilitator at retreat to teach budget reading

· Containing costs within the budget

· LGK: This is where assigning budget responsibility to officers comes in.

· Process/agenda to guide financial meeting

· Ensure all have read the financial statements

· Ask members to watch various areas of budget

· LGK: See containing costs above

· Bring in outside auditor

· LGK: Depends on the size of your chapter. This is NOT feasible for most. See Chapter One for ‘Financial Review’ recommendations

· Objective for reviewing budget

· Have a plan for where the $ conversation is going

· Create a glossary of terms (keep books straight)

· Simplify

· Red highlights concerns

· Green highlights the good news

· LGK: Include narrative portion of the report and comments on the excel sheet to explain. Example, under budget on a fundraiser meeting costs because the bill was not yet received, not because we are really under budget on the costs.
· Chart trends (+/-)

· Send statements before meeting

· LGK: If you are the treasurer and do not get an email back from at least two people asking a question, not enough are reading it carefully. The President and President-elect must dig into the numbers. The other board members at least must read the narrative and focus on the highlights.
· LGK: There is no excuse for financial statements less than monthly. None at all. Ever. Do not accept that from your Treasurer. And other board members should not accept that from your President. 

· LGK: The statements should come out at least one full week before the meeting if you are asking board members to review them. An hour before does not provide the time. In the NSA audit committee, we have a committee guideline that requires that we give committee members a full week if we wish them to review something, and two full weeks if we wish them to create something. 
· Bank statements to President-elect and Past-President

· LGK: This is an internal control issue.

· Watchdogs

· LGK: I do not know what this means but would suggest that if all board members understand their fiscal responsibility and actively review financial statements, and the chapter institutes a yearly review, this would be covered

· Have a finance committee breed future treasurers

· Make it easy to read
· Compare YTD to budget and show dollar difference for each. Add a column for comments to explain any anomalies or add important information.
· Add a narrative report that goes along with the budget. Highlights the good and the bad, and explains something that looks good or bad but really is not. This can happen when you just have not received the bill yet so it looks like you are ahead of budget on a major cost.
· Install checks and balances

· Accounting control system in place

· President gets statements

· This does not help if the President just hands them over to the bookkeeper or Treasurer. Either the President needs to do the reconciliation, or needs to copy the statement before passing it to the treasurer and then receive the reconciliation the bookkeeper has done.

· 2 signatures

· LGK: Do not have all of the following in the hands of one person:

· Receipt of funds

· Deposit of funds

· Receipt of bank statement

· Reconciliation of bank statement

· Ability to withdraw funds or write checks

· Preparation of financial reports
· LGK: Creation of the budget

· Created at the end of the year for the next year so that the experienced board members have input

· Draft created by VP Finance/Treasurer two months before end of year and submitted to officers for comment and review

· Passed the last meeting of the year

· Include wiggle room for the following year’s board to be able to launch new initiatives and respond to changing conditions

· LGK: Operating reserves

· Consider a goal for savings that will sustain the chapter in a downturn.

· Many chapters choose one year’s operating budget

· Consider how easy or hard it would be to cut costs if needed

· Consider a discussion about what circumstances would warrant eating into reserves 

· LGK: Form 990

· The deadline depends on the fiscal year end of your chapter

· This is easy to miss, be sure both the President and the Treasurer know the deadline

· If you miss the deadline and are facing a penalty, ask for a waiver of the penalty. NSA/NW has missed twice that I know of in ten years and both times the IRS waived the penalty. Does not hurt to ask.

· LGK: Before you make changes in this area check with national

· NSA is encouraging more standardization in some chapter areas so national can be more of service. Much is changing in this area and if your chapter is making a change anyway, you may want to find out if national has a recommendation. (Fiscal year, by-laws, etc.)

