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OVERVIEW

Term and duties as specified in the by-laws:

The Treasurer is elected for a one-year term and is eligible for re-election for two additional one-year terms. The duties of the Treasurer are to:

1. Work with the AAA Administrative Secretary relative to collection and disbursement of sectional funds.

2. Provide a report on the financial status of the section and budget projections at the annual business meeting.

Procedures:

1. Be familiar with the procedures and the chart of accounts of the AAA in Sarasota. 

2. During early fall, coordinate with the Chair and develop a financial budget for the IS section. Submit the section budget (Form 2) and current copy of the By-Laws (Form 1) found at: http://aaahq.org/about/manual/manual05.htm to the AAA in Sarasota by November 1st. 

3. Review and process reimbursement requests as received and as appropriate. When in doubt, consult with the Chair. 

4. Review the monthly statements from Sarasota, and keep track of the IS section's financial position. Keep the other officers informed, especially of any potential financial problems. 

5. Prepare a set of interim financial statements for distribution at the mid-year meeting of the officer's board. 

6. Prepare a financial statement that includes all year-to-date data and projections through year-end for presentation at the IS section's business meeting at the Annual Meeting in August.
General and Financial Forms (available at: http://aaahq.org/about/manual/manual05.htm):
· Form 1. By-Laws and Expense Policy Transmittal

· Form 2. Section Budget Transmittal

· Form 3. Region Budget Transmittal

· Form 4. Reserved for future use

· Form 5. Check Transmittal

· Form 6. Disbursement of Funds

· Form 7. Expense Reimbursement
TIMELINE
1. Effective January 2010, the IS Section’s fiscal year runs from June. 1 to May. 31.

2. The new Treasurer officially begins their duties on June 1, but should start working with the outgoing Treasurer before that.  
3. The first duty of the new Treasurer is supposed to be to prepare a budget for the year.  However, the Executive Committee of the IS Section agreed on January 9, 2008 that the outgoing Treasurer will be responsible for the budget at the end of their term.

4. The section has the choice of preparing a budget or using the previous year’s spending as the budget for the current year.  Because the budget is generally due before the previous year’s final reports are available, it is best to tell AAA headquarters (AAAHQ) to use previous year’s spending as the budget for the current year, and then once the previous year’s final reports are available amend the budget as necessary.

5. Each month the Treasurer receives three electronic reports from AAAHQ: cash flow, membership counts, and general ledger details.  These reports should be examined for any items requiring action or attention by the section, and then stored for passing on to the next Treasurer.
6. During the year the majority of all expenditures are handled directly by AAAHQ.  Occasionally a reimbursement or other expenditure needs to be approved by the Treasurer.  In this case the Treasurer completes the Disbursement of Funds form and sends it with appropriate documentation to AAAHQ.
7. In December the Treasurer should prepare the Mid-Year Meeting Report to the Executive Committee.  This report details the cash flow report for the previous fiscal year.  The report should compare the previous year’s cash flows to the preceding three years and the previous year’s budget.  The format for the Mid-Year Meeting Report is to organize the inflows and outflows by Profit Center as follows:

	Profit Centers
	Inflows
	Outflows

	Membership and Journal
	Dues and Journal

Other Income
	Journal

Other Publications

General/Admin

Committees/Officers

	Annual Meeting
	Annual Meeting
	Annual Meeting

	Mid-Year Meeting
	Mid-Year Meeting
	Mid Year Meeting


See Appendix C for an example report.
8. In August the Treasurer should prepare the Annual Meeting Report for presentation at the IS Section Business Meeting.  This report follows the same format as the Mid-Year Meeting Report but contains only year-to-date cash flow information compared to the previous year’s cash flows and the previous year’s budget.
9. At the AAA Annual Meeting the outgoing Treasurer should meet with the incoming Treasurer and pass along the Treasurer’s Binder (containing all approved reimbursements, copies of forms, etc.) and CD’s with electronic versions of all AAAHQ reports (cash flow, membership counts, and general ledger details) and all report prepared by the Treasurer.

Appendix A: Policies and Procedures Manual

Receipt, Disbursement, and Reimbursement of Funds

Three forms are used to track receipt of pledges and funds and disbursement of funds: 

Form 5. Check Transmittal 
Form 6. Disbursement of Funds 
Form 7. Standard expense form used to process approved reimbursements of member expenses 

These forms should be sent to: 

Diane Leger 

Director of Finance


American Accounting Association 
5717 Bessie Drive 
Sarasota, FL 34233-2399 
Voice: (941) 556-4120 
Fax: (941) 923-4093 
Email: DianeL@aaahq.org 
Policies

1. Vendor invoices for goods or services, and reimbursement requests from officers/members for travel or other expenses should be approved in writing by the Treasurer of S/R/G (Form 6) before submitting to HQ for payment. The Treasurer has the option of indicating to which G/L account the expense should be charged. 

2. Reimbursements to the Treasurer should be approved by the President/Chair of the S/R/G. If there is no Treasurer, reimbursements to the President/Chair should be approved by the next highest ranking officer or supported by a board resolution authorizing the expense. 

3. Payments for expenses incurred through the HQ staff on behalf of the S/R/G will be approved by the staff responsible. These expenditures will be reported monthly to the Treasurer. 

4. Travel reimbursement policy should be consistent with the following AAA policies and any exceptions should be approved by the S/R/G’s governing board (Form 1): 

A. No reimbursement is allowed for travel expenses to attend the AAA Annual Meeting, except for housing and meals for the days preceding or following the four convention days, necessitated by authorized committee meetings. 

B. Meals and incidentals will be reimbursed for their actual cost up to a maximum of $40 daily. However, if group meals are provided, the maximum will be reduced by $10 for breakfast, $10 for lunch and $20 for dinner. No receipts required. 

C. Hotel charges for room and taxes only are reimbursed at actual cost. Detailed receipts must be provided. 

D. Air and other public transportation is reimbursed at lowest available fare (premiums paid for business or first-class airfare are not reimbursable). Itinerary change fees will be reimbursed only with written statement indicating reason the change was unavoidable, or the change resulted in a lower fare. Receipt showing amount and flight information must be provided. 

E. No reimbursement is allowed for extra travel insurance. The association covers all members and staff traveling for the AAA under a $100,000 accidental death and dismemberment policy. 

F. Mileage is paid at the IRS rate ($0.51 per mile for 2011). Long-distance driving will be reimbursed at the lower of mileage or lowest coach airfare. 

G. Travel plans should be made more than two weeks prior to departure to avoid full-price airfares. 

5. Section or Regional meeting expenses committed to and planned by the Program Director should be pre-approved by the Treasurer or the President/Chair of the S/R/G or conform with pre-approved budget. 

6. A budget for all S/R/G revenue and expenses should be prepared in advance of each fiscal year and conform with the monthly cash flow report format. The budget should also include line items for individual officer expenses (Form 2 [Sections] or Form 3 [Regions]). Sarasota staff will provide the necessary historical data and current policy for administrative charges when requested to assist with the budget process. 

7. Reimbursements to schools for administrative and editorial assistance and supplies should be supported by an invoice or other documentation from the school. Reimbursements to individuals for supplies, etc., should be supported by receipts. Requests for payment of stipends, honorariums or fees to individuals should include recipient’s Social Security number. (Form 6.) 

8. Checks received by anyone from the S/R/G for submissions, registrations, contributions or any other purpose, should be forwarded without delay to the Sarasota office with a completed check transmittal form (Form 5). 

9. The Treasurer and Regional or Section Meeting Program Director should determine, in advance, if any CPE workshops are to have net proceeds shared with sponsoring Sections or other groups or individuals, and advise the Sarasota office staff in order to ensure proper allocation of revenue and expenses (Form 10). 

10. Pledges of contributions from supporting organizations should be obtained in writing and copies sent to Sarasota so that receivables can be properly recorded and billed if necessary. 

11. Under the minimum cash balance policy, financial warnings will be triggered for any S/R/G that holds one or more meetings annually if such S/R/G’s balance drops below $10,000. Financial probation will be triggered for any S/R/G that holds meetings if its balance drops below $5,000, or for any S/R/G that does not hold meetings if its balance drops below $3,000. 

Appendix B: Policies and Procedures Manual

Interest, Fees, and Expenses

As a general rule, Sections and Regions are charged expenses (postage, specially purchased supplies, travel expenses, etc.) incurred in support of their activities (meetings, publications, etc.). There is no charge for maintaining membership records, collecting Section dues, administering meeting registrations, etc. Regions and (beginning in 1998-99) Sections receive credit for interest on their cash balances when interest is earned on the General Fund cash balances. Sections and (beginning in 1998-99) Regions do not pay for meeting management services though some expenses may be incurred and charged. Beginning in 2005, Sections will each pay for the actual travel costs of Council members. Beginning in September of 2003, sections and regions will be charged their appropriate share of credit card processing fees assessed by the bank. This will be based and the actual merchant discount rate times the total amount of credit card payments received for each section or region.

Sections and Regions are also charged for preparation of hard-copy or electronic publications. The current charge is $37 per page for journals or monographs, and $15 per page for other materials. There is only a single fee even if multiple formats are created (e.g., printed and online). 

For Section journals wishing to participate in the Electronic Option online full-text program, Section members may access the online journal for an annual fee of $5 to be paid to the General Fund to support the Electronic Option program. A Section may elect to pay this amount directly to the General Fund on behalf of its members. 
Appendix C: Sample Profit Center Report
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	IS CASH FLOW HISTORY 
	2000-01
	2001-02
	2002-03
	2003-04
	2004-05
	04-05 Budget
	Variance

	 
	 
	 
	 
	 
	 
	 
	 

	Beginning Balance 
	 117,642.94 
	 116,801.16 
	 100,845.20 
	 86,347.75 
	 96,171.21 
	 96,171.21 
	 

	INFLOW 
	 
	 
	 
	 
	 
	 
	 

	DUES 
	 
	 
	 
	 
	 
	 
	 

	 Deferred Dues-Assoc. 
	 152.88 
	 (82.76)
	 (183.68)
	 (95.00)
	 31.00 
	 - 
	 31.00 

	 Deferred Dues-Full 
	 360.00 
	 (2,549.75)
	 (1,940.00)
	 235.00 
	 (580.00)
	 - 
	 (580.00)

	 Assoc. Member Dues 
	 520.12 
	 652.76 
	 590.68 
	 425.00 
	 444.00 
	 400.00 
	 44.00 

	 Full Member Dues 
	 14,040.00 
	 16,289.75 
	 15,885.00 
	 12,680.00 
	 11,475.00 
	 14,300.00 
	 (2,825.00)

	 Total Dues Inflow
	 15,073.00 
	 14,310.00 
	 14,352.00 
	 13,245.00 
	 11,370.00 
	 14,700.00 
	 (3,330.00)

	OTHER INCOME 
	 
	 
	 
	 
	 
	 
	 

	 Contributions 
	 5,000.00 
	 
	 4,983.00 
	 
	 
	 2,500.00 
	 (2,500.00)

	 Interest Income 
	 5,526.34 
	 
	 495.26 
	 246.02 
	 1,310.72 
	 350.00 
	 960.72 

	 Misc 
	 1,593.53 
	 1,661.85 
	 - 
	 - 
	 - 
	 2,850.00 
	 (2,850.00)

	 Total Other Income
	 12,119.87 
	 1,661.85 
	 5,478.26 
	 246.02 
	 1,310.72 
	 5,700.00 
	 (4,389.28)

	JOURNAL 
	 
	 
	 
	 
	 
	 
	 - 

	 Advertising 
	 - 
	 200.00 
	 
	 300.00 
	 
	 150.00 
	 (150.00)

	 Subscriptions 
	 7,210.00 
	 7,931.00 
	 6,755.00 
	 7,639.50 
	 7,314.00 
	 7,600.00 
	 (286.00)

	 Submission Fees 
	 1,099.42 
	 775.00 
	 1,080.00 
	 810.00 
	 930.00 
	 1,000.00 
	 (70.00)

	 Sale of Publications 
	 235.00 
	 580.00 
	 470.00 
	 310.00 
	 389.00 
	 400.00 
	 (11.00)

	 Royalties 
	 1,259.54 
	 960.87 
	 1,263.32 
	 11,568.20 
	 494.99 
	 6,400.00 
	 (5,905.01)

	 Total Journal
	 9,803.96 
	 10,446.87 
	 9,568.32 
	 20,627.70 
	 9,127.99 
	 15,550.00 
	 (6,422.01)

	OUTFLOW 
	 
	 
	 
	 
	 
	 
	 

	JOURNAL 
	 
	 
	 
	 
	 
	 
	 

	 Printing 
	 13,199.02 
	 6,327.09 
	 12,626.62 
	 8,222.09 
	 8,087.15 
	 10,400.00 
	 (2,312.85)

	 Mailing 
	 6,133.04 
	 2,296.88 
	 4,060.28 
	 2,943.49 
	 2,954.94 
	 3,500.00 
	 (545.06)

	 Editor's Discr.Fees 
	 
	 
	 
	 3,000.00 
	 1,000.00 
	 2,000.00 
	 (1,000.00)

	 Postage 
	 888.07 
	 301.72 
	 220.17 
	 225.70 
	 158.55 
	 200.00 
	 (41.45)

	 Misc. 
	 1,487.49 
	 - 
	 - 
	 
	 
	 - 
	 - 

	 AAA Staff Support 
	 12,183.00 
	 5,780.00 
	 17,168.00 
	 10,619.00 
	 5,957.00 
	 13,900.00 
	 (7,943.00)

	 Total Journal
	 33,890.62 
	 14,705.69 
	 34,075.07 
	 25,010.28 
	 18,157.64 
	 30,000.00 
	 (11,842.36)

	Net Journal 
	 (24,086.66)
	 (4,258.82)
	 (24,506.75)
	 (4,382.58)
	 (9,029.65)
	 (14,450.00)
	 5,420.35 

	OTHER PUBLICATIONS 
	 
	 
	 
	 
	 
	 
	 

	 Publ. Purchases 
	 
	 8,272.99 
	 
	 
	 717.02 
	 
	 717.02 

	GENERAL/ADMIN. 
	 
	 
	 
	 
	 
	 
	 - 

	 Postage 
	 15.27 
	 103.73 
	 379.45 
	 160.34 
	 278.77 
	 300.00 
	 (21.23)

	 Misc. 
	 2,700.99 
	 1,422.78 
	 - 
	 1,272.19 
	 300.00 
	 600.00 
	 (300.00)

	 AAA Staff Support 
	 - 
	 10,948.00 
	 
	 - 
	 
	 - 
	 - 

	 Credit Card Fees 
	 
	 
	 
	 796.21 
	 837.83 
	 800.00 
	 37.83 

	 Council Fee 
	 500.00 
	 500.00 
	 495.26 
	 246.02 
	 500.00 
	 400.00 
	 100.00 

	 Awards 
	 644.50 
	 841.90 
	 1,056.20 
	 990.25 
	 953.50 
	 1,000.00 
	 (46.50)

	 Total General
	 3,860.76 
	 13,816.41 
	 1,930.91 
	 3,465.01 
	 2,870.10 
	 3,100.00 
	 (229.90)

	COMMITTEES/OFFICERS 
	 
	 
	 
	 
	 
	 
	 

	 Hotel-Rooms/Food/Bev 
	 
	 
	 
	 
	 
	 
	 

	 Travel 
	 437.50 
	 957.81 
	 1,507.47 
	 402.00 
	 362.69 
	 1,000.00 
	 (637.31)

	 Misc. 
	 - 
	 - 
	 - 
	 - 
	 - 
	 - 
	 - 

	 Total Committee/Officer
	 437.50 
	 957.81 
	 1,507.47 
	 402.00 
	 362.69 
	 1,000.00 
	 (637.31)

	Net Membership and Journal 
	 (1,192.05)
	 (11,334.18)
	 (8,114.87)
	 5,241.43 
	 (298.74)
	 1,850.00 
	 (2,148.74)

	 
	 
	 
	 
	 
	 
	 
	 - 

	INFLOW 
	 
	 
	 
	 
	 
	 
	 

	ANNUAL MEETING CPE 
	 
	 
	 
	 
	 
	 
	 

	 Registration Fees 
	 386.87 
	 3,986.48 
	 601.59 
	 485.13 
	 
	 - 
	 - 

	OUTFLOW 
	 
	 
	 
	 
	 
	 
	 - 

	ANNUAL MEETING 
	 
	 
	 
	 
	 
	 
	 - 

	 Hotel-Rooms/Food/Bev 
	 36.60 
	 
	 31.25 
	 1,761.38 
	 315.12 
	 800.00 
	 (484.88)

	Net Annual Meeting 
	 350.27 
	 3,986.48 
	 570.34 
	 (1,276.25)
	 (315.12)
	 (800.00)
	 484.88 

	 
	 
	 
	 
	 
	 
	 
	 - 

	INFLOW 
	 
	 
	 
	 
	 
	 
	 

	MID-YEAR MEETING 
	 
	 
	 
	 
	 
	 
	 

	 Registration Fees 
	 - 
	 17,575.00 
	 18,350.00 
	 21,750.00 
	 22,275.00 
	 20,000.00 
	 2,275.00 

	 Contributions received 
	 - 
	 4,500.00 
	 2,600.00 
	 5,000.00 
	 7,000.00 
	 7,000.00 
	 - 

	 CPE Registration Fees 
	 - 
	 - 
	 - 
	 1,560.00 
	 1,380.00 
	 1,600.00 
	 (220.00)

	 Total Mid-year Meeting
	 - 
	 22,075.00 
	 20,950.00 
	 28,310.00 
	 30,655.00 
	 28,600.00 
	 2,055.00 

	OUTFLOW 
	 
	 
	 
	 
	 
	 
	 

	MID-YEAR MEETING 
	 
	 
	 
	 
	 
	 
	 

	 AAA Staff Support 
	 - 
	 
	 615.00 
	 2,310.00 
	 983.50 
	 1,500.00 
	 (516.50)

	 Printing 
	 
	 
	 
	 143.75 
	 275.00 
	 100.00 
	 175.00 

	 Hotel-Rooms/Food/Bev ** 
	 - 
	 28,275.82 
	 23,654.34 
	 16,289.54 
	 28,147.87 
	 20,000.00 
	 8,147.87 

	 Hotel-Audio Visuals 
	 - 
	 - 
	 - 
	 
	 3,453.62 
	 - 
	 3,453.62 

	 Mtng. Entertainment 
	 
	 
	 
	 2,940.00 
	 
	 5,500.00 
	 (5,500.00)

	 Speakers 
	 - 
	 - 
	 2,649.79 
	 186.88 
	 
	 1,500.00 
	 (1,500.00)

	 Mtg. Coord.-Exp. 
	 - 
	 607.44 
	 630.38 
	 507.29 
	 789.70 
	 550.00 
	 239.70 

	 Postage 
	 - 
	 - 
	 
	 - 
	 
	 - 
	 - 

	 Supplies 
	 - 
	 1,800.00 
	 353.41 
	 74.26 
	 
	 200.00 
	 (200.00)

	 Travel 
	 - 
	 - 
	 - 
	 - 
	 - 
	 - 
	 - 

	 Awards 
	 - 
	 - 
	 - 
	 - 
	 2,000.00 
	 2,000.00 
	 - 

	 Total Meeting
	 - 
	 30,683.26 
	 27,902.92 
	 22,451.72 
	 35,649.69 
	 31,350.00 
	 4,299.69 

	Net Mid-Year Meeting 
	 - 
	 (8,608.26)
	 (6,952.92)
	 5,858.28 
	 (4,994.69)
	 (2,750.00)
	 (2,244.69)

	 
	 
	 
	 
	 
	 
	 
	 

	Net Flow 
	 (841.78)
	 (15,955.96)
	 (14,497.45)
	 9,823.46 
	 (5,608.55)
	(1,700.00)
	

	Ending Balance 
	 116,801.16 
	 100,845.20 
	 86,347.75 
	 96,171.21 
	 90,562.66 
	94,471.21
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	 
	
	
	
	
	
	
	

	Full Members 
	 779 
	 754 
	 702 
	 649 
	 609 
	 
	 

	Student Members 
	 99 
	 99 
	 87 
	 80 
	 85 
	 
	 

	 
	
	
	
	
	
	
	

	Mid-Year Meeting Detail 
	
	
	
	
	
	
	

	 Meeting Location
	 
	Hilton-Disney
	Holiday Inn
	Hilton
	Crowne Plaza
	DoubleTree
	

	 
	 
	Orlando
	San Diego
	Clearwater
	New Orleans
	Scottsdale
	

	 Attendance
	 
	119
	108
	123
	136
	 
	

	** Major hotel charges:
	 
	 
	 
	 
	 
	 
	

	Doctoral reception
	 
	 
	 647.36 
	 698.83 
	 672.43 
	 
	

	Thurs. breakfast/breaks
	 
	 
	 703.11 
	 2,009.14 
	 2,414.97 
	 
	

	Thurs. lunch
	 
	 
	 833.05 
	 1,518.44 
	 1,907.33 
	 
	

	Thurs. reception
	 
	 4,021.28 
	 3,097.90 
	 3,096.32 
	 3,322.64 
	 
	

	Fri. breakfast/breaks
	 
	 3,432.70 
	 1,699.29 
	 2,370.48 
	 3,933.05 
	 
	

	Fri. lunch
	 
	 3,025.07 
	 1,875.39 
	 2,277.66 
	 3,770.85 
	 
	

	Fri. reception
	 
	 4,508.52 
	 4,455.83 
	 
	 1,898.31 
	 
	

	Sat. breakfast/breaks
	 
	 3,228.14 
	 1,862.05 
	 1,526.47 
	 2,788.01 
	 
	

	Sat. lunch
	 
	 3,108.77 
	 2,339.47 
	 1,660.05 
	 4,164.98 
	 
	

	Audio visuals
	 
	 1,626.58 
	 2,727.26 
	 3,689.00 
	 3,453.62 
	 
	

	Guest rooms
	 
	 5,230.18 
	 
	 
	 2,068.78 
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