
Welcome

You have been elected to the position of 
Club Treasurer
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Class Agenda 

Preparing for your Term

Duties and Responsibilities

Your First 30 Days

Monthly Accounting and Bookkeeping Tasks

Semi Annually (July and January)

Annually

Year End Check List

Maintaining the Club’s Financial Records

What should be included in the Financial Report
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Preparing for your Term
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- Know your constitution and by-laws.

- Know the Difference between Administrative and 
Activities accounts.

- Administrative Budget/Account

- Used for the internal running of the club

- Income from dues, tail-twisting, happy bucks and 
money raised directly from members

- Expenses for international dues, printing, postage 
and other costs related to club operations.



Preparing for your Term
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- Activities Budget/Account

- Used to fulfill the purposes and goals of the club

- Income from public fundraising projects.

- Donations and charitable activities of the club.

- Under no circumstances may the net income from money 
raised through public club projects or activities be used in 
any manner whatsoever for administrative expenditures. 



Preparing for your Term
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• Make sure you can get into MyLCI.

• Determine how you want to set up your ledger or 
accounting software.

• Update the club’s bond for the incoming treasurer – YOU

• Set a date to sign over accounts at the bank.



Duties and Responsibilities
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• Make payments on behalf of the club

• Prepare budgets for both the Administrative and Activities accounts.

• Set annual members’ dues – Probably already done

• File club taxes

• Maintain club financial records.

• Attend all club and board meetings.

• Participate in club board voting

• Review all records (bank statements and club accounts with the board.



Your First 30 Days
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There are a few financial management tasks you need to complete:

• Work with the club secretary to get an accurate roster of the club members. 
LCI and District dues are due by the end of July and January.

• Set up your records whether it be file or other system to organize and 
maintain:

• The administrative and activity accounts.

• Revenue and expense receipts.

• Statements from Financial institutions

• Monthly Financial reports for the club board and membership 
meetings.

• Complete the yearly filing of taxes for the club (990n).

• Update the paperwork for the treasurer’s bond.



Monthly Accounting and Bookkeeping Tasks

Cl
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These are some critical tasks to complete each month:

• Promptly deposit all revenue monies into the 
appropriate administrative or activities account and 
obtain deposit receipts.

• Reconcile all monthly statements from the club’s 
financial institution immediately upon receipt.

• Pay outstanding balances owed to LCI and the district.

Good Accounting practice is the result of keeping all 
revenues and expenses properly processed and recorded.



Monthly Accounting and Bookkeeping Tasks
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• For both the Administrative and Activities account:
• Prepare printed month-end financial reports

• Prepare monthly reports for both the club and board 
meetings, that include cash flow, profit and loss 
statements, balance sheets and budget comparisons.

• Retain all monthly reports for permanent records.
• Include all receipts, check stubs and reconciliations 

with financial statements.

• To ensure financial transparency report the status of all 
the clubs financial accounts to the board and the 
members monthly.



Semi Annually (July and January)

In July:

• Prepare and distribute the dues invoices to all club 
members.

• Collect dues payment from members provide receipt of 
payment and deposit into the Administrative account.

• Pay International dues to LCI.

• Pay District and Multiple District dues. 

• Important to know – All invoices are based on club 
membership as of Jun 30 and Dec 31.
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New Membership Dues Billing and Fees
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Paying LCI
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New Membership Dues Billing and Fees
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New Membership Dues Billing and Fees

Club Treasurer Training 14



Semi Annually (July and January)
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• In January, prepare and distribute invoices for any 
outstanding dues owed by club members.



Annually

• Prepare budget for upcoming fiscal year and present  it to 
the club for approval per the constitution and by-laws.

• Meet with board of directors and go over the current 
spending trend.

• Prepare the tax filings. Filing is done July to October.
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Budget Example
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Year End Checklist
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Bank Signatories

• The board of directors need to approve a resolution 
authorizing new signatories for the club account.
• The resolution should contain the names of officers 

that are being added as signatories as well as those 
that being removed.

• The resolution should be recorded in the club 
minutes and made available to the club’s banking 
institution.

Audit club financial records annually, report the findings to 
the board of directors and all club members.



Year End Checklist
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Prepare and retain all financial records.

At the end of your term turn over to the incoming treasurer all:

• Accounting ledgers
• Tax Filings
• Financial reports provided to the board of directors.
• Checkbooks
• Banking institution statements containing account 

balances



Maintaining the Club’s Financial Records
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Some important financial policies to follow:

o The board of directors should formally approve all bank 
accounts.

o The treasurer and one other officer should sign all checks.

o Your club should have a treasurer's bond in place.

o Audit financial records annually or at least independently 
reviewed

o The treasurer pays out all monies only on authority of the 
board of directors No exceptions. However,



Maintaining the Club’s Financial Records
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The club may not create any indebtedness beyond the current 
income of the club.

Clubs should not commit to donations beyond the current fiscal 
year.

Maintain a paper trail. 

Payment for any purpose should not be made in cash received 
by the club.

Record retention is a critical responsibility.
Maintain receipts for all checks written.
Keep receipts in a file open to member and audit 
committee



Maintaining the Club’s Financial Records
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Retain budget and financial reports in a permanent file for club 
history.

Retain all Financial records for a period of 7 years for tax 
purposes. These records include:

Bank statements and cancelled checks
Invoices and receipts
Financial reports
Tax returns and other governmental filings.

Fundraising events:
Should include an itemized report outlining the money 
received and each expense paid.



Maintaining the Club’s Financial Records
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Every significant event expense requires an invoice sent
or receipt.

Validate income by attendance, ticket sales, or some 
other quantifiable means.

The club may establish a definition of the amount 
requiring a receipt.

There is a reimbursement form in the district directory



What should be included in a Financial Report
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During a board meeting:

• Present and explain the financial report.

• Make the format clear, easy to follow and accurate.

• Some items to include in report are:
• Itemized income and expenses
• The amount budgeted for expenses
• The net monetary assets of the club at the beginning 

and end of the reporting period.
• The running total of money actually spent on 

community projects.
• Comparing bank statements to financial accounts.



In closing
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Go to LCI website – Resources – In the search put Club Treasurer - EBook

Have a paper trail for all transactions.

Good filing system

Complete reports and balance accounts monthly

Report the status of the club’s financial accounts to the board and members during 
meetings

File your club’s taxes

Financial Transparency

Questions????


