
Western District ITE Secretary-Treasurer

Roles and Responsibilities

The Secretary-Treasurer serves the Western District for one year beginning their financial responsibilities in October and completing their office duties with the coordination of tax filing by the Western District accountant.  The Secretary-Treasurer performs nine primary tasks during their year in office:

· Manage the Western District finances, overseeing reserves, accounts receivable, expenses and bank accounts

· Maintain the Western District checkbook

· Take minutes at the Western District Board meetings

· Manage the Western District election process including ballot preparation, production, distribution and ballot validation

· Administer the Western District Travel Reimbursement Policy

· Coordinate with the Western District Annual Meeting Local Arrangements Committee on budget and financial records
· Oversee the Western District Accountant and submit the Quicken check register to the Accountant or Vice President for review on a quarterly basis 
· Provide records to the Western District Accountant as needed  
· Prepare the Western District Annual Budget

The Secretary-Treasurer coordinates with the other Western District officers and committee chairs over the course of the year to support ITE initiatives and policies.  Many of the tasks have been developed by prior office holders and now are on electronic files that ease the administrative tasks.  With the recent use of Quicken, much of the financial tasks have been reduced to data entry tasks and monitoring activities.  A paid accountant prepares the District’s tax records and audits financial activity.

Over the year the Secretary-Treasurer is required to attend two meetings: the mid-year Board meeting (typically in the city where the current President resides) and the Annual Meeting (which rotates around the Western District).  The mid-year meeting is typically the last Friday in January or the first Friday in February.  The Annual Meeting is typically the middle of July or sometimes in August when the meeting is joined with the International ITE conference.  The Western District provides reimbursement for travel of the Secretary-Treasurer to the mid-year meeting (typically a one or two day meeting) and the Annual Meeting (typically a four to five day meeting).  Attendance at International ITE conferences are at the discretion of the Secretary-Treasurer as they are currently not reimbursed for travel to International meetings (except when they are joint meetings with the Western District), but are considered desirable.

The Secretary-Treasurer Handbook provides a month-by-month set of guidelines for the routine activities of the office.  As each new Secretary-Treasurer completes their service to ITE, the Handbook is updated, if necessary, to provide greater clarification of tasks.  The Western District also pays for travel of the Secretary-Treasurer to attend an Exchange of Records meeting (in October) when the President and Vice President provide orientation for the Secretary-Treasurer elect.  This is typically held in the Secretary-Treasurer elect’s hometown.  The newly elected Sec.-Treasurer should obtain electronic files from the previous Secretary-Treasurer at this meeting and other files possibly as early as possible prior to the following Mid-year Meeting.
Western District ITE Secretary-Treasurer Handbook

Background

This document provides month-by-month tasks that the Secretary Treasurer will typically undertake in a year.  Current officers on the Western District Board can provide valuable input and training since they previously held this position and would typically have performed the duties of this job,   ITE headquarters staff, www.ite.org and the District’s website also provide information and sources of information on issues that arise in your year.  Consider the Vice President to be your primary mentor along with the President for additional coordination and information. Contact them with questions or comments.   Your roles as Secretary-Treasurer will typically not start until October 1 (the beginning of the fiscal year) and end upon the submission of tax forms for your fiscal year (typically late fall/early winter of the following year).  However, you will have some start-up tasks (including distributing award certificates not obtained at the Annual Meeting, obtaining sample electronic files and software, and becoming familiar with your duties) following the Western District’s Annual Meeting.

JUNE/JULY

AFTER BEING ELECTED AT THE JUNE/JULY ANNUAL MEETING (or later if the Annual Meeting is concurrent with the August international ITE Meeting)

1) The new Vice President should provide you with this electronic Secretary-Treasurer Handbook followed by other electronic samples of letters, the budget and account numbers, and other files for you to review shortly after taking office. This Handbook contains helpful information pertinent to fulfilling your duties.   (The latest version of this Handbook should also be posted on the website.)

2) Some award recipients may not be present at the Annual Meeting or might have left the meeting early.  After returning from the meeting, a personalized letter for each remaining award or certificate will need to be prepared and transmitted on behalf of the district by the Secretary-Treasurer. 
3) Discuss a possible schedule for the Exchange of Records Meeting for the fall with the past Secretary-Treasurer and the in-coming President.  This will be the time you’re your formal roles as Secretary-Treasurer will begin. 
4) Purchase Quicken or other accounting software/tool(s) used by the District and load it into your laptop (ideally prior to Fall Exchange of Records Meeting).  Although the past Secretary-Treasurer may not yet have all the Accounts Information to Transition the latest Quicken file; if possible, develop familiarity with the program prior to this meeting. 
5) The new Vice President will introduce you to the Local Arrangements General Chair (and Finance Chair if present) for the next year’s Annual Meeting.  It is important to establish good communications early with the Local Arrangements Committee (LAC) financial team. 
6) The District Board communicates via Email throughout the year.  Send each officer an email and ask to be included in the mailing list used by the previous year’s officers (forward your data to the web manager for inclusion on the Western District web page).  Additionally, request to be added to the credit card settlement statement accounts as another recipient and be clear that you do not, however, wish to receive the LAC registration credit card settlement statements (100s of them!).  Also, ensure that you are updated with ITE Headquarters staff, all ITE leadership directories, and be sure that your preferred e-mail address is also provided, etc. to avoid missing key information. 
SEPTEMBER

1)  Coordinate with the Vice President and President to make the necessary arrangements for the Exchange of Records meeting to transfer the Bank accounts and checkbook to you in time to begin check-writing duties after the Exchange meeting. The President and Vice President are authorized to travel to you for this exchange; however, by mutual consent you may travel to the location of the Vice President to obtain the records.  Other chairs may be brought in via telephone, if desired.  
OCTOBER

1)  Attend the Exchange of Records Meeting. The key aspects of the meeting include:

· Review of responsibilities and background (recommend reviewing this Handbook prior to the meeting)

· Review of bank accounts

· Review of key deadlines (many described herein)

· Coordination with accountant

· Review of key accounts and clients

· Annual meeting responsibilities

· Review of Quicken and how it and various accounts are utilized by the District

· Visit the bank and sign the bank signature authorization/change of address card for the checking and all other Western District accounts 

· Obtain a password from the bank for electronic transfers and to view electronic bank statements

2)  Your fiscal year responsibilities begin October 1 and end September 30 (concurrent with the District’s fiscal year).  October 1 is the beginning of the new fiscal year during which you are responsible for writing checks on behalf of Western District. Verify that the Bank has acknowledged receipt of the signature authorization/change of address card before you sign checks to avoid having them bounce.  Also, be sure that they have your information listed for all accounts so that you received statements as soon as possible since you will need to be reconciling each of your year’s statements with your Quicken Records.  This is a good time to get a password from the bank to allow for electronic transfer of funds during the year. In contrast, the Secretary’s work overlaps with the Vice Presidential duties.  

3) Issue vouchers to Student Chapter Faculty Advisors if their Student Chapter submitted an Annual Report at or before the Western District Annual Meeting.  As the new Secretary-Treasurer, verify if these have been sent out.  If not, contact the Student Activities Western District Chair to obtain a list of current Faculty Advisors/Chapters/addresses to send these out.  These vouchers (typically $150) should be mailed to the Faculty Advisors (but checks for $100 for the Annual Reports are made out to each Student Chapter) for their use to offset annual ITE dues.  ITE HQ will deduct these vouchers from the due payment they make to Western District and you will need to be sure to account for this in your records when you receive ITE Headquarters Dues Payments.   Additionally, you will need to allocate 10% of regular and 8% of agency membership dues to the Endowment Fund.  Obtain details on this from the prior Sec.-Treasurer.

4) Go through the District records as soon as you receive them to familiarize yourself with each file. Compare the checking savings, and Endowment Fund account register balances with the bank statements and budget sheets to verify that they are in agreement as of October 1.  If not, check with the prior Sec.-Treasurer to resolve and differences, ASAP.

5) As the monthly bank statements arrive, reconcile them with the checking and savings account registers and file them chronologically in the appropriate files.

6) Maintain a balance of at least $10,000 in the checking account at all times during the fiscal year to reduce the chance of overdraft fees. Transfer funds from the savings account as necessary.  Funds may be transferred electronically or over the phone between accounts.

7) Promptly file all expense claims, receipts, deposits, financial statements and all pertinent District-related correspondence in the appropriate file when they are sent to you throughout the year.  Electronic files are best but paper files are OK also. When writing checks, transferring funds and making deposits, record the appropriate three-digit numeric account number code next to the checkbook, deposit slip, Quicken, and/or money market savings or endowment fund register entry. A copy of the account codes, which allows the accountant to credit/debit the appropriate budget line item when preparing a budget status report, is contained in the checkbook.  It is recommended that you use Quicken (or similar software) as a bank check register and a means to manage various Western District accounts.   (For accounting purposes it is still required that a paper register of checks also be maintained.)  Based upon past problems with stolen checks (and to better conceal the check), it is desirable to copy the invoice/expense form and return it with the check as record of payment. Pay appropriate invoices presented to the District for expenses that are clearly anticipated by the Budget.  Advise with the Vice President or consult with the complete board to handle unique or unexpected expenses that are not clearly listed within or anticipated by the budget.  Obtain confirmation from at least 4 Board members prior to paying for unique or unexpected expenses.  Email is suitable for concurrence, but ensures that all Board members are aware of the issue.  The Board may authorize unbudgeted expenses; however the Secretary / Treasurer should remind the Board of fiscal responsibility and financial status of doing so.

8)  Travel is one of the largest items in the Western District budget.  Reimbursement requests for travel expenses must meet the criteria in the current District policy for travel (see www.westernite.org “Board Tools” for a copy).  Email the web link of the District's Travel Reimbursement Policy and Travel/Expense Reimbursement Request form to all newly elected officers, new Board-appointed committee chairpersons and Specialty Council chairpersons, if any.  Expense reimbursement requests for travel to the International ITE Meeting from the Past President, International Directors, and Specialty Council chairs who reside in the District should be submitted to the Secretary-Treasurer shortly after the meeting.

9) Review the upcoming fiscal year District budget approved at the Annual Business Meeting and incorporate these budget line items (if not already done) into quicken under your Fiscal Year.  Notify all District Committee chairpersons and Specialty Council chairpersons, if any, of their budget allowance for the coming fiscal year.  The Vice President is responsible to coordinate with the Council Chairs on travel budgets.

10) Figure out which future annual meeting is likely to be the meeting where you will be president.  As a Board member, you will want to oversee all Annual Meetings, but you will especially want to establish communication with the LAC for “your” meeting.

11) Obtain the District’s latest electronic letterhead and update it for the current officers if not already provided to you with that update.  Utilize this letterhead for all letters written by you as Secretary-Treasurer of the Western District and sign such letters with your officer title, accordingly.
12) The financial books for the previous Annual Meeting should be closed prior to October 1, if at all possible, by the Local Arrangements Committee (LAC). Although Annual Meetings are designed to pay for themselves, the District will receive any excess funds or pay any deficit. Because the District advances the LAC a sum of money typically between $ 2,000 and $ 6,000 to pay for the early costs of organizing the meeting, there are usually excess funds in the LAC's Annual Meeting accounts when they are ready to be closed. Deposit any excess funds received from the LAC of a previous Annual Meeting into one of the District's Bank accounts, but do not pay any Annual Meeting bills or send funds to an LAC unless approved by the Board 

NOVEMBER

1)  WesternITE printing and mailing is a significant expense budget item for Western District.  Invoices for the development, printing, mailing and other associated expenses of the WesternlTE will be sent to you periodically from the WesternITE Managing Editor or the printing vendor and must be paid promptly (or sooner). Your first one will likely arrive in November.  Checks for WesternITE Professional Service Directory and Positions Available advertising will also be sent to you periodically (typically monthly) from either the WesternITE Technical Editor or another member of the WesternITE team.  These should be deposited in one of the Bank accounts promptly. Should the cumulative total WesternITE invoices outpace or exceed the approved WesternITE budget, bring the matter to the attention of the WesternITE Managing Editor and the District officers. 

2)  Reimburse International Directors and President for travel to attend various Section Meetings throughout the year.  These Board members will attempt to visit each Section collectively at least once per year, budget permitting.  The first requests will likely be for the International Directors and Director-elect to attend the October/November International Board Meeting (IBOD) in Washington DC (the Past President may also attend this meeting as part of the International Candidate Selection Process).

DECEMBER

1) Send an email to the WesternITE Technical Editor to confirm that annual invoices for the Professional Services Directory will be issued in January for the current calendar year.

2) Review the upcoming Annual Meeting budget prepared by the LAC (local arrangements committee) and confirm if this information is indeed reflected in your latest Quicken file and contact the LAC to obtain their files if not already included. Also coordinate with the prior Sec.-Treasurer to resolve if not already incorporated.  Contact the LAC finance chair, typically in December, to obtain updated information from the LAC for the Mid-year meeting and to offer additional input.
3) Beginning in early December, prepare a draft budget and financial status report to present at the upcoming Mid-Year Board Meeting.   Utilize reports from prior Secretary Treasurers as a guide.  Prior to preparing this report, ensure that all bank statements and deposits are reconciled to provide an accurate accounting of the current 1st quarter’s fiscal standing for your year.  E-mail a copy of the report to the President approximately one month before the Mid-Year Board Meeting in time to include it in the meeting agenda packet which the President mails to Board members prior to the Mid-Year Board Meeting. Preparing this report is the first "time consuming" Secretary-Treasurer duty, so plan to start working on it as soon as you can and ensure that your records are current prior in time for completion of this task.
4) Look for the professional liability insurance invoice to arrive from the District Administrator (DA).  All insurance invoices are mailed to the DA since their address is more stable than the Secretary Treasurer from year to year.  This invoice is due in January.  Should you not see an invoice by January, you will need to get on the insurance company web site and request an invoice or they can drop our insurance.

JANUARY

1) The District Accountant will prepare a year-end tax form and send out 1099 Forms after Jan 1.  Provide the accountant with information regarding stipends, honorariums (if over $600) or payment for personnel (for 1099 statements) and other data needed to complete these reports.  

2) Make travel arranges to attend the Mid-Year Board meeting.

3) Send a letter to the Past President acknowledging your commitment to be a candidate for Vice President of ITE Western District.

4) Take minutes at the Mid-Year Board Meeting. Refer to the files for typical format. Recording the minutes at the meeting on a portable PC, if you have access to one, makes this duty much easier. 

5) As soon as possible after the meeting, send draft copies of the Mid-Year Board Meeting minutes to the Board members for review. Prepare a summary of highlights of the meeting minutes in newsletter article format and send it to the WesternlTE Managing Editor for publication in the March/April WesternlTE. The Board members should also review the article prior to forwarding to WesternITE.  See previous issues of WesternlTE for article format. If you have any questions on the content of the article, contact one of the District Officers. Due to the late January deadline for the March/April WesternlTE (listed in the Secretary-Treasurer Handbook), you typically have a very short time, possibly only one to two weeks to complete this task. (The newsletter deadline may be as early as January 28).  Email, telephone calls and/or faxing is usually necessary to send the draft out and receive comments back in time. 

6) Candidates for District office are announced at the Mid-Year Board Meeting by the Past-President. Along with the article on the minutes of the Mid-Year Board Meeting, send a statement to the WesternlTE Managing Editor for publication in the March/April issue of WesternlTE announcing the nominated candidates. The statement must read as follows: 

“The following candidates have been nominated as candidates for Western District officers: 

President: 

[usually current Vice President's name]

Vice President:
 [usually current Secretary-Treasurer's name] 

Secretary-Treasurer:
1st Candidate's name 




2nd Candidate's name 

International Director:
1st Candidate's name 




2nd Candidate's name 

“In accordance with Section 5.2 of the Bylaws of District 6, additional nominations may be made by petition signed by not less than five members. Each petition shall be accompanied by the written consent of the nominee to run for the office for which nominated, and must be received by the Secretary-Treasurer not later than 60 days prior to the election. No member may be a candidate for more than one office” 

The order in which the names of the candidates appear should be coordinated with the President – for this initial notice, alphabetic order of last name is typically appropriate.

7) A coin flip should be conducted at the Mid-Year Meeting to determine the order of names on the ballot.   This should be coordinated with the Past President.  If the coin flip is not conducted at the Mid-Year Meeting, the flip can be done over the phone with the mutual consent of the candidates as to the approach utilized.  The winners can choose to be placed first on the ballot, if they wish, or have their candidate statement listed first in WesternITE (but not both). 

8) Request the Van Wagoner Award check from ITE Headquarters staff ($200).

FEBRUARY

1) Coordinate with the Past President to ensure that a letter is sent to all of the candidates congratulating them and requesting a formal letter of acceptance to be received by mid-February (coordinate via email).  Candidates should be instructed to send a personal biography, a candidate statement (400 words or less) and photograph to the Managing Editor of WesternITE by the March 28 deadline for the May/June issue of WesternITE.  The letter should also instruct the candidates to provide you with a 200- word ballot statement and an electronic photograph by no later than April 15 for inclusion in the official Western District ballot.

2) Twice during the year, the Secretary-Treasurer will receive checks from International ITE Headquarters for Western District dues collected by them and a list of delinquent members. Deposit the checks. Send the list of names to the Western District Membership Chair so they can distribute them to the appropriate Section and Chapter Presidents requesting they contact those listed to encourage them to pay their dues and retain membership in the District (the list mailed in March may not show payment by many members; the list mailed in August is the more reliable list for following up with non-renewals).

3)  Coordinate with the subsequent year Annual Meeting LAC to establish bank accounts.  Typically an advance is provided at the Mid-Year meeting to the LAC and these funds can be utilized to establish the account.  Depending upon circumstances, it may be desirable for the Secretary Treasurer to open the checking account as a parallel account to the Western District’s other accounts at the same financial institution.  If the LAC decides to open their own account, they should be strongly encouraged to utilize the same financial institution as the Western District.

APRIL 

1)  Following March 31, prepare a Mid-Year budget report and transmit copies via email to all board Members, together with any relevant discussion.  This should be a simple summary (cash flow report) from Quicken showing the year to date income and expenses.  The official mid-year financial report is prepared by the accountant and typically takes them until the end of May or later to complete.  The report contains several spreadsheets including a year-end budget projection. Verify the current budget is reflected.  Refer to previous mid-year budget reports in the files for the expected format. You will need to work with the District's accountant.  The accountant will need: A. copy of hand written check register with account codes; B. copy of deposit receipts with account codes; C. copies of all bank statements; D copy of Western District’s approved budget; and E. copies of Quicken files as appropriate (Cash Flow Report, Register Report and Itemized Categories Report).  If you provide them with a copy of the checking and savings account registers with each entry coded with the appropriate budget line item code number, they can provide you with a current status budget printout suitable for the meeting.   This material should be provided at the end of each quarter of the year (end of December, March, June and September).  You will also need to verify that the accountant has received all the appropriate materials from the LAC.

2)  Reimburse for travel expenses to the International Board meeting held in conjunction with the Spring ITE Conference pursuant to the District Travel Policy.

3)  The Western District has a non-profit permit for mailing.  The indicia (the little box with the permit number) is held by the WesternITE managing editor at his/her main postal office.  You will need to fill out a transfer form for the Post Office to utilize the indicia and non-profit mailing rate for the ballot mailing in May.  The form is in the Secretary-Treasurer Handbook under forms.

4)  If electronic balloting is not being used, prepare ballot insert including candidate statements and a letter of instructions to voters.

5)  If electronic balloting is not being used, select a printer for the election ballot printing.  You can use prior ballot material and invoices from files to provide printers adequate information to prepare their pricing.
MAY

1)  Register for the Annual Meeting and make appropriate travel arrangements.  The Annual Meeting LAC is to negotiate free hotel rooms at the Annual Meeting hotel for the three District Officers. Contact the Hotel Chairperson of the Local Arrangements Committee (LAC) to verify that this has been done and to receive whatever information you need to guarantee your room reservation and any other hotel needs you may have.

2)  The Directors and Officers (D&O) Liability insurance premium is due in May.  The invoice should come to the District Administrator who should forward it to you for payment.  If you have not paid this invoice, contact the D&O provider to get the invoice amount.  If this premium is not paid in 30 days, they can cancel the policy.

3)  Ballots may not be printed or published electronically until it is officially known that there will be no petitioned nominations.  Bylaws allow for petitions to be received by the Secretary Treasurer up to 60 days before the election (the election date is the date of the Business Luncheon at the Annual Meeting – typically mid-July or later for joint International meetings).  This date should be determined such that printing of ballots can commence immediately after no petitions have been received.

4)  If petition nominations for officer candidates are received, check for compliance with the provisions of the Bylaws of the District. If valid, notify the Board that the petition candidate(s) has (have) qualified. Notify petitioned candidate(s) that they are either accepted or rejected as a candidate for office. If rejected, explain the reason(s) for rejection.  If accepted, notify the candidate(s) that they have one week to provide the necessary 400-word candidate statement for WesternITE and the ballot statement, along with an electronic photograph.

5)  If electronic balloting is not being used, prepare ballots and envelopes. Examples are in the files. Be sure to allow for write-in candidates on the ballot. Include any proposed constitutional changes in the ballot. Contact a printer who can do the printing, stuffing and mailing. Obtain electronic mailing list for eligible Western District (voting members only) from Heather Talbert at International ITE Headquarters (htalbert@ite.org). Student members and Institute Affiliates are not eligible to vote.  Coordinate with your printer to make sure the format of the electronic files is compatible with their needs.

6)  If electronic balloting is not being used, all ballots must be mailed at least 30 days prior to the election. May 15 is the earliest recommended mailing date, but coordinate mailing of the ballots with the mailing of the May/June issue of WesternlTE to afford the best opportunity for the newsletter to be received by members prior to receipt of the ballot (ballots are typically not mailed until after the Jackson Hole Intermountain Meeting – typically held mid-May). Keep in mind that the newsletter is mailed bulk rate and will take longer to deliver than the ballots, which are mailed using first class postage.  VERY IMPORTANT: You need to put “FIRST CLASS MAIL” on the indicia (the little box that acts like a stamp – see example) to assure timely delivery. ALSO: You need to have the printer put the FIM-A bar code on the face of the return envelope immediately to the left of the stamp location so the USPS does not mistake the member label on the back as the mailing label (unfortunately, without the FIM-A in the past, many ballots have been mailed and the USPS delivered them back to the voter rather than the Secretary-Treasurer).





7)  If electronic balloting is not being used, as ballots are returned, store them in a secure location until you ship them to the LAC Tellers Committee.  Bylaws require that before the ballots are canvassed, the name on the outside envelope shall be checked against the eligible list of voters.  Do not open the ballots. They will be opened and counted by the Tellers Committee at the Annual Meeting.  Should ballots be received that are not official (i.e. no signature or not in secrecy envelope), you may decide to return them to the voter if there is time to gain the necessary corrections to make them official ballots.

8)  You will receive a copy of correspondence from the President congratulating the winner of the Student Paper Contest. You will also be contacted by the Career Guidance Chairperson to write Student Chapter Award checks.  Send a check for $500 to the student paper winner if he/she will not be able to attend the Annual Meeting. Send checks to the Student Chapters who submit annual reports to the Career Guidance chairperson, as soon as possible prior to the end of the school year to insure that the checks are cashed and usable by the Chapter.  Most outstanding checks are awards to Student Chapters.  If appropriate, prepare a check to be given to the winner at the Annual Meeting.  The LAC pays for three hotel room nights for the winner of the Student Paper Contest if he/she attends the Annual Meeting.

9)  Coordinate with the Vice President regarding preparation of the draft budget by the first week in June to help you initiate the process of preparing your draft budget.

JUNE 

1)  Prepare a packet for the President including the following:

· Draft Budget Spreadsheet (see below)

· Memo summarizing the budget proposal and fund balance/reserves of District

· Memo summarizing key activity undertaken by the Secretary Treasurer

· Minutes of the Mid-Year meeting

· Accountants Mid-Year Financial Data

2)  Prepare a budget report for the Annual Meeting containing several spreadsheets including a current year-to-date budget statement, a projection of the budget at year-end and a proposed budget for the next fiscal year. Refer to the previous Annual Meeting budget reports in the files for the expected format. The District's accountant should be able to provide the current year-to-date budget statement as long as you provide them with information on income and expenditures.   The accountant can also provide a proposed budget printout for the new fiscal year if you give them the dollar figures you propose.  Mail a copy of the report to the President approximately one month before the Annual Board Meeting in time to include it in the meeting agenda packet which the President mails to Board members prior to the Annual Board Meeting. This task will take longer than any other performed by the Secretary-Treasurer.

3) Calculate the fund balance of the District, i.e., funds available in the checking and all savings accounts. If time permits, update the budget report that you will present at the Annual Board Meeting. Use the assistance of the District's accountant, if necessary.

4)  Coordinate with the appropriate financial institutions to obtain proper change of authorization forms for all Western District accounts.  You will need to bring them to the annual meeting – so give yourself a few weeks to get the forms before you leave.

5)  Contact the Annual Meeting Local Arrangement Committee (LAC) general chair to determine who they have assigned to the Tellers Committee for counting ballots.  Coordinate with the Tellers Committee Chair to ship the ballots to them at least a week prior to the Annual Meeting to allow them to remove the outer envelopes and prepare the ballots for efficient counting at the annual meeting.

JULY

1)  Because you will be transferring the District files to the new Secretary-Treasurer at the Annual Meeting, make copies of any correspondence that you may want to refer to as Vice President and President.

2)  Request reimbursement from ITE Headquarters for the Van Wagoner Award.  ITE HQ maintains the funds for this award, the Western District writes the check at the Annual Meeting to the award winner.

3)  CHECK LIST OF MATERIAL TO TAKE TO THE ANNUAL MEETING:

· Binder of historical meeting minutes

· Budget report

· 15 to 20 check 

· Bank signature/change of address forms (bank card signing can be done during the Exchange of Records Meeting)

· If electronic balloting is not being used, remaining unopened ballots

· A copy of this Secretary-Treasurer Handbook

Note:  If you do not include your material in June for the President to distribute to the Board members, you will need to bring approximately 30 copies (three hole punched) of any material you wish to hand out at the meeting.

AT THE JULY ANNUAL MEETING (or later if the Annual Meeting is concurrent with the international ITE Meeting)

4)  Cash awards are intended to be awarded at the Annual Meeting.  Coordinate with the Vice President who is in charge of the awards to provide him/her with checks at the Annual Meeting to be given to award winners during the Annual Meeting. It may be necessary to mail checks to winners unable to attend the Annual Meeting.

5)  Attend the Annual Board Meeting (usually Sunday 11 a.m. to 5 p.m.) and present the budget report.  Attend the Leadership Breakfast (usually Tuesday morning around 7 AM) and the Annual Business Meeting (usually Tuesday luncheon) and present the status of the current budget and the proposed budget for the coming fiscal year to the membership. You will need to make copies of the proposed budget from the Sunday Board meeting for the Tuesday Annual Business Meeting.  Typically you should provide copies for about half to 75% of the anticipated luncheon attendees to share.  This will require finding a business center or photocopy shop to make the copies of the budget and the agenda for the meeting prepared by the President.  You may be able to coordinate with the LAC in advance for them to get these printed.

6)  Take minutes at both the Annual Board Meeting and the Annual Business Meeting. Refer to the files for typical format. 

7)  Determine District records that may be more appropriate for shipping to the District Administrator for archiving.   These should be organized for delivery to the District Administrator at the Mid-Year Board Meeting.  Work to provide the new Secretary / Treasurer with a clear but essential set of records for their use in the coming year.
8)  Provide binder with Secretary-Treasurer Handbook to newly elected Secretary Treasurer at the meeting or make arrangements to ship them after the meeting for them to review.

9)  Tentatively schedule the Exchange of Records  meeting with the newly elected Secretary Treasurer, Vice President and President.

10)  As soon as possible after the meeting, send draft copies of minutes of both meetings to the Board members for review. Send a copy of these minutes to the Accountant.  Prepare a summary of highlights of minutes of both meetings in the form of separate newsletter articles.  Forward them to the Board for review, and then send them to the WesternlTE Managing Editor for publication -in the September/October WesternlTE. If you have any questions on the content of the articles, contact one of the District Officers. See previous issues of WesternlTE for article format. Due to the September/October WesternlTE deadline listed in the Secretary-Treasurer Handbook, you typically have only A FEW WEEKS TO ACCOMPLISH THIS!!!  Email, Telephone calls, and Faxing are usually necessary to send the draft out and receive comments back in time.

AUGUST

1)  Coordinate with the Annual Meeting LAC to close their financial records and checking account.  You will need this to close your Fiscal Year ending September 30.

SEPTEMBER

1)  Send an email out to all Board members and Committee Chairs requesting that they submit their travel reimbursement requests prior to mid-September so you may issue checks within your fiscal year (which closes September 30).

2)  Schedule the Exchange of Records meeting and make travel arrangements.  Coordinate location and date with Vice-President and President.

3)  The President will provide ITE HQ with the Dues Confirmation Notice data they will request.  ITE HQ typically email/mails a form asking what the Western District approved dues levels are for their dues billings for the coming year.  Confirm that this has taken place.

4) Provide accountant with receipts/records for the end of the Fiscal Year.

AFTER SEPTEMBER

1)  Conduct the Exchange of Records meeting.  Bring all files that should be transferred.  A typical agenda can include:  a) Review of responsibilities over the year; b) Review of bank accounts; c) Review of key deadlines; d) Coordination with accountant; e) Review of key accounts/clients/activities; f) Communication and coordination issues.

2)  Transfer all Quicken files to new Secretary Treasurer.  These files will likely be revised based upon the accountant’s records.

3)  Complete an end of Fiscal Report financial report documenting the financial status at the end of the year compared to budget (including the Annual Meeting data).  This should include:  a) Accountants analysis of expenditures and performance to budget; b) brief memo summarizing highlights; c) Summary table of financial performance to budget (Quicken data and/or summary tables).  This should be prepared to present at the Mid-year meeting and must be provided to the President about one month prior to that meeting for inclusion in the meeting agenda packet.

4)  Sign off on the tax forms prepared by the accountant for your fiscal year.  The tax return is due mid-February.  Coordinate with the Accountant to sign the tax return or an extension by this time.
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