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Mountaineers Square Dance Club

4390 South Lowell Boulevard
Englewood, CO 80110-5274
TREASURER’S DUTIES
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Per by-laws

ARTICLE IV:

Section 1:
The officers of the club shall review and establish the dues each year.  The guidelines for establishing dues shall be to meet the necessary expenses of the club and provide not profit.

Section 2:
Dance fees shall be reviewed and established each year by the club officers.  Guidelines for establishing dues shall meet necessary expenses and provide no profit.  Membership fees shall be less than guest fees.

ARTICLE V - Section 6:

Duties of Treasurers shall be to act as custodian of funds, collect all monies, pay all bills, give financial reports at officers' meetings, prepare a written financial report at the end of term of office.

ARTICLE V - Section 7:

Club officers shall be charged with and authorized to carry out the business of the Mountaineers Club.  Any and all business of the officers shall be available to any club member upon request.

1. Setup Bank Account

2. Collect admission donations and 50/50 pot proceeds at each dance.

3. Pay all bills: Grange rent, Caller & Cuer, etc.

4. Order member and beginner class badges.

5. Deposit monies collected

6. Collect club dues.

7. Pay Council Dues

8. Pay Bulletin Calendar listing fee

9. Pay Liability Insurance Premiums

10.  Reimburse Lessons costs.

11.  Reimburse Hospitality.

12.  Maintain Petty Cash.

13.  Provide President with dance statistics, each dance.

14.  Compile Treasurer's report each month and present at Board Meeting.

15.  New Members fees-forms.

16.  Backup Sheets - each dance:

17.  Attend Board Meetings.
18. Everyone signs in (officers, host and hostesses, everyone).

19. Update Treasurer’s Notebook:

Details as follows:

1. Setup Bank Account

· Signature cards are required for both Treasurers and the Presidents. (Either can sign checks).

2. Collect admission donations and 50/50 pot proceeds at each dance.

· Make envelop for President for the 50/50 pot(s).  If more than $20 for 50/50 pot give-away; make one envelope for $15 and the remaining amount into another envelope for a second give-away.  If the total 50/50 pot would exceed $38.00 then make the first envelope $15, the second one $15 and the balance into a third envelope. 

· Collect Free Passes; have those presenting them put either “Visitor” or “Mountaineer” and the number of people the ticket is paying for, on the back of the Free Pass.
3. Pay all bills: Grange rent, Caller & Cuer, etc.

· Except for Caller(s), Cuers and rent, all Bills should be documented with an Mountaineers Expense Form and receipt(s) that is/are dated and signed by the person requesting payment.

· Pay rent for Hall at the end of each dance.  Rent at Valley View Church of God is $100.00 per dance and $50.00 per lesson night.  Place payment in an envelope and put under the office door (behind the reception desk. Make checks payable to and send to:  Valley View Church of God.
· The amount for New Years Eve is $ _________
4. Order member and beginner class badges.

· Order from:

Bob Lyons, Personal Plus Engraving, 




2159 S. Dudley St., 

Lakewood, CO    303-988-1793


NOTE:  Carefully print names for accuracy in spelling.
5. Deposit monies collected into Bank

· From: Dances, Beginner Classes, Special events such as New Years Eve Dance tickets. Etc.
6. Collect club dues.

· Dues for next year are due in September and are considered late the first of November.

· Provide the Corresponding Secretaries with completed membership forms for them to prepare new Roster of members.  Secretaries will email or mail new Roster to all members in February (or place in newsletter).
7. Pay Council Dues

· In September.  $15.00 - Make check payable to:


Denver Area Square and Round Dance Council. % Council Treasurer.



The address is in the front of the Bulletin.


8. Pay Bulletin Calendar listing fee:

· In September - $21.00.  Vice Presidents will be sending in a list of our dances for the coming year along with this check. Make check payable to:  Denver Area Square and Round Dance Bulletin.  Send Check to Editor of the Bulletin.  The address is in the front of the Bulletin.

9. Pay Liability Insurance Premiums:

· Due in November:  Make check payable to:  Denver Area Square and Round Dance Council and send membership list and check to Treasurer of Council; $3.00 per person.  The address is in the front of the Bulletin.  In February pay the Council for all who joined after the November deadline.
10. Pay Lessons costs.

· Mountaineer square dance lessons; pay Caller/Instructor for Beginning Class lessons when he submits his invoice.  Pay with a separate check from his regular calling check. 
11. Reimburse Hospitality: For any expenses incurred to maintain supplies.
12. Maintain Petty Cash.  Cash held in Cash Box as change for dances:
30 x $1.00 bills  =  $30.00

 8  x   5.00 bills  =    40.00
3  x  10.00 bill    =   30.00

======






TOTAL CASH
          $100.00

Lessons Cash Box will be $50.00 and will be handled by Class Coordinators.


They will make deposits into the Bank Account (with Deposit Card). 


Treasurers will pay Caller and other expenses out of the check book.

13. Provide President with dance statistics, each dance in time for the 9:00 announcements:

· Use the standard form (see forms section),  to fill out the following information:
· Number of Mountaineer couples present
· Number of Guest couples present.
· List of the Clubs represented.
· Names of host and hostesses for the evening.
· Name of Clubs stealing banners
· Name of Clubs retrieving their banner.
· Name of out-of -town guests
· Names of visiting Callers and Cuers.
· Names of Council officers in attendance.
· Other information on the form that you are aware of.
ALSO provide the following to the president for the 9:00 announcements

· Caller's Pay

· Cuer's Pay

· 50/50 Pot proceeds (to be split if greater than $20, into two envelopes).

· Visitor's sign-in sheet(s).

· Free Visitor's Pass

· Mountaineer’s drawing $ amount in an envelope so marked.

14. Compile Treasurer's report each month and present at Board Meeting.

· Make up Treasurers report at the end of each month.  Keep the original copy and give a copy to all the Board members at the following Board meeting.  Keep monthly ledger of incoming and outgoing monies, the checkbook register.  Balance bank statement to the check book.

15. New Members fees-forms.

· There is a New Member form that should be given to new people interested in joining the Mountaineers. our club.  This form should also be given to the Beginner's class when they join.  Send their names along with $3.00 per person to the Council for the Liability Insurance.  See item #9 above. Order badges for new members and give their names to the Secretary to add to the membership roster. Email or give copies of the form to all members of the Mountaineers Board.
16. Treasurer’s Worksheets - each dance:

· Complete Treasurer’s Worksheet at each dance.
17. Attend the Executive Board Meetings each month

· Normally the first Tuesday after the first dance of the month.  No meetings during July and August.  The final meeting of the year will include the new officers and committee people.

· Give Treasurers report.

18. Everyone signs in (officers, host and hostesses, everyone). 

· Actual count is considered when computing the Caller and Cuer fees.  However the following officers do not pay; Treasurers and the Host/Hostesses for the evening do not pay. Also Life Members are exempt.
19.  Update Treasurer’s Notebook:
a. At end of year; update the Treasurer’s Manual and present to new Treasurers the last Board meeting of the year.
         Treasurers' Procedure for night Of the Dance
1. Setup check list:

· Get the following from the south closet:

· Candy
· 50/50 Bucket and tickets
· Mountaineer Bucket with member’s names.
· Cloth bag w / numbered balls for Banner Stealing contest.
· From Treasure's black box:

· Money Grey Box
· Sign in folders for Visitors and Members.
· Sign showing the cost of the dance.
· Guest name stickers and magic marker
· Club Schedule Cards.
2. Fees to collect:

· Members:  $5.00 per person / $10.00 per couple.

· Visitors:
    $6.00 per person / $12.00 per couple.

· Mountaineer Students:  Same as members except for Beginner Dance at which
    Mountaineer Students admission is free.

3. Sell 50/50 Pot tickets at $1.00 per ticket or 3 for $2.00:

Give each purchaser one-half of the ticket and the other half goes into the pot for the drawing.  The money goes into the coffee can and half the money goes to the winner(s) and the other half to the Mountaineers petty cash

For distribution of drawing portion see Section 4: “Dance Responsibilities”, chapter 2: “Treasurers’ Dance Worksheet Instructions”, page 7 of 12.

4. Cut-off for visitor stealing or retrieving is at 8:00 P.M. or before the end of the first tip.

5. Mountaineer give-away pot:  Take $5.00 from cash to add to the Mountaineer pot envelope each dance. Make sure you add it back in when calculating the gross income from admissions.
6. Presidents' announcements form.

Provide President with dance statistics, each dance in time for the 9:00 announcements:

· Use the standard form (see forms section),  to fill out the following information:
· Number of Mountaineer couples present
· Number of Guest couples present.
· List of the Clubs represented.
· Names of host and hostesses for the evening.
· Name of Clubs stealing banners
· Name of Clubs retrieving their banner.
· Name of out-of -town guests
· Names of visiting Callers and Cuers.
· Names of Council officers in attendance.
· Other information on the form that you are aware of.
ALSO provide the following to the president for the 9:00 announcements

· Caller's Pay

· Cuer's Pay

· 50/50 Pot proceeds (split if greater than $20, into two envelopes).

· Visitor's sign-in sheet(s).

· Free Visitor's Pass

· Mountaineer' s drawing $amount in an envelope so marked.

7. Caller and Cuer Pay:
Pay caller and cuer in separate envelopes.  Figure their pay using the "Contract File" that was given to the Treasurers at the first of the year.
8. After 9:00 announcements:  The President will return to Treasurers . . .
· Member's Pot envelope providing it was given.  Otherwise it would have been given to the winning member.
· Visitor's sign-in sheet(s)
· Announcement sheet.
9. For help in balancing make note of:

· Begin with $100.00 petty cash.

· Free passes

· Non-paying host members and the following officers: Treasurers and Host/Hostesses. 
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