Financial Report, Budget, and Audit Sample
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11. Secure bank card/signature card and any
other forms necessary at the end of term
for transition of incoming administration.

Record keeping

1. Keep yearly financial statements forever.

2. Keep bank statements, deposit slips,

vouchers and receipts for seven years.

Sample monthly financial report:
Four Seasons Garden Club
September 1, 2012

Balance on hand 802.00
Receipts 250.00
Dues (25 members @$10.00)
Membership Tea 100.00
Total receipts 350.00

Total (balance =receipts) 1,152.00
Disbursements

Dues to FFGC 225.00
Catering for Tea 50.00
Postage 16.00
Office supplies 10.25
Total disbursements 576.25
Balance on hand Oct.1, 2012 575.75

Jally Imith

Sally Smith, Treasurer

Sample of a proposed budget

Four Seasons Garden Club
Balance carried forward from 2012 580.00
2012 ACTUAL 2013 PROPOSED
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Receipts

Dues ($20 member) 500 540
MembershipTea 100 100
Ways & Means 150 150

Total 750 790

Disbursements
Dues (FFGC 9.00/Member)

180 198
Yearbook 57 60
President’s expense 102 110
Donations 150 200
Projects 265 222
Total 754 790

Jally Tmith

Sally Smith, Chairman Budget Committee

Audit Information:

1.

The audit is preformed by a committee of
three or more club members or an auditing
firm and verifies that there is a receipt or
authorization for each disbursement.

The newly elected treasurer should receive
the books after they have been audited.
Records necessary: cut off date and
balance at beginning of term, bank
statements and cancelled checks for entire
period, check register, receipt book (if
used), bank statements, any outstanding
bills or disbursements.
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4. The audit committee reports to the Board
then presents to the club, where the audit
report is adopted.

5. The adoption of the auditors report relieves
the treasurer of all financial responsibility
for the time covered by the report except in
the case of fraud.

FFGC EMAIL VOTING GUIDELINES

NOTE: According to Robert’s Rules of Order
Newly Revised 11th Edition, there must be a
provision in the bylaws that allows for email
voting

1. FFGC Committees are permitted to conduct
business of an URGENT nature by electronic
device.

2. The FFGC President or Chairman of the
appropriate committee shall present action to be
approved in the form of a motion and send this
motion to each member of the voting body

by electronic device. (Those who are entitled to
be present but not vote at committee

meetings shall be copied on the electronic
message.) The President/Chairman shall
request confirmation of receipt.

3. An explanation of why the matter can’t wait
for the next committee meeting must
accompany the motion.

4. The Secretary’s name that votes are to be
returned; and the period of time allowed for
voting must accompany the motion. (Time period
may vary from committee to committee/
situation to situation depending on the urgency.)
This shall be determined by the individual
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