Treasurer

Updated Apr 2023

Purpose:

The Treasurer of the Yacht Club is is the primary financial officer of OYC and a de-facto member of
the Budget and Finance Committee.

Treasurer Responsibilities:

The Treasurer of the yacht club is appointed by the Board of Trustees (BOT). The Treasurer shall serve
as an advisor to the BOT and shall attend as many board meetings as possible.

The Treasurer shall oversee the work of the bookkeeper, who keeps suitable books of account for the
club. The Treasurer, through the bookkeeper, is responsible for all day-to-day Club financial
transactions specifically including all activities involving the club’s accounting system (Quickbooks),
receiving/depositing funds, and issuing payments.

The Treasurer is responsible for working with the bookkeeper to get all club tax returns filed on a
timely basis.

The Chair of the BOT, Treasurer, Secretary and Commodore are authorized signatories on Club
accounts. Two signatures are required (having four authorized signers should make the task more
manageable when some of the signers are out of town). The Treasurer will ensure that new signatories
fill out signature cards at the bank following the Change of Watch and that signature cards are retired at
the bank for former office holders.

Specific Tasks for the Treasurer:

The Treasurer will ensure that the Annual Report to the Secretary of State is filed/refiled each January
and again after the Change of Watch. Any off-cycle change to the BOT may also require a refile of the
Annual Report (at the Treasurer’s discretion).

The Treasurer will ensure that all Business Licenses are kept up to date and that any associated fees are
disbursed.

After month end, the bookkeeper will issue the following financial statements. All reasonable efforts
shall be taken to deliver these to the Treasurer and Finance Committee before the BOT meeting each
month (2™ Wednesday) or as soon thereafter as possible.

P&L for total OYC for month and YTD against budget
Balance Sheet for OYC

Payroll Summary by Class

P&L. for MS (Mainstation)

P&L for BR (Bridge)

P&L for IH (Island Home)

P&L for AD (Administration)

P&L. for PL (Parking Lot)



e P&L for CH (Clubhouse)
¢ A/R Aging Summary (Arrears report)

1. The Treasurer should look for any obvious errors and correct those.

2. The Finance Committee Chairperson should email all these reports except the Arrears report
(too sensitive with names on it) to the full Finance Committee for its review.

3. Email the Arrears report to BOT chair and to the Club Manager.

4. After answering questions from the Finance Committee, make additional corrections as
required.

5. Determine Reserve Income for the month by adding Initiation fees, Reserve Assessments and
CSP dollars (note: BOT determined to not include CSP dollars for 2023).

6. Transfer Reserve Income from Operations checking to Reserves checking.

7. Send email to bookkeeper confirming this transfer was made.

8. Verify that all Washington Business Bank accounts are below the $250k FDIC limit and correct
if necessary.

9. Send Balance Sheet and summary P&L to OYC Webmaster for posting to the website.

10. Make any other transfers between bank accounts as required. The Treasurer is the only one
allowed to do this.

Monthly Schedule of Financial Tasks

2m Bank e-statements are available end of first business day after month-end

50 Bookkeeper sends out invoices to members

gm First pay period cutoff ends today

g **ACH review at WBB (at least one business day before the pull)

10"  ACH pull from WBB (unless this is a weekend or holiday)

10" First pay period timesheets due to bookkeeper today

15" Bookkeeper should provide monthly financial statements (preferably before the BOT mtg.)
16"  **Transfer assessments, CSP and initiation dollars from operations to reserves. Confirm the
amount with the bookkeeper.

24™  Second pay period cutoff ends today

25" Second pay period timesheets due to bookkeeper today

27"  Have bookkeeper run A/R Aging Summary (Arrears report)

Note: Items shown above with ** require Treasurer approval.

Weekly Schedule of Financial Tasks

Every other week: Checks will be issued for invoices and reimbursements received by the bookkeeper
and a request for approval email will be sent to the signers. Two signatures are required for all checks.



