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Key Items to Remember

• Checks must have the name of the Chapter and the Name of the 
Account

• Confirm that all updates have been made for your chapter in MIS
• Check rosters for Mother Members

• Check rosters for Associates

• Check rosters for Teens and children’s birthdates

• Update Quickbooks for Annual Budget

• Monthly Quickbook reports to Chapter Members
• Budget vs. Actual Profit and Loss

• Balance Sheet

• Bank Reconciliation Summary

• General Ledger to the Executive Board



Right Networks

25 out of 56 Chapters have Transitioned

Transition by November 30th for 1st year no cost



Transition to RightNetworks
 Confirm that chapter is ready to transition 

 Upload Quickbooks Datafile to dropbox in chapter folder (.QBB file)

 Notify Regional Treasurer that file is in the dropbox

 Identify the Quickbooks Product Code and License, and QB Password

 Backup file will be placed on RightNetworks

 With Updated Quickbooks 2017 if purchased

 Quickbooks Pro purchase: payment to Eastern Region $209 plus tax ($224.14)

 Receive instructions for accessing RightNetworks

 Access RightNetworks and put icon on desktop



Phone: 919-303-9088



1.
2.

3.

4.

5.

1. Click on QB line
- Use 919-303-9088
2. Open/Restore Company
3. Open Company file
4. Jack and Jill – chapter folder
5. Enter password

• 24 x 7 Helpdesk
• Chat Sessions



• Run Report
• File/Print
• TSPrint on Printer
• TSPrint PDF to save to desktop







New Reports



Chart of Accounts









Chapter Budget Committee



Officers, Committee Chairs, and the Budget

• Chapter officers and committee chairs should be large contributors to 
the budget process.

• Budget committee members can work with officers and chairs on 
developing their budget lines.  How?
• Budget committee members can be assigned officers and committee chairs to 

work with on their budget lines.

• Go through a few years of actual expenses for budget lines and try to come 
close to a reasonable amount.

• Have officers and chairs think about plans for the upcoming program year to 
determine what they anticipate spending.

• Assist in completing the budget request forms with officers and chairs.





Creating your Chapter Budget





Sr Teen Budget 
Monthly Meetings

Regular Meeting Facility 900.00$           room expenses (6 mtgs.@ $100; 1 planning meeting @ $100; 1 installation meeting @ $200)

Meeting Supplies 300.00$           ice breaker/team building supplies; paper plates/napkins/cups/plasticware/etc.

Meeting Food 1,750.00$        6  mtgs.@$225, 1 planning mtg.$100, 1 installation mtg $300 

2,950.00$        SUB TOTAL

Special Activities

Teen Retreat 300.00$           separate from the planning meeting

Glo Run 600.00$           September program

Module Madness 500.00$           February program

Teen Installation Gift 190.00$           19 positions @ $10 gift cards

1,590.00$        SUB TOTAL

Teen Banquet

Teen Recognition 4,000.00$        covers banquet and 42 tickets for 14 Senior families (3 tickets per family) $43.78pp

Teen Gift 1,400.00$        $100 per teen, 14 Teens

5,400.00$        SUB TOTAL

Teen Conference

Teen Conference Committees 3,650.00$        $850 ea delegate registration, $450 Teen Advisor, $300 ea chaperones (5)

Teen Conference Committees 550.00$           banner ($250), display ($150), apparel ($50 setup fee), scrapbook ($100)

Teen Community Service Donation -$                Being collected by the Finance Team!

Regional Teen Officer Courtesies 100.00$           Required by region; 10 officers X $10 gift card

Teen Conference Ad 500.00$           Ad for graduating seniors in Teen Conference Program Booklet (color; inside cover)

4,800.00$        SUB TOTAL

Miscellaneous

Miscellaneous 100.00$           courtesies, mailings, etc.

Tee Shirts 870.00$           $15 * 58  

970.00$           SUB TOTAL

EXPENSES 15,710.00$       TOTAL  

Dues 5,800.00$        58 teens; $100 per teen (14 Seniors, 10 Juniors, 20 Sophomores, 14 Freshman)

Food Subsidy 1,410.00$        47 Moms, $30 per Mom

Teen Conference 4,500.00$        Mothers line item

Teen Recognition 4,000.00$        Mothers line item

INCOME 15,710.00$       

-$                

  

Lead Teen Advisor

• Past Expenses
** Meeting Space
** Refreshments
** Planning Meeting
** Modules
** Gifts
** Teen Conference
** Journal Ads
** Courtesies

• New Initiatives
** Retreat

• Teen Budget
• Mothers Budget



Roles & Responsibilities
(Financial Secretary & Treasurer)



Roles and Responsibilities

 Financial Secretary 
Receives and Records all payments by chapter member for each activity (including 

payment type)

Maintains a receipt book for cash payments

Submits Payments to Treasurer for deposit (provides a separate Confirmation Sheet for 
Fundraising account vs Operating account)

Provides to the chapter a monthly report of funds collected

Provides to the chapter a monthly report of monies owed
The chapter member responsible for collecting the RSVPs for an event should provide the 

final RSVP list to the Financial Team on/shortly after the RSVP date

Co-Chairs Budget Committee

Works with the Internal Audit Committee
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Roles and Responsibilities

 Treasurer 
Makes Deposits provided by Financial Secretary (within one week of receipt)

Provides vouchers for reimbursements

Receives completed vouchers with supporting receipts

 Issues checks as long as requested amount is within approved budget/event funding amt

Records Income and Expenses in QB

Provides monthly QB reports (Bank Recons, P&L, G/L; Budget-to-Actual) to the chapter

Chairs Budget Committee

Enters Budget into QB

Along with chapter President reviews and signs contracts
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Contracts and Check Signing

 All contracts and chapter issued checks must be signed by the President and the 
Treasurer 

 If the President is unavailable to sign she may delegate that task to the Vice President

Additional Notes: 
Although last minute check requests are sometimes unavoidable, leverage Executive 

Board and Mothers Meetings for cutting checks or signing contracts 

Host Mothers / Committee Chairs should consider having the Mother’s meeting as the 
last day for payment for activities prior to the day of the event.  This way the payments 
can be submitted to the Financial Secretary at the meeting and a check can be issued for 
the activity 
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Financial Due Dates
 June 30th – EOY Chapter Financial Reports completed and submitted to HQ

 August 31st – Chapter Audit Report completed and submitted to HQ

 September 30th – Per Capita Reports and Fees and Bonding Fee submitted to the 
National Treasurer and Regional Treasurer

May 15th – Chapter Foundation and Contribution Bank Transmittal submitted to 
Regional Treasurer

May 31st – New Member Forms and Fees submitted to the National Treasurer and 
Regional Treasurer
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Thank you Eastern Region Budget Committee

Connie Page ctpage21@yahoo.com

Jacqueline Parker jacquelinelarue@icloud.com

Crystal Mullins mullins2@mac.com

Debra Allen-Davis deballendavis@gmail.com

Kim Scott kscottcpa@Hotmail.com

mailto:ctpage21@yahoo.com
mailto:jacquelinelarue@icloud.com
mailto:mullins2@mac.com
mailto:deballendavis@gmail.com
mailto:kscottcpa@Hotmail.com


Delia Ware - Tibbs
Eastern Regional Treasurer
jjeasternrtdelia@gmail.com

mailto:jjeasternrtdelia@gmail.com

