 DRAFT OEAFCS   Treasurer   Calendar of TASKS & EVENTS “Year at a Glance”

August 2015
	JANUARY
	FEBRUARY
	MARCH 
	APRIL
	MAY
	JUNE

	Winter Association Meeting
· Request Activity report of each account from 4-H Foundation

· Prepare and present Treasurer’s Report with copies for members
· Send Officers/Committee Chairs Estimate of Needs for preparation of new year’s budget (Due at Winter Meeting)

· Collect Estimate of Needs forms from Officers
· Provide Committee chairs and officers with committee’s category amounts (4-H Foundation: H-45 Spendable Account)

· Conference Committee will determine which county will collect of the OEAFCS Conference Registration and to reimburse members for expenses incurred per Conference committee. 

· Coordinate with VP Professional Dev and VP Awards for processing funds from donors (use H45 account). . 
Reconcile checking account
	JCEP – President submit claim after meeting for 4-H Foundation Reimbursement (Professional Dev. Category)

Reconcile checking account.


	Annual Conference

· VP Prof Dev Committee’s designated county will begin collecting registration.  (the county will deposit into the county agency account and reimburse members per committee agreement) 

Reconcile checking account.


	Annual Conference

Designated County for: registration  

· Registration: Begin collecting registration.    

· Pay Annual Conf. Expenses – motel, speaker, etc out of county agency account
· Receipts for registration will be prepared by county collecting registration

Awards at Conference – Request check from 4-H Foundation (H45 Account-Awards category)

· Cleo Bryan Scholarship $100  (H45 – Professional Dev.)
· Barbara Tricinella Scholarship $100 (H45 – Professional Dev.)
· Past President $250 (H45 – Past Pres. Cat.)

· OEAFCS State Awards (H-45 – Awards Cat.)
· Reimburse for Installation Expenses (H-45 Misc.)
· Reimburse for New Member Initiation (H-45 Misc.)
· At Annual Meeting, attend Pre-Board, Association Business and Post-Board Meetings and prepare and present treasurer’s reports (or updates) with copies for others present.
· Chair Finance Committee and facilitate committee report
Public Policy Workshop (PILD)

Request check from H-45 – Prof. Dev. Cat. -  delegate will submit claim after meeting
Request Activity report of each account from 4-H Foundation

Reconcile checking  and OEAFCS 4-H Foundation Accounts

	Reconcile checking account.


	Reconcile checking account.



	JULY
	AUGUST
	SEPTEMBER
	OCTOBER
	NOVEMBER
	DECEMBER

	Financial Books close June 30th.

Fill out Form 990N (e-postcard) the Annual Electronic Filing Requirement for Small Exempt Organizations –
Turn books over to new Treasurer 
· Books to be audited at OHCE Meeting or another time by appointed committee

$600 Advance 4-H Scholarship is automatically
transferred within the OK 4-H Found.
(interest is transferred from I60 Endowment to E63 to pay for the scholarship)

Reconcile checking account
	Request Activity report of each account from 4-H Foundation

Reconcile checking  and OEAFCS 4-H Foundation Accounts


	To attend NEAFCS Conference  
· President will order & pay for corsages for National winners who are attending NEAFCS.  (submit check request to reimburse President- Money comes from H45 Misc. Cat.) 
· President may need to take a couple of blank signed checks to NEAFCS

Membership Dues

(End of Sept. to October)

Letters need to go out to District Directors along with membership forms for next years’ dues. District Directors collect members’ dues and forms and submit one check to State Treasurer with appropriate forms 
Reconcile checking account.


	To attend NEAFCS Conference  
· Submit Check Request to 4-H Foundation,- H-45 (Prof. Dev.), for payment of $300 to President - voting delegate #1.   will submit claim after meeting

· Submit Check Request to 4-H Foundation,- H-45 (Prof. Dev.) for payment of  $250 each to voting delegate/s (voting delegate #2 to #3 depending on membership numbers).   will submit claim after meeting

· Submit Check Request to 4-H Foundation,- H-45 (Prof. Dev.) for payment of $250 each to DSA Award Winners.  will submit claim after meeting

· Submit Check Request to 4-H Foundation,- H-45 (Prof. Dev.) for payment of $250 each to Cont. Excellence Award Winners.  will submit claim after meeting

Board Meeting-  attend and present Treasurer’s Report/Update

Reconcile checking account.


	Reconcile checking account.


	Pay National Dues - amount determined by membership.  (Money comes from OEAFCS Checking Account)
Transfer state dues to 4-H Foundation H-45 Spendable Account
Reconcile checking  and OEAFCS 




“Questions, Comments, Other”:  
-Provide accounting, payment and deposits for association fundraisers, auctions, etc. determined by board.  

-Convene Budget Committee as needed.
-Communicate with 4-H Foundation regarding OEAFCS Accounts often. 
