Greetings, Chapter Treasurers!

e [f you are a new chapter treasurer, welcome
to the group! Be sure that you collaborate

with your predecessor for files and mentoring.

e If you are a returning chapter treasurer, thank
you for the amazing work you have done and
for being willing to do it again!

The following checklist will help guide your work. Links to resources are provided where possible.

[ ] Review the calendar of monthly duties.

[ ] Become familiar with the Chapter Treasurers
Resources page on the GSO website.

[ ] Make sure you and the chapter president are
signers on all financial accounts.

[ ] Serve on chapter executive board.

[ ] Serve as a consultant in the process of chapter
budget development.

[ ] Watch the video training module for DKG online
dues reporting.

[ ] Make sure you can access portal, referred to as
Chapter Connect, through MyDKG on the DKG
website at www.dkg.org. Contact GSO treasurer*
or Trish Woodley (trishw@dkg.org) if you cannot
access the portal.

[] Collect membership dues and fees.

[ ] Maintain an accurate membership roster on
Chapter Connect.

[ ] Receive and pay out all monies belonging to the
organization.

[ ] Keep an accurate account of receipts and
expenditures.

[ ] Send chapter contributions to DKG International
and GSO when collected.

[ ] Present a report at each regular chapter meeting.

[ ] File annually between July 1 and November 15, a
Form 990N report for the IRS. Refer to
instructions for filing through the IRS portal.

[ ] Send a confirmation of the 990N filing to the GSO
treasurer*. Refer to instructions for retrieving
confirmation from IRS site.

[ ] Submit chapter accounts for annual
audit/financial review. See information about the
Chapter Financial Review Committee from page
31 of Guidelines for Chapter Leaders (2019).

[ ] Maintain permanent files. See the suggested
retention schedule.

[ ] Make an annual report on Form 15 to the GSO
treasurer*. (Note: This Form 15 is provided as an
example; it should be completed by the treasurer
in the last biennium. An updated form will be
available next May for your report.)

[ ] Close your eyes. Breathe in deeply. Exhale slowly.
You can do this! Know that you can contact the
GSO treasurer* for assistance when needed.

% GSO Treasurer: Lynn Skinner, 60 Temple Ave, Newnan, GA 30263, dkg.gso.treasurer@gmail.com, (678) 633-2608



https://dkggso.weebly.com/uploads/1/2/5/9/125937881/chapter_treasurers_calendar_2020-2021.pdf
https://dkggso.weebly.com/chapter-treasurers.html
https://dkggso.weebly.com/chapter-treasurers.html
https://drive.google.com/file/d/1Wl8qN-ShXp8YvNKNtyYcYRM7BTEEWzWr/view?usp=sharing
https://drive.google.com/file/d/1Wl8qN-ShXp8YvNKNtyYcYRM7BTEEWzWr/view?usp=sharing
https://www.youtube.com/watch?time_continue=6&v=PKmamgS09TY&feature=emb_logo
http://www.dkg.org/
mailto:trishw@dkg.org
https://drive.google.com/file/d/1Quj23w0y8MpS847PQM-R6ZBGFyD2oxbi/view?usp=sharing
https://drive.google.com/drive/folders/11TetBSFP4d9k29lxgEAKJ-D-u1TuKEWF?usp=sharing
https://drive.google.com/file/d/15qRLxLFAbxp6TGQVo0fjbbv3W44xfw45/view?usp=sharing
https://drive.google.com/file/d/1JnzZV43q-9ECkC3AbCD7Ehq5NbF7x1YJ/view?usp=sharing
https://drive.google.com/file/d/1lSlbHPrYjafJoVTvBy8bFRKqG4i6iYGX/view?usp=sharing
https://drive.google.com/file/d/1lSlbHPrYjafJoVTvBy8bFRKqG4i6iYGX/view?usp=sharing
https://drive.google.com/file/d/19O9r_Gv_U-egzvSbKw3dn2YxTE3WcllU/view?usp=sharing
https://drive.google.com/file/d/1BjaJ9TsynnhSHJk6VJ3Gc_qi8kxqMDH2/view?usp=sharing
https://drive.google.com/file/d/166pjQO3VKVCmjItHvbVZALlzaAp2vHcE/view?usp=sharing
https://drive.google.com/file/d/166pjQO3VKVCmjItHvbVZALlzaAp2vHcE/view?usp=sharing
https://drive.google.com/file/d/1zrudZuh9U6RAdd8lbkfIMJqg0CWjBqOX/view?usp=sharing

