Garden Club Treasurer Transition Checklist

@ FISCAL YEAR:

2nectict™

Treasurer Name:

EIN # CT Business ID (if applicable)

Official Club Name

Official Club Address

Treasurer Duties

[J List of Treasurer Responsibilities according to Bylaws
[ List of Club Treasurer Duties

General Information

[J Our fiscal year dates are months to

[J We are determined a 501(c) (3) tax-exempt organization via
______Through The FGCCT
______Independently

[CJ Our gross receipts are normally (average of last 3 years)
___$50,000 or less (990-N postcard)
____$ Over $50,001 - $200,000 and assets < $500,000 (Form 990-EZ2)
____$ Over 200,001 or assets > $500,000 (Form 990)

[0 We normally file our IRS 990-series via
____Using the service of FGCCT to fill out our 990-N postcard
____Using an accounting firm

____Using online tax company

____ Other

[J Our 990-series IRS tax return is due by each year
[J The last 990-series IRS tax return was filed for our club was for year
[J In the month of we send in our updated officer information to FGCCT

[J We use a credit card processor Y/N? (merchant provider)




[J We have the following insurance (agent)
__ General Liability
___Directors & Officers Insurance
___Automotive
___Property

Banks and Assets

[ Signers on our accounts are to be for the following officers:

[J The signers for all banks for these officers have been updated on

[J We have a safe deposit box Y/N? Location

[J The following officers have a key to our safe deposit box

[J We have a storage unit Y/N? Location

[J The following officers have a key to our storage unit

[J 1 am familiar with the FDIC banking limits
[J We have restricted funds Y/N?

Investment Accounts

[J Wehave ____ investment accounts

[J We use for our investments

[J Maturity Dates for EACH investment

[J Our yearly goal (budget) for investment income is based on % of

Bookkeeping Information

[J We use to keep our books
[J The backup method for our books is
[J 1 have the User name and password for bookkeeping software

[J The software we use is GAAP approved y/n?

[J Our budget is inputted as Monthly, Quarterly or Yearly

[(J I am comfortable with the Chart of Accounts

[J I know what & how to print the financial statements for the Board meetings




State of Connecticut

[J We normally have 5 or fewer fundraising events per fiscal year Y/N?
[ We are incorporated Y/N?

[J If so, our CT Business ID is

[J We are obligated to file each year with the State of Connecticut Y/N?
[J Our last CT filing was on

[J Next filing date to CT is due
[J We register with for our raffle licenses

Our club’s permanent records include (check all that apply)

[J Mission Statement

[J Articles of Incorporation
[J Bylaws

[J Chart of Accounts

[ State Income 501(c)(3) Tax Exemption Determination Letter
from FGCCT with Cover letter or
Individual Club Determination Letter

[J Confirmation of our last 990 tax filing records

[J Charity Registration Documents

[ Year End Financial Report & Statement

[0 Treasurer’s reports (budget vs actuals, etc)

[J Budget

[J Financial Documents (bank statements, check registers, receipts, invoices, etc)
[ List of Bank Accounts

[J List of Investment Accounts

[J List of all affiliated Banks including contact and password information
[J Credit Card Processor Terms and Conditions

[J Insurance Policies

[J Conflict of Interest Policy



[J I may obtain COI certificates from . They expire in 1 year.

Our Clubs Fundraisers

[J Raffle permits are obtained at
[J We currently have _ fundraisers
O 1.
O 2.
O 3.
O 4.
O 5.

[J 6. ANY fundraiser over 5 is not eligible for tax exemption

Our Clubs Grants

[J We have grants to mangage y/n?

[J List EACH grant as restricted (and type - time and/or use) or non-restricted

[J Where is the copy of EACH grant stored (preferably through your accounting software)
[CJ Where is EACH grant managed? (preferably through your accounting software)

[J Who is in charge of EACH grant?
[J When is the letter to funder for EACH grant due?
[J Who also knows when the letter is due?

Technology

[J Financial software used?

[J Is your financial software stored on the cloud
[J Bulk Email service used?

[J 1 am familiar with GAAP accounting principles.

[ Payment processors used
[J Payment processor is PCI compliant.

[J I know the monthly costs of the services

[J My club owns its domain name y/n?

[J My club is connected to Google Workspace y/n?

[J My email signature is up to date and has my title and club info
[J Website is secured (httpS//)

[J Website is hosted by
[J Website platform




[J Who maintains the website

[J My search engine is up to date (security measure) y/n
[J Security software used
[J 1 know the importance of strong passwords Y/N

Workshops and Training to Attend

[J Upcoming FGCCT Treasurer Workshop Dates

Internal Audit Items

[J Our bank reconciliations are done monthly

[J Our treasurer reports at each meeting.

[J % Expenses are going to Direct program services (should be 65% )

[J % Expenses are going to Admin & Fundraising (should be 35% or less)
[J We have filed our 990 for the year

[J We have completed a budget for the year

[CJ The annual budget has been approved

Notes:

Ver 11.21.2024

This list is dynamic. Changes are made continuously to maintain its integrity. Kindly submit any
comments or suggested additions to:

maryann.lynn@ctgardenclubs.org


mailto:maryann.lynn@ctgardenclubs.org

	Treasurer Duties  
	General Information 
	Banks and Assets 
	Investment Accounts 
	Bookkeeping Information 
	 
	 
	State of Connecticut  
	 
	 
	Our club’s permanent records include (check all that apply) 
	Our Clubs Fundraisers 
	 
	 Our Clubs Grants 
	Technology 
	Workshops and Training to Attend 
	 
	Internal Audit Items 
	Notes: 

