
THE BASICS:

BEST PRACTICES & BOOKKEEPING IDEAS

Julie O., District 19 Treasurer



Treasurer Role

• Safeguard/Secure Funds

• Process Accounts Receivables/Payable

• Report

• Carryout Group Conscience



Safeguard/Secure Funds
• Secure bank account

• Closely monitor account activity

• Deposit funds in a timely manner 

• Venmo transfers

• Mobile deposits

• ATM deposits

• Add/transfer account

• ATM card

• Mobile access



Process Accounts 
Receivables/Payable

• Develop AR/AP processes

• Utilize accounting tools and forms

• Documentation/paper trail

• Create Treasurer email account



Accounts Receivable

• Receipt funds received

• Contribution amount

• Contribution Receipt

• Date

• Group name

• Payment method

• Check No.

• GSO #



Accounts Payable
• Record outgoing funds.

• ALWAYS request invoice.

• Payment Voucher

• Paid to/Date paid

• Bank account used 

• Check#/Venmo
• Purpose

• Description

• Amount paid
• Prepared by (Treasurer)

• Final approval (DCM)JO AO



Report

• District Reporting

• Area Reporting



District Reporting

• ONLY report on finalized bank balance

• District Treasurer Report

• Starting balance (Date of last report)

• Report total income

• Group contributions

• District 7th tradition

• Earned interest



District Reporting

• District Treasurer Report

• Report total expenses
• Direct payments (Workshops, contributions)

• Prudent reserve (determined by District) 

• Working available funds

• Monthly costs (Rent, ASL, etc.)

• Ending balance (Date of AR/AP reconciliation)



Area Reporting
• It’s an EYE Chart! ☺

• Record Income/Expenses

• Year-to-date 
• Historical data
• Housed in Google Drive



Carryout Group Conscience

• Role is to present historical reference

• “Principle of Poverty”

• Funds committed to regularly scheduled annual 
events the District sponsors



THANK YOU!


