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Thank you for choosing to volunteer your
time to your State Chapter of ACDA!

As Treasurer you should become familiar with the Financial
Policies and Procedures Manual available on the ACDA
website www.acda.org

The Financial Policies and Procedures Manual contains specific
rules and guidelines that must be followed to protect our
501c3 status and steward our resources.

This handbook is designed to give guidance on practical issues
related to performing the duties of the treasurer position.
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A special note…
 As treasurer you are entrusted with the chapter

assets. The procedures in the pages that follow
are designed to provide transparency and
accountability.  The procedures are for your
protection as well as that of ACDA.
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A special consideration
The time required to fulfill the treasurer duties will vary by

state.  There will be busy times and slow times during
the year.  It is important to keep the books current, even
in the busy times.  If the books are properly maintained
(as outlined in this document) then the required
reporting will not be a burden. If the books are not kept
current, then the reporting will be a burden.  However, it
is important to realize that it is the time to properly
maintain the books that is the issue, not the reporting
requirements.
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A special consideration continued

It is important to consider your other time
commitments before taking on the treasurer
position.  If you are simultaneously a full time
teacher, director of music at your church, and
leader of a community chorus, then your
schedule may not allow the time necessary to
properly maintain the state books.  With the
other types of commitments mentioned above,
the treasurer duties will probably be the first to
suffer.  Please take this into consideration.
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The treasurer duties can be summarized
into three broad categories

 Cash disbursements
 Cash receipts
 Record keeping and reporting



Cash Disbursements
A few simple rules need to be followed to

insure proper accounting for cash
disbursements

 All cash disbursements need to be properly
supported.  The next few pages will discuss
appropriate supporting documents.
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Cash Disbursements continued…

 All disbursements should be supported by
original receipts.
 Detailed line item credit card receipts should be

submitted.  Credit card receipts showing only the
total are not adequate.

 When ordering off the internet (airfare, supplies,
etc) a detail line item receipt should be printed.
A summary receipt showing only the total is not
adequate
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Cash Disbursements continued…

 Use ACDA forms to further support
disbursements
 The “Travel Expense Form” should be submitted for all

travel expenses
 An “Agreement for Services” and “Form W-9” are required

for  payments to individuals over $600 (excluding expense
reimbursements which require the “Travel Expense Form”
or “Funds Request Form”)-more on this topic later

 The “Funds Request Form” should be used to document
all other expenses

 All of these forms are available on the ACDA website and
examples follow on the next four pages
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Cash Disbursements continued…

 Once a payment has been made, the
invoice, receipt or other supporting
documentation should be defaced in order
to prevent duplicate payment and to
facilitate recordkeeping

 Deface the invoice by including information
about date paid, check number, etc.  An
example follows on the next page

 Once a payment has been made, the
invoice, receipt or other supporting
documentation should be defaced in order
to prevent duplicate payment and to
facilitate recordkeeping

 Deface the invoice by including information
about date paid, check number, etc.  An
example follows on the next page





Cash Disbursements continued…

 Consult the Financial Policies and
Procedures Manual for specific rules
regarding reimbursement limitations and
specifically prohibited expenses
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operation of the chapter are allowed
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Cash Disbursements continued…

 Don’t forget to
consider the budget!
If expenses that were
not budgeted arise
then consider revising
planned future
expenditures
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Special Rules for payments of
$600 or more to individuals
 Payments to individuals for $600 or more

must be supported by an Agreement for
Services and a Form W-9.

 This includes payments to clinicians,
accompanists, presenters, composers,
chapter officer honorariums, lawyers,
accountants, etc.
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Special Rules for payments of
$600 or more to individuals continued…

 This also includes payments to individuals
for services such as website maintenance,
audio/video recording, etc.

 The $600 threshold includes cumulative
payments.  For example, if you make 6
payments of $100 to a webmaster during
the year then you must secure at least a
Form W-9 and preferably an Agreement for
Services as well
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Special Rules for payments of
$600 or more to individuals continued…

 A copy of the completed Agreement for
Services and Form W-9 must be sent to the
National Office

 The National Office will use the information
from the forms to send Tax Form 1099 to
the individuals as required by the IRS

 Severe penalties can be imposed by the
IRS for failure to send out required 1099’s
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Cash Disbursements summary

 Disbursements must have proper
supporting documents

 Use the appropriate ACDA form to
document the nature of the expense

 Deface Invoices
 Follow IRS and ACDA rules
 Be aware of exceeding planned expenses
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Cash Receipts
 State Chapter receipts come from many

sources.  The most common are event
registration fees, honor choir fees and
concert tickets.

 Although there are no prescribed ACDA
forms to use for cash receipts, there are
some general guidelines that should be
followed.
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Cash Receipts continued…

All funds collected should be deposited timely and
intact.



Cash Receipts continued…

 Timely means as soon as practical, but ideally
within a day or two of receipt.  Intact means that
funds collected together should be deposited
together.  If $4,000 was collected at a workshop,
$4,000 should be deposited together after the
event.  If $3,200 is deposited the day after the
event and $650 is deposited two days later and
the remaining $150 is deposited five days later
then the deposit was not made intact (or timely).
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Cash Receipts continued…

 Supporting documentation for deposits
 Documentation may vary by state and by event
 Sufficient detail should be maintained to answer

the question of what items made up the deposit
 It may be possible to include sufficient detail on

the deposit slip (by listing checks individually) or
it can be maintained elsewhere (bookkeeping
software, excel spreadsheet, etc)

 An example of sufficient documentation follows
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Cash Receipts continued…

 Example deposit documentation
The state chapter has a convention with a

registration fee, optional reading session
music and concert tickets

For the sake of this example ten people
attend the convention

Total receipts of $1,450 are collected
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Deposit documentation
continued…
Let’s assume the deposit slip to the

right is completed and taken to
the bank.  If a copy of this
deposit slip is the only
documentation for the
convention receipts, it is not
adequate.  It does not give
enough information about the
nature of the items comprising
the deposit.
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Deposit documentation
continued…

Let’s assume the deposit slip is
filled out in more detail.  This
deposit slip is much better, but
alone it still leaves questions.
For example, how much of the
receipts were registration?  How
much were tickets?  These
details are necessary for the
audit and helpful for planning
future events.
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Deposit documentation continued…
It is not always possible to include all of the details

of the receipts on the face of the deposit slip.
However, a spreadsheet could be prepared that

gave all of the details of the deposit.
This spreadsheet would provide a proper accounting

for the funds received and serve as a useful
planning tool for future conventions.
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Deposit documentation continued…
A copy of the deposit slip could be attached to the

spreadsheet and this would serve as adequate
documentation for the deposit.

Alternatively, if the state chapter is using accounting
software they could enter all of the deposit details
(attendee name, breakout of receipts) into the
software.  Even when using software you could
enter the deposit in summary as long as a
spreadsheet is available with the details.
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Deposit documentation continued…
The exact way you choose to document

receipts is up to you.  However, if your
documentation cannot answer in detail the
basic questions answered by the
spreadsheet (who? how much? when?
why?) then better documentation is
needed.
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Best accounting for ticket sales
ACDA events often involve ticket sales.

Ticket sales are often in cash and therefore
require additional care.   Amounts
deposited from tickets sales should be
reconciled to the number of tickets sold.
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Best accounting for ticket sales
continued…
Accounting for ticket sales is best

accomplished by the use of pre-numbered
tickets.

The simple tickets shown at right are
available at any office supply store and
work well.
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Alternatively, chapters may have tickets
professionally printed, or create their own tickets
using word processing software.  Regardless of
the type of ticket used they should be pre-
numbered.  At the end of the event the number of
tickets sold (as determined by using the ticket
numbers) should be reconciled to the amount
collected and deposited.  A record should be kept
of the ticket numbers used to support the deposit.
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Cash Receipts summary
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Record keeping and Reporting
The final section of this handbook addresses

best practices for record keeping and
reporting requirements.



Record keeping best practices
The term “record keeping” in this handbook

refers to:
 Physically maintaining the accounting

records (i.e. support for cash receipts and
disbursements)

 Recording and accumulating individual
transactions in a manner that allows for
summary reporting
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the possession of the current treasurer.
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treasurer all the records need to go to the
new treasurer.
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Record keeping best practices
Physical maintenance of the records
 The records should be filed in a logical

manner so that they are readily accessible
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 Cash disbursements would most logically

be filed in check number order
Alternatively they could be filed by vendor

 Each payment should be supported by
receipts, invoices, and the appropriate
ACDA form
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 Each deposit should be supported
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handbook
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Reporting best practices
A complete listing of the chapter transactions

(cash disbursements and cash receipts)
should be maintained in a register.

This register will be the cornerstone of the
chapter’s financial reporting.

This register of transactions can take many
forms.
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Reporting best practices
The chapter transaction register could be

maintained using:
 Checkbook register
 Excel spreadsheet
 Bookkeeping software
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Reporting best practices
The use of simple bookkeeping software (such as Quicken

or Microsoft Money) is highly recommended.  The
advantages of software are numerous.  Advantages
include:

- easy to learn and use
- easy to generate reports (budget to actual,
current year vs. prior year, quarterly reports, etc.)

- easy to reconcile bank statements
- records easily transferred to successor treasurer
- easy to maintain records for several years of

transactions

The use of simple bookkeeping software (such as Quicken
or Microsoft Money) is highly recommended.  The
advantages of software are numerous.  Advantages
include:

- easy to learn and use
- easy to generate reports (budget to actual,
current year vs. prior year, quarterly reports, etc.)

- easy to reconcile bank statements
- records easily transferred to successor treasurer
- easy to maintain records for several years of

transactions



Reporting best practices
The Division Accountant is available to help

you set up accounting software.  If you
provide the information the Division
Accountant can do all of the work to set the
system up.
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Reporting best practices
Regardless of the method used to track

transactions (check register, spreadsheet,
software) the register listing must show the
date, amount, document number, payee
and nature of the cash receipt or
disbursement.  This listing can then be
used to prepare an income statement at
year-end.
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Required Reporting
Each quarter the state chapter should

provide the National office with:
 A complete copy of the chapter bank statements.

This includes all image pages provided by the
bank.  A statement should be provided for every
account in the chapter’s name (checking,
savings, investments, etc.)

 A transaction register (as described in the
preceding pages)
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Required Reporting continued

At year end (06/30/XX) the chapter should
complete and submit the State Chapter
Year-End Financial Reporting Form
(available on the ACDA website) or an
acceptable equivalent (contact the Division
Accountant for details).
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Required Reporting continued

By following the guidelines set forth in this
document for processing cash receipts and
cash disbursements, and maintaining a
transaction register, you will have
accumulated all of the information needed
for the year-end and quarterly reporting.  If
records are maintained consistently during
the year, then the reporting will require little
additional time.
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Contact Us
Assistance is only a phone call or e-mail

away.  Please contact the Division
Accountant if you have any questions.  The
Division Accountant can assist you in any
area of the chapter accounting.
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Thank you again for choosing to donate your
time to ACDA by serving as chapter
treasurer.  Willing volunteers are the
backbone of ACDA.  Please do not hesitate
to allow us to help you fullfill your duties
any way that we can.
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