

You, and all officers of HCE clubs, are representatives.  You represent not only the local club, but also the whole HCE program throughout the state.  Your skills and abilities, standards and ideals, grooming, speech, and even smiles represent WAHCE.  Representing others is one of your most important responsibilities because it exists at all times – not just while you are at the HCE meetings.  Those who are not acquainted with HCE judge it by its' officers.

Checklist for Treasurers

_____
I inform the bank in which my club’s funds are deposited that I am the new treasurer and I sign the appropriate forms so I can write checks.

_____
I will handle all money matters of the group.

_____
I will keep an accurate record in the treasurer’s book of how all money is used.

_____
I will deposit all funds in the bank as soon as possible.

_____
I will pay all bills promptly as directed by the group and approved by the president.

_____
I will prepare a summary of income and expenses to present for each meeting.  I will also report the current balance.

_____
I will complete the financial summary report in the treasurer’s book at the end of the year and submit the report to the county HCE treasurer.

_____
I remember to thank the people who are on the program.


When writing checks…

1. Use ink.

2. Never erase – if you make a mistake, start a new check!  Write “VOID” on the check with the error.

3. Be sure to date the check when it is written.

4. Enter the name of the person or store to whom the check is written as close to the “pay to the order of” as possible.

5. Do not leave space between dollars and cents.

Correct:



Incorrect:

6. Begin at the extreme left in writing the amount.  Be sure the written amount agrees with the numeric amount.  If a check is for less than one dollar, write the word “Only” and then the amount.

7. Sign the check with your authorized signature, the same way you signed the signature card at the bank.


The check example below was written to Fairway Grocery for $10.34 for food for a county event.


 

Checking Account Record

1. Write the number of the check and the date it was written in the appropriate column.

2. In the “description of transaction” column, write to whom the check was written.

3. Enter the check amount in the “payment/debit” column and then subtract the amount from the remaining balance above and enter the new balance straight across.

4. The column may be used at the end of each month when all the checks written on the account are returned to the treasurer.  This space may be used to ( off the checks which have been cashed to date from the account.

5. “Fee (if any) is a column to list any costs for cashing checks.  The fee amount would then need to be subtracted from the balance if it was not part of the total amount of the check.

6. When a deposit is made into the checking account the amount is recorded in the “deposit/credit” column.  The amount needs to be added to the above balance and recorded straight across.

The checking account record example shows a May 24 check, number 1152, was written to Fairway Grocery for $10.34.  On May 27, a deposit was made in the checking account for $4.56.

____________________________________________________________________________________________

Endorsing Checks

1. To cash a check, it must be endorsed on the back unless it is made out to cash or bearer; then no endorsement is necessary.

2. The check must be endorsed by whomever the check is made payable to.  An endorsement is a signature.

3. All endorsements are made on the back of the check.

4. Do not endorse checks before you plan to cash them because if they were lost anyone could cash them.  Endorse the check just at the time you want to cash it.

5. 
A special endorsement is written: Pay to the order of _______________ and then signed.  The new person can now cash the check.

6. A restrictive endorsement means you endorse the check for a specific purpose.  It can only be deposited into your account.  It's especially advisable to use this endorsement when depositing by mail.

Deposit Slips

1. Date the deposit slip.

2. When depositing cash only, fill in the amount of currency (bills), the amount in coins, and put in the total.

3. When depositing only checks, draw a line through the cash row and then list each check and the amount in the check columns, and put the total of all checks in the proper space.

4. When depositing both cash and checks, list both on a deposit slip.

5. 
When you wish to deposit only part of your checks or cash, put the total amount in the total column, put the amount you wish to keep in the “less cash received” column, and put the total “net deposit” in the proper space.

6. All deposits need to be recorded in the checking account record.

The deposit slip example shows a May 27 deposit was made.  There was a check for $1.25, two $1.00 bills, and $1.31 in coins.  The total deposit was $4.56.
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