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CMSA'’s chapters have all sizes of Piggy Banks. Some of them have a few dimes and quarters in
them, and some have been stuffed full of bills. No matter what the size of your Piggy Bank,
there are certain steps you should follow to manage your chapter’s money as Treasurer. This
guide is designed to provide you with a few pointers so that you can manage it prudently.

The guide is divided into the following sections:
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Dear Chapter Treasurer:

| would like to give you a formal, warm welcome on your position of Treasurer for the local CMSA chapter. As
Chapter Treasurer you have taken on a very important responsibility. The National Office wants to help you

with this responsibility.

There are many useful resources on the CMSA website that will help you in this position. These resources can

be found on the brown Chapter tab on www.cmsa.org then look on Tools and Resources. There you will find

the Roles and Responsibilities of the Board Members. Here you can find a sample job description for the
position of Treasurer. This is a basic version and your chapter may have other duties to include. Please
consult with the chapter President and Board for any specific policies and procedures that your chapter may

require in the Treasurer position.

Under the brown Chapter tab, in the Financial and Legal section, you will find many documents and
information that will be related to your role as Treasurer. This Treasurer’s Guide will also give you helpful tips

to organizing your checkbook and compiling required reports.

Nikki N. Jackson MA

Client Services Coordinator
Case Management Society of America (CMSA)

6301 Ranch Drive | Little Rock, AR 72223
T: (501) 673-1120 F: (501) 221-9068
E: njackson@acminet.com

Follow Us: Website | Facebook | Linkedin
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Association Changes

Dues Remittance Reports

The dues remittance reports are no longer included in the chapter checks. This report is now available for
download through the Chapter Portal. When pulling these reports please make note of the date that the check
was issued for. Your chapter receives dues on the 20" for the month prior. (Example: In November your
chapter will receive a check for all new/renewing members that paid dues in the month of October.)

Direct Deposits

In our efforts to go green CMSA is offering a new way for chapters to get their chapter dues checks. Having
the money transferred directly to your chapter account will cut back on lost chapter checks, due to the
frequent transitioning of officers. This new feature will make the position of being a Treasurer that much more
easy.

We are still in the process of making this feature available. To get your chapter started we will need a voided
check and a completed Direct Deposit request form. For those chapters who want to continue to receive their
chapter checks in the mail we will continue that service. If there are any questions about this offer please
contact Tonia Salas at tsalas@cm-innovators.com of 501-225-2229 ext 1116.

PIGGY BANK POINTERS FOR THE BEGINNING OF THE YEAR

SEND THE NATIONAL OFFICE AN “OFFICER UPDATE FORM”

4 When your chapter elects new officers, check with your President to make sure your chapter sends
an “Officer Update Form” to the National Office. Without current information, we cannot send
your chapter any dues. When case managers join CMSA, they send both their national dues and
local chapter dues to the National Office.

¢ Acheck is made out to your chapter for the amount of those dues. Once this check is received, you
will be able to download a copy of the Dues Remittance Report, thru the Chapter Portal. The
Officer Update Form lets the National Office know who to send the check to and to what address.

If your term of office for Treasurer has expired and you are re-elected, you still need to send us a
form so that we can change the expiration date of your term in our database. The database will
not let us send you the check if your term of office has expired. It also will not let us send you a

check if your membership to CMSA has expired.
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OBTAIN FINANCIAL RECORDS FROM PREVIOUS TREASURER

¢ If you have just been elected Treasurer, the first thing you should do is ask the previous Treasurer
for all your chapter’s financial records. These records should include bank statements, financial
statements, budgets, audits, tax returns, check registers, checks, and deposit slips. You also need
to ask the previous Treasurer if any bills still need to be paid. Once you have all these things, set up
a safe place to keep them so you will not lose them. If your chapter is ever audited by the IRS, you
will need all this information.

¢ Set up a Meeting with the Outgoing Treasurer. Not a casual discussion over the phone or an
offhand contact after another meeting. Insist, that you both spend time together convenient to you
both. Go over the books together studying procedures and asking questions about any items you
don’t understand.

BOOK KEEPING PROCEDURES

¢ Study the current Treasurer’s book keeping procedures and decide if you want to continue these
practices, or whether a new of adapted system is indicated. You don’t want to make any snap
decisions, so the more advanced study of the books, will allow you to develop a better
understanding of how things are run. Then you will know whether there is a need for a change in
the bookkeeping method.

CHANGE THE SIGNATURE CARD FOR YOUR BANK ACCOUNT
¢ When your new officers are elected, make sure you change your chapter’s signature card at the
bank so the new officers can sign checks. Usually, the Executive Director, President, Vice President,
and Treasurer can sign checks. Most banks require a letter authorizing them to change the
signature card. Typically, the letter has to include a copy of the official minutes that show who the
new officers are. Check with your bank to see what you need.

THE CHAPTERS INVENTORY

Accept and double check the inventory of chapter property. Such things as banners, projectors and public
address systems can get lost or permanently “borrowed” if you fail to follow through. They represent assets
and you are the person in charge of it.
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DEVELOP AN ANNUAL BUDGET

One of your most important responsibilities as the Treasurer is to manage your chapter’s money in a
prudent way. The best way to do this is to develop a budget. If you have not developed a budget
before, it is not hard to do. On page 17 of this guide is an example of a budget that shows you some
basic categories that you might want to include in your budget. Use the following steps to build a
budget:

¢ Write down all the income that you think you will receive during the year and put it into categories
(e.g. chapter dues - $500, conference registration - $1,000)
Add up all the income and write down the total.
Write down all the expenses that you think you will incur during the year and put it into categories
(e.g. postage - $500, office supplies - $50).
Add up the expenses and write down the total.
Subtract the total income from the total expenses.
If your income is bigger than your expenses, then you are in good shape. If not, you should keep
working on the budget.

¢ The final step is to make sure that your board approves the budget before the fiscal year begins
(January 1).

The leading membership association providing professional collaboration across the health care continuum.
Case Management Society of America | 6301 Ranch Drive | Little Rock, AR 72223 T 501.225.2229 F 501.221.9068 E cmsa@cmsa.org



Page |7

PIGGY BANK POINTERS THROUGHOUT THE YEAR

REVISE YOUR BUDGET CONSTANTLY

As the year progresses you will need to revise your budget. You might need to revise your budget because
you have decided to do a new project such as host a one-day conference. You might have to revise it because
your chapter did not receive as much money in dues as expected. Or, you might have to revise it because you
need more money for postage. Whatever the reason might be, remember to keep a close eye on your income
and expenses throughout the year and revise your budget as things change. As you revise it, make sure the
board reviews the revisions.

GIVE A TREASURER’S REPORT AT EVERY BOARD MEETING

As Chapter Treasurer, you have the responsibility of keeping the board informed about your chapter’s
finances. At each board meeting, you should give a Treasurer’s report and submit a copy of it to the
Secretary for the minutes. In your Treasurer’s Report, you should tell the board how much revenue has been
received to date, and how much has been spent. The Treasurer’s Report is your chance to let the Board know
how the chapter is doing, especially if your Piggy Bank is low.

¢ If you have an upcoming event, such as a conference, you might give a report on the projected
income and expenses for it. If you have revised your budget, you will also want to report on it.

¢ Onpagel8isl y SEI YLI S 2F | YowahidsdeditdhNISdNIxapy dfldbelfiRahElsh
with the written report. The financials include The Statement of Activities (page20) and the
Statement of Financial Position (page21). If you have revised the budget, you will also need to
include a copy of it as well.

MAKE AND RECORD ALL DEPOSITS QUICKLY
As soon as you receive money, deposit it as quickly as you can. The longer you wait; the chances are greater
you will lose it. Before you make the deposit, record it in your check register. You will want to record the date
of the deposit and the amount that it was for. By doing so, it will be easy to balance your checkbook at the
end of the month. It is also a good idea to photo copy the deposits for easy reference later on who paid what.
¢ Please note that CMSA is offering direct deposits for chapter checks. Please send in a voided
check and the direct deposit form.

GET IT IN WRITING

Insist on prompt detailed reports from officers and committees on any expenses incurred or on any income.
Make sure you get these reports in writing. If your chapter is a large chapter, it will help to keep a
documentary week-by-week account of chapter activities as the affect finances. This way as you prepare your
periodic reports and your year-end Treasurer’s Report, all the information will be there, ready for your use.
You will never have to guess, alibi, or apologize.
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SAVE YOUR RECEIPTS AND RECORD YOUR CHECKS

As soon as you write a check, record it in your check register. Record who the check was to, the date it was
written, the amount, and the check number. With each check that you write, you will need to save a copy of
the receipt. If you are reimbursing a member of your chapter, make sure the member gives you a copy of the
receipt. If you record your checks as you write them, it will be easy to balance your checkbook at the end of
the month.

BALANCE YOUR CHECKBOOK

Make sure that you balance your chapter’s checkbook when you receive the bank statement each month. You
need to make sure what you have written as the balance in your checkbook is the balance that is on the bank
statement. Make sure you reconcile your statement each month so that you can give accurate financial
reports to the board. The longer you wait to record checks and deposits, the harder it will be to balance your
checkbook.

USE GOOD INTERNAL CONTROLS

Your job is to keep a very close eye on your chapter’s money. Good internal controls are the way to do this.
Good internal controls are such things as:
e Recording checks
e Saving receipts
e Giving a Treasurer’s report at every board meeting
e Having expenses approved by the board or included in the budget
e Have a person who is not involved in the accounting process open the bank statement each month.
This person could be your chapter secretary. This person should review the bank statement, along
with the canceled checks, to make sure no money has been misappropriated.
« Require any checks in excess of a certain amount signed by two officers. If your chapter has a small
bank account (S50 to $3,000), you would probably want checks over $250 signed by two officers. If
you have a larger account ($3,000 to $10,000), you would want to increase that amount to $500. No
matter what the size of your account, any check over $2,500 should have dual signatures.
e Expenses should be pre-approved by the Board through the budget in writing.
e Record checks and save receipts.
e Give a Treasurer’s Report at every Board meeting.
e Have another officer open and review the bank statement.
e Require that checks in excess of a certain amount have dual signatures.
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Exemption Status

501 (c)(6) Status what does that mean?

All CMSA local chapters are covered and are exempt from federal income tax under the National chapter’s
group exemption.

CMSA IS NOT STATE SALES TAX EXEMPT. To find out if your state allows tax exemption to 501(c)(6)
organizations or to find out the process of obtaining the exemption, please contact your local Secretary of
State’s Office.

CMSA Tax ID

Your chapter also has its own tax-ld number. This will be needed for things such as your annual taxes, as well
other various business transactions. It is important that your chapter keep this on file in a place where you or
members of your board can quickly access the number in case it is needed.

Do not use CMSA National’s Tax ID number for chapter activities. If someone is attending a National event,
or joining as a Member, they can contact CMSA National to receive that information, if it is needed.
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PIGGY BANK POINTERS FOR THE END OF THE YEAR

FILE YOUR CHAPTER’S TAX RETURN BY May 15

The Internal Revenue Service has completed its revision of the 2008 Form 990 instructions* and posted them,

along with three new background documents explaining the new form and instructions.

NEW IRS REQUIREMENTS:

1. The IRS has a revised 990 Form that must be used for this filing.

2. 990 and 990EZ forms may be filed electronically this year through approved IRS providers.

3. Organizations under $25,000 in gross receipts should file the e-postcard.

¢

IRS Tax Returns. Your chapter might be required to file a Form 990 or Form 990 EZ with the
IRS at the end of the fiscal year. These are forms filed by federal tax-exempt organizations.
Your chapter did not have to file an application with the IRS for tax exempt status. Instead,
the national office filed for group tax exemption with the IRS. Once your chapter goes
through the official process of affiliating with national, it falls under our group tax
exemption. This group exemption number is 3347.

Federal Tax Exemption CMSA is a 5016(c)(6) means you do not have to pay corporate
federal income tax on income earned from activities substantially related to your purpose.
However, the IRS still wants you to report your income if you have a certain amount. Tax-
exempt organizations that have annual gross receipts not normally in excess of $25,000 are
not required to file the annual information return, but may be required to file an annual
electronic notice (e-Postcard) Form 990-N.

IRS Forms. You can download the forms from the IRS website
(www.irs.gov/formspubs/index.html ). If you do have to file a Form 990 or 990 EZ, it would
probably be worth your chapter’s money to hire a CPA to help you. Since your chapter’s
fiscal year ends December 31, these forms are due to the IRS by May 15th.

If your chapter receives a Form 990 package in the mail, your chapter should file the return
even if the gross do not exceed the $25,000 minimum. Your chapter should simply fill out
the top address portion of the form and simply check the box in the heading to indicate that
your chapter’s annual gross receipts are normally less than $25,000, and sign the return.

Use Date of Form that begins your fiscal year, not the year you are submitting the file.

Form 990 is required if your chapter has gross receipts of $25,000 or more. (Gross receipts
means the money you receive before you subtract expenses from it.)

Form 990 EZ is required if your organization has gross receipts of less than $25,000.
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¢ E-post Card can be filed for gross receipts under $25,000.

¢ Unrelated Business Income Tax. An exemption from income tax does not extend to income
from regularly conducted commercial activities that are not related to a chapter’s exempt
purposes. This is known as unrelated business income tax (UBIT). If your chapter has
unrelated business gross income of $1,000 or more during the year, you must file a Form
990-T with the IRS. Job postings fall into this category.

¢ State Tax Returns. The requirements for filing a state tax return vary from state to state.
You will need to check with your CPA or the state revenue office to find out what your
state’s requirements are.

SURPLUS FUNDS

Chapters do not normally require larger reserve accounts due to the lack of ongoing fixed costs. However,
surplus funds may be generated during the course of business. It is not the purpose of the chapters to
accumulate reserve funds, but rather use these funds to provide more educational programs for its members.
Surplus funds may be placed in an interest-bearing reserve account and allowed to grow to a level of two
times the annual operating budget for necessary chapter services.

Some ideas on use of surplus funds:
e Recruitment campaigns

e Enhancing your chapter’s monthly meetings
e Leadership Training/Enrichment
e Giveaways

e Donations to Charities
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SEND YOUR ANNUAL REPORTS TO THE CMSA NATIONAL OFFICE
CMSA National is required to report certain information to the IRS for all chapters that fall under our federal

group tax exemption. In order to give the IRS accurate information about your chapter, we need certain

financial forms from you. Each year we have to report to the IRS what type of tax return (990 or 990EZ) each

chapter should file with the IRS. In order to know whether you should file a 990 or 990EZ, we need to know

how much money your chapter receives each year. By sending the following information to us, we have the

THE CMSA NATIONAL OFFICE NEEDS THE FOLLOWING EACH YEAR:

® & & 6 o o o

Annual budget

Copy of your federal IRS income tax return (Form 990 or Form 990 EZ)
Copy of your state/local income tax return, if applicable

Copy of your bank statement for beginning of fiscal year

Copy of your bank statement for end of fiscal year

Statement of Activities

Statement of Financial Position (Jan 1, 2010-Dec 31, 2010)

This is your balance sheet listing your assets, liabilities, and equity at the end of the year. If you use
a CPA or bookkeeping service, they will create this statement for you. If you are a small chapter
and have less than $25,000 in gross receipts, you will probably not have one of these to send us.
Annual Audit

Gross Receipts of $100,000 or more: If a chapter has gross receipts of $100,000 or more, an audit
is required, and the chapter must file a 990 with the IRS.

Gross Receipts of $25,000 - $100,000: If a chapter has between $100,000 and $25,000, an audit is
not required.

However:
A financial statements must be prepared by a CPA or bookkeeping service; the financial
statements consist of a statement of financial position and a statement of activities
A chapter must file a 990 EZ with the IRS
Gross Receipts under $25,000: If a chapter has under $25,000, an audit is not required, and you do
not have to have your financial statements put together by a CPA. Instead, you can put together
your financial statements.
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FILE YOUR TWO-YEAR REPORT WITH THE D.C. GOVERNMENT

All chapters are incorporated in D.C. as a Domestic Corporation. In order to remain incorporated in the District
of Columbia as a nonprofit association, all chapters must file a report with the D.C. government every two
years. This report is called “Two-Year Report for Non-Profit Foreign and Domestic Corporations.” It is located
on the D.C. government’s website at www.dcra.org. The filing of this report keeps your chapter in good
standing as a corporation.

This report is due January 15th every two years. New chapters begin filing the first Jan 15 after their
incorporation date. The cost to file this report is $82.50. Even though it is the chapter’s responsibility to file
this report, you may check with the National Office to see what year your report is due.

When you file your report, please make sure to send a copy to the National Office, so that the National Office
can know that it has been filed and that your chapter is in good standing.

PAY YOUR REGISTERED AGENT FEE TO NCR

CMSA chapters are incorporated under CMSA National as a Domestic Corporation at the Department of

Consumer and Regulatory Affairs (DCRA) in Washington DC under a group account, as a 501(c)(6).

The D.C. government reiges that if your organization is not located in D.C., it must have a registered agent
located in D.C.Under incorporation policies, each organization is required to hire a registered agent who acts

as a liaison between the organization and the government body.

The registered agent that the National Office has hired to serve as the registered agent for all the chapters is
the National Corporate Research (NCR). NCR will forward your chapter important legal documents such as
the “Two-Year Report” discussed above.

Each chapter is responsible for paying NFC an annual fee of $125* NCRuwill invoice you annually for the
periodJanDec It is important that you pathis fee to receive legal documents and comply with the D.C. law.
If you have questions about your CSC invoice, please contact the NationalNefficeapters are prorated

their first year if it falls outside a full billing cycle (Sept — Aug).

*This fee is subject to change as CSC fee structure changes.

Each chapter is responsible for incorporating in their state as a Foreign Corporation, as well. This is typically
done through your Secretary of State’s office but some states may have a slightly different process.

The leading membership association providing professional collaboration across the health care continuum.
Case Management Society of America | 6301 Ranch Drive | Little Rock, AR 72223 T 501.225.2229 F 501.221.9068 E cmsa@cmsa.org


http://www.dcra.org/

Page |14

Critical Documents

What are critical Documents? They are documents that are critical to the operation of your chapter that you
as a chapter leader will want to be able to access at a moment’s notice. These are not documents that your
chapter should have to hunt through old boxes and files, phone the previous members of leadership, or write

to some government office in hopes to obtain a copy.

Research shows that many groups keep at least two copies of these documents in separate places, for
example:Current presidents place of business, or treasures files, or the current secretaries files.

Make plans to obtain all your chapters’ critical documents and store them in an organized and secure manner.
Below is a list of suggested documents that all chapters should have with easy, organized access to all chapter

leaders at any given time.

e Alist of current board of Directors and accurate contact information (phone, email, ect.)
e Mission/Values/Vision Statement

e A schedule of Events for the year

e Chapter budget and financial statements
e Articles of Incorporation

e Bylaws/Policies

e 990 Forms

e Banking Information

e W9

e Webmasters contact information

e Chapter Operation Manual (if applicablg

e P.O. Box Information and spare key (if applicable)
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If you have questions about these pointers, please call the National Office at 501-225-2229. We are not CPAs,

however, we can answer some basic questions or try to refer you to someone who can.

Client Services Department

Michele Lee

Manager, Client Services
501-673-1120
mlee@cm-innovators.com

Nikki Jackson

Chapter Services Coordinator
501-673-1121
njackson@cm-innovators.com

Toni Sullivan

Client Services Coordinator
501-673-1110
tsullivan@cm-innovators.com

Accounting Department

David Walker

Manager of Finance
dwalker@cm-innovators.com

Tonia Salas
Accounting Coordinator
tsalas@cm-innovators.com

National Board Treasurer

Jose Alejandro
jlalejandro@aol.com
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2011 BUDGET
Jan 1, 2011 - Dec 31, 2011

Example 1
Case Management Chapter

Revenue
Carry over from Jan 2010- Dec 31,2010 $500.00
Conference $2,000.00
Local Dues $500.00
TOTAL $3,000.00

Expenses
Conference $1,200.00
Postage $200.00
Printing/Copying $350.00
Telephone $50.00
Misc. Expenses $150.00
Newsletter $70.00
Office Supplies $35.00
TOTAL $2,055.00
Balance $945.00

* A copy of this is needed at the National Office for your chapter’s records.

The leading membership association providing professional collaboration across the health care continuum.
Case Management Society of America | 6301 Ranch Drive | Little Rock, AR 72223 T 501.225.2229 F 501.221.9068 E cmsa@cmsa.org



Page |17
Example 2

Treasurer’s Report
Case Management Chapter
December 31, 2010

As of December 31, 2010, the Case Management Chapter has a balance of $930 in its bank
account. For 2010 fiscal year, we have received $2,250 in income. The conference did not do
as well as we had originally budgeted, but membership dues did do better than we had
expected. Our expenses for 2010 were $1,320. We had originally projected in our budget
$2,055. Even though conference expenses remained the same as budgeted, we were able to
cut back in the other categories. Attached you will find the Statement of Activities as of
December 31, 2010 for the Board to review.

Submitted by Nikki Jackson, Treasurer of Case Management Chapter

* A copy of this is needed at the National Office for your chapter’s records. By May 15th™"
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STATEMENT OF ACTIVITIES

A Statement of Activities is an income statement that lists your income and expenses for the year. If you use a
CPA or bookkeeping service, they will create this statement for you. If you use Quicken or some type of
accounting software, it will generate one for you. If you do not, you will need to create one, and send it to our

office.
1.
2.
3.

L ® N o WU

An example of one is on page 20. Follow the steps below to create one:

Categorize your income (e.g. conference revenue, dues revenue, etc...)
Categorize your expenses (e.g. office supplies, postage, telephone expense, conference expenses, etc.

Go through your checkbook and put each deposit under an income category. (Some amounts might
need to be divided under several categories if your deposit included several checks.)

Go through your checkbook and put each check amount under an expense category. (Some amounts
might need to be divided under several categories if you wrote a check for more than one thing.)

Total each category.

Total all income categories for a lump sum.

Total all expense categories for a lump sum.
Subtract your total revenue from your total expense.

This last step tells you how much money you had in your Piggy Bank at the end of the year.
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STATEMENT OF ACTIVITIES

Example 3

December 31, 2010

(For Jan 1, 2010- Dec 31, 2010)
Case Management Chapter

Revenue (for january 1, 2010~ December 31, 2010)
Conference
Dues from Members
TOTAL

EXpenses (for January 1, 2010- December 31, 2010)
Conference
Postage
Printing/Copying
Newsletter
Telephone
Misc. Expenses
Office Supplies
TOTAL

Total increase (decrease) in net assets
Net assets at beginning of year (Jan 1, 2010)

Net assets at end of year (Dec 31, 2010)
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$1,700.00

$550.00
$2,250.00

$1,250.00
$175.00
$250.00
$75.00
$35.00
$100.00

$25.00
$1,910.00

$340.00
$500.00

$840.00

* A copy of this is needed at the National Office for your chapter’s records. By May 15"
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STATEMENT OF FINANCIAL POSITION

Example 4
December 31, 2010

(for January 1, 2010- December 31, 2010)

Case Management Chapter

Assets
Cash
Accounts Receivables
Office Equipment
Depreciation

TOTAL ASSETS

Liabilities
Accounts Payables

Net Assets
Net Assets

TOTAL LIABILITIES & NET ASSETS
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$930.00
$25.00
$0.00
$0.00

$955.00

$115.00

$840.00

$955.00

* A copy of this is needed at the National Office for your chapter’s records. By May 15"
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