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Andrew Mason, 11/2001

General Subs-based Activities
=============================
Generation of subs letters in December.
Receipt of subs returns.
Updating of database address details etc from returns
Entering of financial data from returns
Generation of nasty subs letters in Feb
Dis-membering of unpaid members in May

Non-Member Subs
===============
Billing of library, APJOR etc in Nov/Dec
Receipt of associated subs
Updating of address info etc in database
Updating of financial info in database

New-Members
===========
Entering of membership details etc in database
Generation of welcoming letter
Entering of financial payment details

Liaison Activities
==================
IFORS etc payment etc

Conference Activities
=====================
Processing of financial activities

Financial Activities
====================
Reconciliation with bank balances
Generation of annual reports
Generation of GST returns
Deposits of funds
Writing + signing of cheques

Society Activities
==================
Generation of annual report
Mailing of members for AGM
Submission of annual report to companies office

Newsletter Activities
=====================
Writing of newsletter
Layout of newsletter
Generation of membership lists
Posting of newsletter

Branch Activities
=================
Generation of membership lists
Generation and maintenance of Email lists

Web Activities
==============
Posting of new documents (newsletter, Annual Report, Financial reports)
Generation and posting of membership list
Updating of link to current conference
Updating of Email redirection


Notes from AJM 1999

Receipt of Subs

1. Open envelope

2. Write membership # on front of cheque (not in bank area at bottom)

3. Circle amount paid on subscription form, confirming matches cheque, or write on amount if different.

Entry of Subs - Cheques

1. Go to Transactions Form

2. Select a deposit date, ddmmyy

3. Generate deposit ID, Dddmmyy, eg D190598, one per deposit action (cheques or credit cards)

Underlying Principles

1. Each payment received has a unique receipt ID, eg R000046

2. A receipt may translate into many payment items, eg a payment for sub 97 and subs 98

3. A transfer is the receipt or payment of money

4. A transaction is the allocation of money to an annual report category and/or member

Important Dates

1.  Late Jan and late July – GST forms!

Billing Cycle

1.  (Nov/Dec) Ensure database is up-to-date (all subs payments processed, addresses up-to-date etc).

2.  Backup the database (In the backup directory, as file “orsnz yyyy.mm.dd.zip”).

3.  Turn all one year owing members into pending suspension members (“P”).  

4.  Rename the table Subs to Subs yyyy/yyyy++.

5.  Add rows to Subrates table for the next “Yearending” (can copy and paste if rates have been left the same at the previous AGM).  Update discount date (allow time for mailout, plus a few weeks).

6.  Run Query “Subs_1 MakeSubsTable”.  Check that the Subs table is correct.

Add any required notes under “subnotes” in Subs Table.

Run query Subs2 AddtoBillingRecord.

Run query Subs3 AdjustBalances

Mail merge!

Post.

(some later month) Send out really nasty letters.

Turn pending suspension members (“P”) into suspended members (“S”).

Update TransactionTypes table to include subs transactions for the new year (members paying when they join will go into these categories).

