Operational Research Society of New Zealand

Processes Associated with the Treasurer
The Treasurer is associated with the following duties:

1) Processing Society Invoices

2) Generating and Monitoring Membership Subscriptions

3) Maintaining the Membership Database

4) Processing Deposits (conference registration and membership subscriptions)

5) Processing Bank Statements

6) Maintaining Files of Invoices and Receipts

7) Completing GST returns

8) Preparing the Database for Audit 

9) Producing a Statement of Accounts and a Treasurer’s Report

10) Providing Financial Information to the President 

Description of Treasurer’s Processes
The hard copies of all documents must be filed, in logical order, in ring binders.

1) Processing Invoices for Payment
· The purpose of the invoice needs to be established.  Normally this is evident from the description of services provided, or from comparison to similar past invoices.  When it is not evident, the Treasurer should contact society members who should know (e.g., the President, Branch Chairs, Newsletter Editor, or Conference Organisers.)

· (i) A unique number is assigned to the invoice and written on the top of the front page.  This is used for cross-referencing with the database and is merely incremented from the last processed invoice.  This is entered in the database in the "Reference" field in the format "Receipt ###" where ### is the unique number. This number should be written on the paper copy of the invoice, and the paper copy then filed.

· (ii) A cheque is written for the amount charged.  The following information should be recorded on the butt of the cheque.: Purpose/recipient, initials of Treasurer, unique invoice number from (i) above, total amount, and the GST component.

· (iii) The cheque and the copy of the invoice (or detached portion) is sent to the relevant party. This includes reimbursements sought by ORSNZ members.  In this case the "invoice" consists of receipts (preferably with full GST information such as GST number and the words "Tax Invoice", to allow GST to be reclaimed by the society).  In this case a photocopy of the receipts is sent back with the reimbursement cheques.  The receipts are stapled to an A4 sheet to aid in filing.  Details of the reasons for reimbursement should be added to this sheet.  Common reasons for reimbursement include: incidental conference costs paid directly by organisers, travel grants for students, stamps and envelopes purchased by for catering for branch meetings and events.

· (iv) The correct identification of the invoice "transaction type" in the database makes the annual reporting more informative.  Identifying direct branch costs (such as catering for meetings) must be carried out for budgeting purposes.  The transaction ID is automatically generated by the database under "next cheque".

· (v) The accounts kept must reflect the current state of affairs and should precede bank statements.  All bankings should be recorded when banked, reversed later if necessary, and recorded again when rebanked.  

2) Generating and Monitoring Membership Subscriptions
In conjunction with the Secretary:

· Ensure addresses and membership types are up to date.

· Update subscription prices in the database.

· Run the set of automated database queries in the membership database.

· Generate mail merge of subscription forms (using word documents).

· Create address labels (using database query of addresses and mail merge for labels).

· Utilise the Treasurer’s Assistant for stuffing and posting envelopes.

The generation of the subscriptions must occur in the period December – February..  It cannot occur later than this as the early bird payment date is targeted for the end of March, so sufficient time needs to be provided for members to make this date.

In early July, subscription reminders are sent out to unpaid members.  By September, any members remaining unpaid have their membership set to "Suspended".

3) Maintaining the Membership Database

Changes, which are the responsibility of the Secretary, are triggered by:

a. Notification from members (normally via email).

b. Membership subscriptions (previous and new members).

c. Conference payments incorporating new member status or membership detail changes.

d. Change of status from student to full member following first year of employment after university.

New members are manually allocated an available ID number.  The receipt of new member information triggers the generation of a welcoming letter by the Secretary. Once changes are made (e.g., address updates), a log of the change is entered in the action box at the bottom of the membership form in the database.  The Secretary and the Treasurer must maintain contact over the maintenance of the membership database, with the Secretary having responsibility for the membership aspects and the Treasurer having responsibility for the financial aspects.

4) Processing Deposits (conference registration, membership subscriptions)
The date these are received should be recorded on the conference registration or membership subscription form (to be used for validating early payment discounts).  The forms should be sorted by payment type (credit card, cheque, cash).  In the event that the Treasurer has insufficient time to process all forms, credit card payments with expiry dates occurring in the immediate future should be processed ahead of all other payments.

These are entered into the transaction database and assigned a deposit code (under the "Ref" field).  This code is used to identify all deposits as a group for use in generating deposit forms by payment type.  The code is normally of the form: DDMMYY#, where DDMMYY is the current date (or first date for current batch of deposits if entered over several days), and # is the payment code (blank = cheque, C = credit card, H = cash).  The transaction ID is automatically generated by the database under "next receipt".

Cheque deposits require the entry of the account name, bank and branch number in the database. Credit cards require name as on the card, card number and expiration date. For the amounts we are interested in we do not bother to seek visa validation/approval (doing so leads to a limit being placed on the time to make the deposit which can cause problems if the processing is done over several days).   Cash should be kept together in a separate envelope.  The amount paid should be recorded clearly on the subscription form along with the words "cash payment".

If there are any mistakes in the payment such as amount or payment details relating to cheques or credit cards, the intact subscription should be passed to the Secretary to be chased up.

Upon entry into the database, the correct transaction type code is required to reflect any discounts relating to membership type or early payment. These discounts should automatically populate the "adjustment" field that reduces the required payment.  

Registration forms include membership detail updates and need to be processed.  These forms should be filed, as they can provide useful backup information in the event of payment disputes.

You can generate a receipt online within the database system when processing any payment by cheque or credit card. (This does not currently give full details of the payment, but does give the total.) Receipts can also be hand written from the ORSNZ receipt book.  The ORSNZ GST number should be recorded on any requested receipts.

Deposits of monies received are made by firstly entering the data into the database, and then using the database generated forms (by payment type) and the BNZ deposit card.  Deposits of all monies received must be made at regular monthly intervals. Any signed zip-zapped credit card slips must be depositted within 7? (to check) days. (Most of our transactions count as “mail order” for which this time constraint does not apply.)

A unique ORSNZ deposit reference code is required for each deposit made at the bank. Any credit card deposits should be entered under their own reference code of the form DddmmyyC (eg D291203C); thus keeping them separate from non-card deposits. All other deposits should use a reference code of the form Dddmmyy (eg D291203). 

When you make the deposit, ask the bank to enter the Dxxxxxx reference code as part of the transaction details. (If they don’t know how to do this, or claim they cannot do this, and you have the energy, ask to speak to a manager!) 

Visa deposits require a printout of the database-generated credit card deposit form, along with the completion of a Visa/mastercard card deposit slip (detailing the number of transactions and the total).  These are then placed in the bank supplied plastic bag, and depositted at a bank branch.  Deposit receipts should be received at the bank and then stapled to copies of the database generated deposit forms and filed accordingly. 

For Credit Cards, an alternative option is to mail the deposit slip and printed records directly to BNZ Merchant Services, at


Merchant Services Adminsitration


BNZ Payments,


PO Box 2842,


Wellington

A plastic bag is not required in this case. We (being John Paynter, 2005) have had some problems with branches failing to accurately process credit cards, and so this postal option may be preferred. Note, however, that Merchant Services claim they are unable to enter a reference code as part of the transaction.

5) Processing Bank Statements
The ORSNZ has several bank accounts:

a. The current account

b. Investment accounts for keeping surplus funds for future use

Bank statements, interest, fees and automatic payments must be processed as they are received.  Automatic payments must be matched against any subscriptions that indicate payment by direct funds transfer (usually university-linked payments).  The Treasurer must manually assign a transaction ID to these entries, usually of the following format: TDDMMYY (T for transaction, followed by the date).

6) Maintaining Files of Invoices and Receipts

It is vital that complete records of payments and receipts are kept in chronological order with all receipts labelled with a unique code.  Bank deposit receipts should be stapled to the database generated deposit forms and filed.

7) Completing GST returns

A GST return is performed every six months in January and July.  Ensure that the database is up to date (up to end of December and June respectively), and then do a reconciliation against the bank records to ensure no mistakes have been made.  Fill in an IRD form as per previous years.  Check the report.  Whether this is a payment or a reimbursement varies each time depending on whether large deposits were processed in that period (leading to payment required) or large payments were made (leading to reimbursement).

8) Preparing the Database for Audit
This must be done in September, at least four weeks prior to the AGM (held at the conference in late November) to allow members to receive a copy of the Annual Report at least two weeks to the meeting.  This involves ensuring the membership database is fully up to date as of 30 June. The Honorary Auditor must see the records two months past this date for carry-over expenses and late deposits.

As well as all the invoice and receipt filing, there are three reports from the membership database required by the Honorary Auditor:

· "Transfers Detailed"

· "Transactions Monthly"

· "Transfers by Category"
Prior to the audit, the Treasurer must reconcile the bank statements against the transactions in the database, accounting for any unpresented cheques. There are templates for this and for the Statement of Accounts.

9) Producing a Statement of Accounts and a Treasurer’s Report

The Statement of Accounts is created as part of the audit and signed by the Honorary Auditor.  A Treasurer’s Report on the accounts for the year must be produced.  This is then issued as part of the Annual Report, produced by the President, for discussion at the AGM.  Commonly, discussion focuses on subscription levels for the following year, peculiar expenses and interest on invested monies.  The Auditor’s Report, The Statement of Accounts, and the Treasurer’s Report are then passed to the Secretary to be mailed to members along with other documents for the AGM.  

A copy of the Annual Report is also sent to the Companies Office – this is automatic as the Companies Office is entered in the database as a "Free material" member who receives the annual report. However, the report can also be uploaded online at www.societies.govt.nz (see Companies Office guidelines).

10) Providing of Financial Information to the President 
The Statement of Accounts, the Treasurer’s Report, all line items in the Budget for the past financial year, and current membership numbers must be provided to the President by 1 October, as part of the Annual Report and to aid in budgeting.

11) Adding signatories

New users can be added to the online BNZ Web system from within the Web system itself.

To add new users for the paper based transactions (as an authorised signatree), we need to fill out the form: http://www.bnz.co.nz/binaries/AccountOperatingAuthority.pdf and then attached a letter, signed by two current signatories, authorising the change of signatories. This needs to be delivered to the BNZ by one of the existing signatories with photo ID.
Version Changes

V2: Updated by AJM 17/3/2004 to add info on using the database to generate deposit info, and ask the bank to add the deposit reference code to the transaction details.

28.1.2005: Added info on companies office

20.7.2005: Updated info on posting off credit card deposits, and the difficulties faced by John Paynter in getting a desposit reference code entered with the deposit.

11.12.2009: Added info on adding signatories

