


• Responsibilities of Trustees per the ICF By-laws


• The Trustee(s) shall meet quarterly with the President, 
Financial Secretary and Treasurer (see Chapter XII, 
Article 7) to examine all receipts, disbursements and 
accounts verifying that all is in order prior to sending 
the Quarterly Report to the I.C.F. Office. Additional 
points.


• Additional Points

Agenda



TheTrustees Shall Meet Quarterly to 
Examine Receipts, Disbursements, 

and Accounts.



Trustees Shall Meet Quarterly 

• Meet Quarterly with


• President


• Financial Secretary


• Treasurer


• Treasurer & Financial Secretary will attend 
the quarterly Trustee(s) meeting and have 
available all pass books, check books and 
bank statements for the quarter being 
reviewed.



Quarterly Reports Process
• Once the Quarterly Reports are received, the Financial Secretary/Treasurer 

notifies the President to schedule a review after the next Officers’ Meeting or 
when convenient. 


• The review is conducted by the President, Financial Secretary and Trustee(s) and 
consists of examining all receipts, disbursements and accounts of the branch.


• The Treasurer will have available all pass books, checkbooks and bank 
statements for the quarter being reviewed.


• After verifying that all receipts, disbursements and accounts are in order, the 
Treasurer can complete the Treasurer’s Report and send to Central Council 
Office.



Examine All Receipts
Managing receipts is a crucial aspect of keeping accurate financial 
records. Receipts - records of payments received -  are evidence of 
transactions and should be kept for future reference. 


• Trustees should regularly review receipts to ensure that all transactions 
have been accurately recorded. This helps to identify any errors or 
discrepancies early on and ensures that the financial records are up to 
date.


• Trustees should also ensure that the receipt contains all the necessary 
information, such as the name of the member who made the payment, 
the reason for the payment, the date, and the amount paid.


• Trustees should ensure that all receipts organized in a systematic 
manner.


• Trustees should match receipts with invoices to ensure that all 
transactions are accurately recorded. This also helps to identify any 
discrepancies or errors in the financial records.




Examine All Disbursements
• Recording payments is an important 

aspect of managing the branch’s finances. 
It involves documenting all payments made 
by the branch.


• Trustees should review disbursements 
and ensure that all payments made by 
the branch include the amount, date, 
and purpose of the transaction. 


• Trustees should ensure that the 
treasurer maintains proper 
documentation for all payments made 
by the branch. This can include receipts, 
invoices, and other financial records. 



Examine Accounts
• Managing bank accounts is a crucial part of any 

branch. It is important to keep accurate records and 
ensure that all transactions are properly recorded.


• Trustees should review accounts to ensure that all 
transactions, including deposits, withdrawals, and 
transfers, are recorded in the branch’s financial 
records. This can be done manually or using 
accounting software. It is important to record the 
date, amount, and purpose of each transaction.


• Trustees should ensure that the branch’s financial 
records are reconciled with the bank statement 
regularly. This involves comparing the transactions 
recorded in the branch’s records with those listed 
on the bank statement. Any discrepancies should 
be investigated and resolved promptly.





Examine Additional Accounts
If the branch has savings or 
scholarship accounts, trustees 
should review these to ensure that 
they are  managed and recorded in 
the branch’s financial records. It is 
important to keep accurate records 
of interest earned and any fees 
charged.



Examine Membership Fees
• Trustees should review accounts to ensure that


• There is a  Record of Membership Fees


• The Financial Secretary should record all membership fees 
received by the club. This can be done using a spreadsheet 
or accounting software. It is important to record the date, 
amount, and member name for each fee received.


• Membership Fees are Reconciled with the Roster


• The Financial Secretary should reconcile the membership 
fees received with the membership roster. This ensures that 
all members have paid their fees and that there are no 
discrepancies. Any discrepancies should be investigated and 
resolved promptly.


•  Receipts are Recorded and Sent 


• The financial should send receipts for all membership fees 
received. This can be done electronically or by mail. The 
receipt should include the date, amount, and member name. 
If paid by check, the cancelled check can act as a receipt 
but should be recorded. 



Quarterly Report

• Trustees can review or assist with 
the quarterly report that is sent to 
the Central Council Office. 









Additional Points



Trustees Can Act as Advisors

• While it is not required in the ICF 
By-Laws, Trustees can act as 
advisors to the branch president 
and officers.


• They can attend board officer 
meetings to provide input.



Trustees Can Ensure Transparency

To safeguard transparency, the 
trustees can ensure that the 
treasurer  provides regular reports to 
the branch members, summarizing  
financial transactions made by the 
branch. These reports should be 
clear and concise, and should 
include a breakdown of all income 
and expenses, as well as any 
outstanding debts.




