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Trustees Training



Agenda

* 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 veritying that all is in order prior to sending
the Quarterly Report to the |.C.F. Office. Additional
points.

e Additional Points



TheTrustees Shall Meet Quarterly to
Examine Recelpts, Disbursements,
and Accounts.




Trustees Shall Meet Quarterly

* Meet Quarterly with

e President

* Financial Secretary

e 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 Councill
Office.



Examine All Recelipts

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 n E c [ I P T \o O O O O O 1
have been accurately recorded. This helps to identify any errors or
discrepancies early on and ensures that the financial records are up to DATE
date. EROM $
* Trustees should also ensure that the receipt contains all the necessary DOLLARS
information, such as the name of the member who made the payment, OFOR RENT
the reason for the payment, the date, and the amount paid. OFOR
ACCT. ;| OcasH
* Trustees should ensure that all receipts organized in a systematic OAID i | O CHECK FROM 10
manner. : (O MONEY ORDER
DUE O CREDITCARD § gy

e 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 recelipts,
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.




The Treasurer collects money received by the Branch
and records it according to two (2) separate accounts

General Account
- Membership Dues are deposited Into this account

» Per capita, assessments and other payments due to the
Central Counclil Office are dispersed from this account

Social Account

- Money collected from General Meeting dinners, events,
and fundraisers are deposited into this account

- Monthly Branch bills, donations, and other operating
expenses approved by members are disbursed from
this account



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 2,

 Thereis a Record of Membership Fees .' No A a3 5

* 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, e
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

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




ITALIAN CATHOLIC FEDERATION BRANCH NAME: BRANCH #

TREASURER'S REPORT MONTHS / YEAR: Mar-16 CITY:
INCOME AMOUNT EXPENSES AMOUNT

SOURCE OF INCOME| General Fund | Social Fund | Other Funds TO WHOM ISSUED

$ 3,000.00 $2,250.00
$ 200.00

4532  talian Food, Co.
4533 Member Name

4534 Restaurant Supply, Inc.

$ 300.00
$ 5,560.00
$ 250.00

A blank Treasurer’s Report is in the Quarterly
Mailing. The report can also be filled out online
(go to Members’ Portal in Reports section)

TOTAL INCOME $ 3,20000}$% 6,110.00

BALANCES General Fund Social Fund Other Funds
Previous Balance 1,580.00

The Treasurer will record income, expenses and
balances that take place during the quarter

Evening Income $ 6,110.00 This report is completed after the President,
TOTAL $_7,690.00 Financial Secretary and Trustees review the
Paid out - Expenses $ 1,825.00

R ALANOE S 5.865.00 Branch accounts.

Mail this Record to Central Council Office by
listed Due Dates (see example)

GENERAL FUND
SOCIAL FUND
OTHER FUNDS

TOTAL ALL FUNDS $7,015.00 WSS $2,260.00]  $1,825.000  $0.00|

Q1 Jan., Feb., Mar. due in Apr. ~ Q2 Apr., May, Jun. due in Jul. (along w/ a cop%?tate & Federal (IRS) e-file postcards) ~ Q3 Jul., Aug., Sept. due in Oct. ~ Q4 Oct., Nov., Dec. due in Jan.

Please forward this report |.C.F. office with the current per capita report. -
e tothe 1C.F0 - Due Dates listed here |




talian Catholic Federation

5393 Capwell Orive, Suite 110, Oakiand, CA 94621 DUES PAYMENT RECORD
MEMBER “"BRANCH DUES HOSPITAL PLAN DU GO AMOUNT
DATE
NGWBER | 1D MEMBER NAME PAID  |moowmo| s TOTAL PO e ool s | woos | oussamoeemaL
1
225817 | ABLA I I 1
Abondanzi, Blair 2/16 Dues current |
225818 | AIGN 1216
268500 AJOY 12/16
268119 ANAT 12/16
288906 | AclA | Alfani, Clara 3/19/16K12/15 34.80 |12/16 |12 34.80
266904 | AGAB 12/15
an
268907 | AGRA 12115 \ /o S,
eco"djbstp\
266908 | ATYL 12/15 Q ,be’b' S
V4
254926 | AGRA 12/15 6’71‘
266585 | aseT | Arianno, Betty 12/15 Dues not paid
268586 AJOE 1215
m M I 12’16 -~ . - - - - Y- [ 0 ~ 0 -

m AROB 12/16 . Cl - ® . Cl . ® - .- .. .
267179 | BALI L 12/16 dNC DAIC S 5 dl Secretd 2COrc
g |12"° 2 CE AUE ollectec oe example
267867 | BCAR | 12ne 2 ambe 013 naces alven at enc
265831 BFRA 12/16 O 0 recoro = C ADD = 18[0 . s

262639 | BJOA - 1215 cCEIVEC
200005 | BDAV 12115
3 Record to Ce > 0 @) e
BTHE 12/15
204420 Due Date (see example
288219 BANN r 12/16
m‘n':ei':c;gh HOSPITAL mwmmemowmvom RECORDS. TOTAL TOTAL TOTAL TOTAL

>—



Another part of the quarterly mailing is the Quarterly Branch Report showing
the amounts due to the Central Council Office, paid by the Treasurer

ITALIAN CATHOLIC PEDERATION PAGE 1
C4/06/2016 QUARTERLY BRANCH REPORT FOR PERIOD ENDING 03/31/2016

Branch ###, Name DISTRICT €4 Dijstrict Name
**% MEMBERSHIP %+« AN AR AT R AN RN AR AN IR AN RN NPT &
NUMBER OF MEMBERS AT BEGINNING OF THIS QUARTER ..t v vt tnrorerenssonensesnnsnennnses 178 * *
e e T e 15 * TREASURERS REPCRTS FOR *
MEMBERS TRANSFERRED IN THIS QUARTE R . & v v vttt ts e nn e eenneeseenere e e, 0 * QUARTER ENDING 03/31/2016 *
MEMBERS TRANSFERRED OUT THIS QUARTE R . v vt v vt v ttr st et nsssrasensnsnsnnnsnenneenseniny 0 *+ MUST BE MAILED TO THE *
TOTAL MEMBERS LISTED ON CURRENT QUARTER ROSTER 193 * * CENTRAL COUNCIL OFFICE .
*  WITH THIS REPORT. »
DECEASED MEMBERS TO BE DROPPED FROM NEXT ROSTER . ..\ttt venonsrsnssnssrnessannsssnss * *
*

1
CANCELLED BY REQUEST MEMBERS TO BE DROPPED FROM NEXT ROSTER. ...\t vvvnnrnnsonnnns 11 obtdialiod obadllobcdhdotobod dadab bt Aebdab ot bt B,
INACTIVE MEMBERS -~ DELINQUENT 13-15 MONTHS....0occoeerrennsnosnrsosvaneasanssonsess 0

MEMBERS DELINQUENT 15 OR MORE MONTHS TO BE DROPPED FROM NEXT ROSTER

TOTAL ACTIVE MEMBERS AT END OF THIS QUARTER 181 *+
**% HOSPITAL PLAN ##+
T . O T vt o gy 3 o b B 2
*** DELINQUENCY ##+
NUMBER OF MEMBERS DELINQUENT 6-12 MONTHS =~ BRANCH DUES. . vt vttt v vrnnsrneseenseneens 0
NUMBER OF MEMBERS DELINQUENT 6-12 MONTHS = HOSPITAL DUBS . . vt v v v vsorsnnssnnsnnnnns 0
"hw INCM THIS QUARTER ##+ \)(\\,(9
(o)
2
e
X
\\‘:
°
(e ¥
PER CAPITA TAX 1100 MONTHS PAID AT 1.700 PER PAID MONTH.. 050

PUBLIC RELATIONS 1100 MONTHS PAID AT 0.500 PER PAID MONTH.. & ,«@
APOSTOLATE FUND 1100 MONTHS PAID AT 0.200 PER PAID MONTH..
FAMILY MEMBERSHIP DUES

:OO o

A A R L L A AR R R R AR AR R R R

* TOTAL (MAKE ONE CHECK FOR THIS AMOUNT PAYABLE TO ICF CENTRAL COUNCIL) 2,715.00 g * *
* PAYMENT DUE UPON RECEIPT +

* *

* HOSPITAL DUES (MAKE A SEPARATE CHECK FOR THIS AMOUNT) If paid, ck# $ 50.00 g * SEND TO ICF OFFICE *

LA AR R L R S R R R R R R A A L T ST SR AR

APPROVED BY THE FOLLOWING:

FINANCIAL SECRETARY ........ S lgn at Ure/Da te eos DATE svvvvvnvee OF TREASURBR oo vovvedMevosnsanssvoossasnses DRATE .. ideveane



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.




More Information...

Bollettino
*  Newspaper published 11x / yr

* Information on ICF areas of
interest and reports from
branches throughout the U.S.

Web Site
-  www.icf.org

» Details about the organization and
to-date information

« Officers’ Portal

National Office

« 8393 Capwell Drive #110
Oakland, CA 94621
1-888-ICF-1924
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Congratulations to Branch 198 Cele

Branch 198 Charter Members celetrating 50 years are Mary Desiden. Rose Anderson. and

athy and Robert ACqusstapace

\ nety people attended the SOth Anmiver-
sary dmmer for St Fugene's Branch 198 =

Santa Rosa oo January 9, 2016 In attendance
were Grand Pressdent Levad Zasosks, K

Grand 2nd Vice Presadent Vince Pwo, Grand

brating its S0th Anniversary

Grand President Leonard Zasosia. Jr pres-
ents Robert Acqusstapace with an ICF 50
Year ymall banner for the Dranch banner

Secretary Lawen Kikcullen, Geand Trustee
Anne Imterraste. Past Grand Presadent Cae-
men Kicullen, Past Grand Presdent and
Presadent of Branch 198 Robert Acguests

pace. Central Council Parhamentarian and | Y9 ¥

Past CGrand Presadent Duvid Botts served &8
the Master of  eremones

Make Your Reservations for “Late Night Catechism”

.'\fltnruf Chass: The ICF Central Councyl
proudly presents “Late Noght Catechesm. ™ a
raucous. rollcking mtermational hut comady
commg o Holy Names Unsverssty Regent 's
heatre o Oulland, Califormsa

Late Noght Catechism will be presested o
Holy Names Umiversity Regent's Theatre
1500 Mountam Bivd . Oukland, Calivfornma
Performance date = Saturday, Aped 16 ot
Tpm. Wine and cheese reception will begin =
5 30pem. Tickets are $40.00 for the merzamme
and $50 00 for the orchestra and box seats
Ducounts are avaslable for groups of 10 or
i A * Iy

4

Tichets ot |- 8008 38 3000 en1 or cedening
nlax

http ACFLNC brownpapertckets com

Catechesm classes are never 28 much fun -or a8
helanous - as when they are led by Sistier i the
bt comedy “Late Night Catechesm ™ by Vicky
Quade and Maripat Dososan

Late Noght Catechesm ™ 15 an uproanous
peece of theater that takes aubence members
back - somectumes nostalgxally, somctimes
fearfully - o the children they onde were
The urepressable Sester tcaches an adult
cstechnmn class 10 a roomful of “students™ (the

—

e

the “stadents™ for comect answers with glow-
metheedark rosanes and laminated samt cands
o suthontative dnll serpgeant These abrupt
mood swings #¢ bound 10 stnke 3 resonamt
chond wirh everyone who s ned the ups and
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About ICF =

Join the IC]

Membership +

Scholarships

1
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Serving the Needs of Our Community

Grand President’s

Monthly Message
by Leonard Zasoski, Jr.

It & radivonad 0 rem the Grand Pressdent )
Irssflatwon speech m the Febrwery covane of the
Bolletmmo £ npoy

Dcnr ICF Members

I would like o thank the newly clected
oficers froen throughout the Foderaton Your
commutment 1o be leaders i vour bramches and
destricts & greathy approcuated

Owver the past several years the Central Councyl
has seen 2 need o strengthen and reyuyenate
the Federation. The process for domng
thes has come about through owr Stratezx
Plan. We are currently enterning the 2™ your
of a Jeyear plan The

first year and the first

Quariey of thes yexr hane

been about working

with the destnict

branches v achievn

MOr COre strategics

that came about

through the Strategic

Plan.  Each of those

core strategwes Membership Growth &
Retention, Leadershup, Frmances, Commuaruty
Connextions ( Estabinbing conmections with
our Parsh and Community ) » vital 1o the
well-bemng of all branches

Membershup growth and retention wall be a
mayor focus throughout the Federation durng
2016, for bringmg = new members and
retamng our cuisimg membders Owr anal
with the Strategye Plan thes year = 1o have
cach branch conduct 3 membership drive
The Membershup and Tash Force C ommanees
headed by Nna Malooe and Viece Pwo, are
there to help. of necded. with your membeershap
drive, please contact them for assistance
The leaders wathmn vour branch st play 2
proactive role i Uhes endeavor, and a8 was

Awards Contact Us

Through families and fellowship, the Italian Catholic Federation promotes and

supports the Catholic faith and its values, encourages apostolic and charitable works,

and celebrates our Italian American heritage and all the heritages of our communities.




