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Responsibilities of Financial Secretary

• Notifies the Central Council Office of any new 

memberships or changes to current memberships to keep 

the branch roster up-to-date

• Keeps a record of the finances of the branch and all 

names and addresses of the members

• Gives a receipt for all monies he/she receives, copies 

given to the Secretary for the record

• Notifies members who are about to become delinquent in 

their dues

• Contacts the President when the quarterly reports are 

received from the Central Council Office, so that the 

Trustee(s) can call a quarterly meeting

• Delivers all properties of the branch to his/her successor

2Let’s step through each….
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The Financial Secretary 

Notifies the Central 

Council Office of any New 

Memberships or Changes 

to Current Memberships 

to Keep Branch Roster 

Up-to-Date
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The Financial Secretary Maintains Membership Applications

• When a new Member joins the Branch he/she must fill 

out an Application (see sample next slide)

• The new Member will fill out their name, address, email, 

phone number, etc. and pay their dues based on the 

month they are joining

• A current Member will renew their yearly dues at the 

start of the new year (recorded on the Membership Dues 

Report)

• The Financial Secretary reminds members at the  

December General Meeting that dues are due in 

January with follow-up by mail, email or phone if needed

• New Membership Applications are sent to the Central 

Council Office on an ongoing basis (a copy is kept by the 

Branch)
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Dues Notice Example

ICF Branch ###, City, State

Membership Dues  

We welcome members of all ages and encourage family memberships.                      

Dues for existing members are payable January 1st and paid yearly.

Dues are now due and payable for Calendar Year 201#

$ - Single Adult Membership

$ - Single Adult Membership with Family Membership*

$ - Couple Adult Membership

$ - Couple Adult Membership with Family Membership*

*One fee, $10.00, covers all children under 18 (or under 24 for students attending college).                                 

Please select your membership category (check the circle), and, submit your payment, checks made out to: ICF Branch 

###.

For your convenience, use the self addressed, stamped envelope enclosed.

Send Dues Payment To: Financial Secretary Name, Street Address, City, State, Zip                                             

Thank you,

Financial Secretary Name                                                                                                     

Financial Secretary, ICF Branch ###                                                                                          

Phone:
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Dues Reminder Envelope Example

• Dues Reminder Envelopes can be ordered from the ICF Office

• The Financial Secretary will fill out the information on the envelope and mail to 

members for dues collection
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If a member wishes to transfer from your Branch, 

indicate to/from branch #’s, fill out blank form

If a member has a change to their contact 

information, fill out blank form with change

If a member has died, indicate date of death and 

fill out blank form

If a member wishes to cancel their Membership, 

fill out blank form

Action Requested - Additional Updates to Member Information

For Hospitalization, indicate if Cancellation (see 

above) or Applying.  If applying, list Date a member 

signs up, their Member Number and their Age

Fill in the date to reflect a new Membership or 

any other action to be taken on the Membership 

Application and sign

Mail Completed Form to Central Council Office



The Financial Secretary 

Keeps a Record of All 

Branch Finances and 

Names and Addresses of 

All Branch Members
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The Financial Secretary Updates a Membership Dues Record

Branch

No

Family

Name

First

Name M.I. Birth Date Age Member No Dues Paid Date Paid

Check

No. Individual

Family

Membership Street City State Zip Email Telephone

444 Smith John 4/22/1980 36 44.80$        1/15/2016 1766 Y Y 123 Easy Street Los Angeles CA 91002 name@email.com 805.555.1212

444 Panini Cristina F 7/21/1969 46 34.80$        3/5/2016 2013 Y N 345 Main Ave Los Angeles CA 91001 name@email.com 805.555.3210

• When Members pay their dues, the Financial Secretary 

can keep track on a Branch Membership Record 

(see sample below)

• Keeping this record up-to-date is very important so that 

you know who the members are, who has paid their 

dues, and who has yet to pay their dues



The Financial Secretary 

Gives a Receipt for All 

Money Received and Gives 

a Copy to the Secretary
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The Financial Secretary Gives a Receipt for All Money He/She
Receives and Gives a Copy to the Secretary 
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• As dues are paid, a receipt is filled out by the Financial 

Secretary with the date, reason, and amount paid 

• A copy is given to the Member for their records and a 

copy is given to the Recording/Corresponding Secretary 

to keep with the Branch records

• Receipts can also be given upon request as many 

members use their cancelled checks as a receipt

• A receipt book is available for purchase from the 

Central Council Office

• Go to www.icf.org, Members Portal, Supplies Order Form

http://www.icf.org/
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The Financial Secretary 

Notifies Members Who Are 

About to Become 

Delinquent in Their Dues
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221234 AVERY, MICHAEL L 805-555-1212

123 EASY STREET THOUSAND OAKS CA

221235 AVERY, LAURA M 805-555-1212

123 EASY STREET THOUSAND OAKS CA

252324 MITCHELL, BARRY C 805-555-1212

456 MAIN AVE NEWBURY PARK CA

252325 MITCHELL, WILMA F 805-555-1212

456 MAIN AVE NEWBURY PARK CA

The  Financial Secretary Receives a Quarterly Mailing from the 
Central Council Office in April, July, October and January

(Note: A Treasurer’s Report form is included – please give this to the Treasurer)

• One part of the mailing is the Membership Roster which lists Members who 

are current with their dues (see sample below)

• Members shown that are not current with their dues need to be contacted by 

the Financial Secretary

Branch ###, Name

District Name
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• Another part of the quarterly mailing is the Quarterly Branch Report showing 

the amounts due to the Central Council Office, paid by the Treasurer

Signature/Date Signature/Date

Branch ###, NameBranch ###, Name District Name
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• A Dues Payment Record is also in the 
quarterly mailing and lists all members (paid 
and unpaid), the Financial Secretary records 
recent dues collected (see examples)

• List new Members in blank spaces given at end 
of the record (verifies application was sent/ 
received)

• Mail this  Record to Central Council Office  by 
Due Date (see example). 

Alfani, Clara 3/19/16 34.80 12/16 12 34.80

Dues currentAbondanzi, Blair

Dues not paidArianno, Betty



The Financial Secretary 

Contacts the President 

when Quarterly Reports are 

Received from the Central 

Council Office, so that the 

Trustee(s) Can Call a 

Quarterly Meeting
17
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Responsibilities of Treasurer

• Issues a receipt for all monies received, makes 

authorized disbursements and keeps an accurate record 

of all Branch finances

• Pays to the Central Council Office the per capita, 

assessments and other payments due from the Branch

• Books and accounts will be reviewed quarterly by 

President, Financial Secretary and Trustee(s)

• Prepares a quarterly report showing detailed receipts 

and disbursements each quarter

• Delivers all properties of the Branch to his/her successor 

and obtains receipt for said property

Let’s step through each….



The Treasurer Makes 

Authorized Disbursements 

and Keeps an Accurate 

Record of All Branch 

Finances

19



20
Disburses Money Keeps Records

Receives Money

The Treasurer Does Several Things…

Deposits Money



Branch General Account and Social Account
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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 Council 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
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The Treasurer Pays to the 

Central Council Office the 

Per Capita, Assessments 

and Other Payments Due 

from the Branch
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• Another part of the quarterly mailing is the Quarterly Branch Report showing 

the amounts due to the Central Council Office, paid by the Treasurer

Signature/Date Signature/Date

Branch ###, Name District Name
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The Treasurer Prepares a 

Quarterly Report 

Showing Detailed 

Receipts and 

Disbursements each 

Quarter



Quarterly Meeting of Branch President, Financial Secretary, 
Treasurer and Trustee(s)
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• Once the Quarterly Reports are received, the Financial 

Secretary notifies the President to schedule a review 

after the next Officers’ Meeting

• 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 

(see sample on next slide)
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• 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) 

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

• This  report is completed after the President, 
Financial Secretary and Trustees review the 
Branch accounts.

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

Due Dates listed here

Italian Food, Co. 

Member Name

Restaurant Supply, Inc.
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The Financial Secretary 

and Treasurer Deliver All 

Properties of the Branch to 

His/Her Successor



Additional Points
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The Financial Secretary is also Responsible for Distribution of 
a Membership Roster to the Branch Members
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• Branch Members need to be able to reach out to each 

other, so the Financial Secretary can utilize contact 

information located in the Branch Membership Record 

to create a Membership List

• As a Branch, members can decide which contact 

information they would like to list (see sample)

• As new Members join the Branch, the Membership List 

can be updated and redistributed as needed
Branch

No

Family

Name

First

Name Street City State Zip Email Telephone

444 Smith John 123 Easy Street Los Angeles CA 91002 name@email.com 805.555.1212

444 Panini Cristina 345 Main Ave Los Angeles CA 91001 name@email.com 805.555.3210



The Financial Secretary Can Give a Report at the Monthly 

Officers’ Meetings and General Meetings
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• At the monthly Officers’ 

Meetings, the report 

consists of a total number of 

current Members, Members 

who are in need of paying 

dues, and new Members.  

Discussion might take place 

on increasing or retaining 

membership

• At the General Meeting, the 

report is similar to the one 

given at the Officers’ 

Meeting with a few other 

additional details             

(see sample report)

Financial Secretary General Meeting Report

Date

Adults Children Family

Current Total Membership:

* If applicable, announce: "Membership Dues are due. If you haven't turned them in yet, please 
get them in. Thank you!"

Adults Children Family

New Memberships:

New Member Names (announce at meeting to welcome):

1

2

3

4

5

6

7

8

* Announce, "Please continue to spread the word about our Branch to your family, friends and 
neighbors.

We welcome them to join us!



The Treasurer Can Give a Report at the Monthly 

Officers’ Meetings and General Meetings
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• At the monthly Officers’ Meetings, the report can consist of a 

General Account Beginning Balance and a Social Account 

Beginning Balance and an overview of bills that need to be paid 

by the Branch

• At the General Meeting, the report is similar to the one given at 

the Officer’s Meeting (see example)

General Account 

Beginning Balance 1/1/16: $1,000

Ending Balance 2/1/16: $2,000

Social Account

Beginning Balance 1/1/16: $4,500

Ending Balance 2/1/16: $7,000

Bills to be paid: Caterer for dinner $700, postage $20, paper goods $55



ANNUAL BRANCH YEARLY BUDGET

BASED ON 75 MEMBERS (sample only)

Income:

Per Capita $2610.00

Raffles $  300.00

Convention Raffle $  300.00

Calendar Sales $    50.00

Dinner $3000.00

Cookie and/or other Sales $  300.00

$6560.00

Expenses:

Per Capita $2160.00

Postage/newsletters $  300.00

Dinners $1000.00

Cookie Sales $    50.00

Raffles $  100.00

Cooley’s Anemia $  200.00

CC Scholarship $  400.00

Souvenir Book $  100.00

Rent (Meeting Hall) $  250.00

Seminary Burse $  150.00

Masses for Deceased $    50.00

Supplies $  100.00

$4860.00

NET - $1,700.00

Once a pattern develops for income 

and expenses over a period of 12 

months, a yearly budget can be 

drawn up and approved by the 

members at the start of each year.

The Treasurer Can Assist the President with a Yearly Budget



The Financial Secretary and the Treasurer are 
Signatories on the Branch Bank Account
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• The President, Treasurer and Financial Secretary are all 

signatories on the Branch bank account and two (2) 

signatures are required on a Branch check

• The Financial Secretary works closely with the Treasurer

• As dues are collected, the Financial Secretary makes 

his/her record of the payment, and the check is given to 

the Treasurer for deposit to the Branch account

• When the Quarterly Mailing is received, the Financial 

Secretary and the Treasurer work together to complete 

the forms, audit of accounts, and send check with 

amounts due to the Central Council Office by 

designated due date

• See the Branch By-Laws book for additional information
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The Treasurer Will File Federal and State Tax Forms in May

• Each Branch has its own Federal Tax Identification Number 

and State Tax Identification Number

• Federal Tax Form, Internal Revenue Service (IRS) -

Branches are required to file a Federal Form by May 15th

• State Tax Form, Franchise Tax Board – Branches are 

also required to file a State Form by May 15th

• ICF Office Form - The ICF will mail this form to a Branch 

each year and it must be completed and returned to ICF 

Office by March 15th

* Notification to file Federal and State Tax Forms is mailed to 

the President in the first quarter of the year – period ending 

March 31st. The “IRS Reminder to File” Document will be 

available on the Officers’ Portal. For questions, contact 

Central Council Office.



The Financial Secretary / 

Treasurer Needs 

to be Organized
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Be Organized
Keep records current, complete quarterly reports on time, and have 

a process in place for receiving members dues and other income
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Process 
Member 

Dues

Complete 
Quarterly 

Report

Keep 
Records 
Current

Work with 
Branch 
Officers

Keep 
Members 
Informed



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 up-

to-date information

• Officers’ Portal

National Office

• 8393 Capwell Drive #110

Oakland, CA 94621

1-888-ICF-1924 
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