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Hello, this educational guide is to assist FES 
Chapter Treasurers, however, it is recommended 

that all Board Officers review for improved 
networking with the Treasurer.
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Welcome FES Chapter Treasurer

➢To help you transition into your new post, you 
will first need to obtain and review the 
financial records and banking information 
from your predecessor.  

➢Determine the mission of the Chapter’s 
fundraising efforts, (e.g., Scholarships, 
MATHCOUNTS®, etc.)
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1. The treasurer is the chapter’s chief financial officer (CFO) and is required to become 
familiar with the accounting practices and  the financial responsibilities of the 
chapter; 

2.   Bank account and checkbook requirements; 

 a.  Make sure the bank is notified of a new mailing address if 
 different from the last treasurers. 
 b.  Have the new officers and new treasurer sign the bank 
 authorization form to assure which officers are authorized to sign 
 checks.  Some chapters may require (2) signatures on each check.  (Some 

banking institutions require a copy of the minutes showing the 
appointment of the newly elected Board prior to allowing a change of 
signatories).

 d.  It is recommended to record all checks received from individuals 
 and company  sponsorships in excel to aide tracking revenues for 
 commitments  made .  (If scanning please be sure to white out the account 
 numbers for protection of your contributors.)

3. Keep an itemized account of all receipts and disbursements;

 
 

Responsibilities of Chapter Treasurer 
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2.   Bank account and checkbook requirements (continued); 

 d.  Make deposits “as soon as possible.”
 e.  Pay  chapter invoices, scholarships, and other expenses pre-approved by 

the Board (if any) (e.g., chapter meetings expenses, vendors for fundraising 
events and programs, etc.).

 f.  Balance /reconcile monthly statements. 
 g.  Make sure books are balanced  and audited before transferring to the new 
 treasurer. 
 h.  Two (2) or more chapter representatives should conduct an audit at the 
 end of the year.
 i.  Be aware of scams where someone will email you to transfer funds. This 

has happened to several of our chapters. Never transfer funds anywhere.

Responsibilities of Chapter Treasurer (continued) 
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4.  It is recommended to save all sign in sheets for chapter meetings/luncheons to save for 
attendance record purposes;

5. Present a detailed financial report at each chapter Board meeting; 

6. Present a report at chapter business meetings; 

7. Carry chapter checkbook to all chapter functions; 

8. Be prepared with receipts and appropriate change in cash for collection of payments for 
functions; 

9. Serve as chairperson of the finance committee, which presents the proposed budget to 
the chapter board for approval before presentation to chapter members; 

10. Work closely with the chapter membership chairperson and chapter secretary to ensure 
accurate records; 

11. At the expiration of your term as Treasurer, as provided to you, it will be your 
responsibility to turn over the records to the successor;
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12. The tax fiscal year for FES and its chapters is from July 1 to 
June 30.  Each chapter is required to file the financial reports 
with FES State Headquarters (Tallahassee) by July 31st 
deadline

FES Headquarters Contact 
Karen Franklin 
Accounting Manager 
FES, P.O. Box 750, Tallahassee, FL 32302
(850) 224-7121 
Karen.Franklin@fleng.org 

You can either use the FES Chapter Consolidated Financial Statement 
from the previous treasurer as a guide or go to the FES website to 
download the excel spreadsheet provided for your convenience in the 
chapter tools.  
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End of Year - Treasurer Transition Procedures

1) Chapter Internal Audit
2) Annual Report to Headquarters
3) File and organize documents to transfer to new treasurer.

These 3 steps are essential to complete by the end of the year and before transition 
to a new treasurer.



Chapter Tools
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FES’s website provides various online tools to aide our 
Chapters.

https://info.fleng.org/page/Chaptertools


Balance Sheet
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Chapter Tools

https://www.fleng.org/page/Chaptertools


Statement of Revenue and Expense
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Explanation of Tax Exemption Status for FES Chapters

A. There have been questions whether FES chapters are tax exempt from paying taxes to vendors 
to purchase  supplies, food and other items for programs and events . Unfortunately, FES 
Chapters are not tax exempt from paying Florida sales tax.

B. EXPLANATION: FES Chapters fall under the arm of the Society’s 501(c)6 status which is federally 
tax exempt from certain revenues in the eyes of the IRS. However, Florida grants its own sales 
tax exemption, but not to 501(c)6 organizations. The Florida sales tax exemption is only granted 
to religious, charitable, scientific, educational, and veteran organizations that qualify as IRC 
501(c)3 organizations.  NOTE: Even though the Foundation is a 501(c)3 organization, purchases 
are not to be made using the Foundation’s  tax ID as they are not processed through the 
Foundation’s accounting system. In the past we have been asked for a Consumer’s Certificate of 
Exemption, the Society does not possess a Consumer’s Certificate of Exemption which is 
reserved for 501(c)3’s.
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Sample of W-9
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www.irs.gov/pub/irs-pdf/fw9.pdf

The purpose of a “W-9” is to obtain the vendors tax information and should be requested by the FES Chapter from 
vendors prior to paying.   A student’s scholarship also requires a W-9.  It is a requirement by the IRS that the payers 
(FES Chapters) request and retain a W-9 from all recipients of payments for goods or services especially when the
value is $600.00 collectively or greater within a standard calendar year.     A vendor is any individual or company that 
you pay for products or services including t-shirts, meeting rooms, or food and beverages, etc. NOTE: THE SOCIETY IS
NOT TAX EXEMPT IN THE STATE OF FLORIDA! SEE “HOW CAN OUR CHAPTER QUALIFY FOR TAX EXEMPTION.”

http://www.irs.gov/pub/irs-pdf/fw9.pdf
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Explanation of Taxation Re: Charitable Contributions

A. Contributions/sponsorships/donations (in the form of a check or money order) are 
considered tax exempt when “passed through” the Florida Engineering 
Foundation (the “Foundation”) a 501(c)3.  If your donor has a question regarding 
the tax benefit of making a contribution, please direct them to 
https://www.irs.gov/pub/irs-pdf/p526.pdf or suggest that they contact their tax 
accountant for a better explanation. However, most corporations are set up for 
allowance of deductions under US Code 170(c). 

IRS Charitable Contributions
Many charitable organizations described in section 501(c)3, are eligible to receive tax-
deductible contributions in accordance with section 170 from Corporations. 

A donor claiming a deduction of $250 or more is also required to obtain and keep a 
contemporaneous written acknowledgment for a charitable contribution.  To be 
contemporaneous the written acknowledgment must generally be obtained by the 
donor no later than the date the donor files the return for the year the contribution is 
made. The acknowledgment must state whether the donee provides any goods or 
services in consideration for the contribution.  The donor is responsible for requesting 
and obtaining the written acknowledgement from the donee.

https://www.irs.gov/pub/irs-pdf/p526.pdf
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“DOES OUR CHAPTER 
EVENT - QUALIFY FOR 

TAX EXEMPTION?”

https://info.fleng.org/page/Chapter_Event

Complete the form on the Society’s website to qualify for tax 
exemption.  We will need a formal write-up that we can submit to 
the Foundation for review and approval. Make sure to include the 
percentage of the proceeds that will be used towards scholarships 
and student-related stem sponsorships, event links, and anything 
additional that could help define who the event is for and how 
proceeds will be utilized. The sooner we have the write-up the 
sooner we can reach out to Florida Engineering Foundation (FEF) 
for consideration. The tax-exempt purpose of the FEF is to 
promote engineering education in Florida.  This is accomplished 
by providing scholarships to students pursuing engineering 
degrees and supporting programs that incorporate STEM in their 
activities and competitions.  Federal 501(c)3 Tax Exempt ID #59-
2741883.

https://info.fleng.org/page/Chapter_Event
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Providing receipts or a thank you letter to contributors:  Using the online 
process of contributions will automatically email a receipt to the donor 
at the time the donation is made. (See below)  On Page 18 of this 
presentation is a sample letter if preferred. 



SAMPLE LETTER
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Volunteer Time Commitment 
Time commitment will vary with each chapter. An average of (2) to (4) hours a 
month is requested to attend meetings and take care of chapter business. 

Meetings 
Make a concerted effort to attend all chapter meetings, board meetings, and 
activities, and find a replacement proxy (another Board member) to collect 
money at the meeting(s) if unable to attend. 
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Chapter Tools  

https://www.fleng.org/page/Chapters
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How to request a Certificate of Liability Insurance

Send your request for the COI to karen.franklin@fleng.org.
Include the Company name, contact name, address and phone number.  If you 
would like for us to send it directly to the holder via email provide us the 
appropriate information.  These can be automatically provided annually upon 
request.

mailto:karen.franklin@fleng.org


Are we Misappropriating our Funds?

There are (2) types of designated funds:

Understand that there are (2) types of designated funds (or donations), solicited and unsolicited.

Solicited designations. A solicitation means that your organization asked for donations for a 
particular cause.  Donations given in response to a direct solicitation are to be permanently 
dedicated to that purpose.   The board cannot move that money around, no matter how dire the 
circumstances, if those funds are the result of a solicitation. There are ways to avoid this 
problem.  Providing a disclaimer with your solicitation that the organization reserves the right to 
move money as it sees fit.  Or, that any funds received over and above the budget of the solicited 
purpose will be put into the general fund.  In a situation where it’s too late for a disclaimer, you 
can go back to donors and ask permission to re-task their donations.  Keep in mind that they have 
the legal right to say no, though that is unlikely in most legitimate situations of need.

Unsolicited designations. These are donated funds that the donor designates without having been 
solicited by the charity.  In this situation, can the charity legally divert that money to other needs 
of the chapter?  “Yes!”

Handling the finances of a chapter is always a challenge.  Knowing how to properly address 
designations is crucial to staying in compliance.
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Reference Information
https://www.fleng.org/page/Chaptertools (Florida Engineering Society)

http://floridarevenue.com/Forms_library/current/dr5.pdf (Consumer's Certificate of 
Exemption) FEF does have 501(c)3 status, FES has 501(c)6.

www.irs.gov/pub/irs-pdf/p526.pdf (Contributions)

https://www.irs.gov/pub/irs-drop/rr-03-28.pdf (Section 170.--Charitable, etc., 
Contributions and Gifts)

https://www.irs.gov/pub/irs-tege/eotopice94.pdf (In-kind Contributions)

https://www.fleng.org/chapter-logos.cfm (Logos)

www.irs.gov/pub/irs-pdf/f990.pdf (Form 990)
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Thank you 

for volunteering your time as a

Florida Engineering Society      

Chapter Treasurer!
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Karen S. Franklin, FES Accounting Manager
Allen Douglas, FES Executive Director
Rev. August 2024
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