TREASURER DUTIES SAMPLE OVERVIEW 

This is a list of tasks performed by the author as Treasurer of United University Professionals AFT Local #2254 at Indiana University in 1994. Our local had approximately 220 members around this time. This sample is a relatively simplified version of bookkeeping tasks you would find in a large, complex construction union local. 

Deposits

checking

dues deductions (even though we had no contract, we had a dues checkoff from the employer)

10-month employees 

12-month employees and summer session supplementary pay 

bi-weekly deductions (Graduate Employee Association members)

program service income

the local compiled an annual salary list for all employees and charged a cost-recovery fee for copies given to non-members 

savings

legal defense fund contributions 

Membership updates 

Monthly database updates 

The database software I used in 1994 allowed me to create per capita dues calculation tables and I updated these monthly for the local’s dues assessments. Our member dues check-off with the University was .05 percent of salary. Our international, the American Federation of Teachers, recognized three categories of membership based on “the average teachers’ income” plus retirees. Active member assessments were either 1) the full per capita rate, 2) one-half that amount or 3) one-quarter (a category that included our graduate student members).  The assessment for retirees and members on leave was $1 per month.

Besides the AFT and the Indiana Federation of Teachers, other monthly per capita payments were made to the AFL-CIO and the relevant labor councils for our jurisdiction. Member accident and liability insurance payments were included in the AFT per capita assessments. 

Open active member table in database 

add new members

delete resignations 

(indicate mo/yr of withdrawal) 

delete contents of record's dues field

inactive records are to be deleted at start of new fiscal year

sort by name

run calculation for list of dues payers

monthly per capita list has the following fields:

[name] [campus] [appointment] [per cap] [dues]

only dues which show greater than .01 should be included

save result as monthly per capita database table 

compare monthly employer dues deduction statement to database 

change dues paid for the month, if necessary

update record's dues field if dues have not been paid

delete contents of field 

for members on leave, enter .01 in dues field

members on leave are coded as "5" in the per capita field

for members on 10 month appointments, ignore changes occurring during summer months

calculate per capita payment 

use resulting crosstab for monthly per capita reporting

this crosstab reports the count of members for each category

1 = full per capita

2 = 1/2 per capita 

3 = retired

4 = 1/4 per capita

5 = on leave

6 = new on member list but no dues deduction taken yet

update active member database based on any monthly changes

member list printout

active member database

Fields include: [First Name] [Last Name] [Dept] [Office] [Campus] [Appointment]

include those on leave

update AFT mailing list printout

The monthly union periodical mailing list provided by the International was a good source of information on members who had changed addresses without notifiying the local,

Pay bills

Administrative Assistant Stipend (part-time office help)
Per Capita payments

AFT (1994) = $8.55 + 1.00 teacher liability insurance + .04 accident insurance / unpaid leave = 1.00

Report Indiana AFL-CIO per capita on AFT form

list separately on expense spreadsheet

Indiana Federation of Teachers = 5.40

White River CLC = .15

Central Indiana CLC = .30

North Central Indiana CLC  = .30 (paid annually)

Student Organization Account (SOA) charges

Settle account for charges using our Indiana University internal account number.  This typically included mail metering; printing plant (publications); central stores.  A separate SOA account book was maintained.

Balance Accounts

Revenue

checkbook

savings account

Expenses

checkbook

savings account

File receipts

Mail correspondence

Annual activities

Financial Report

Current Budget

Tax Forms

Federal income tax return due November 15

State income tax return due November 15

Form 990s Due January 30

Insurance Payments

Liability Due January 1

Fidelity Bond Due October 1 (paid with AFT per caps)

Union Teacher Comm. Assoc. dues (paid with AFT per caps)

Salary list calculations for per capita categorization

This was done annually based on average salary data.

Student Organization Account charges

The account book was audited annually.   Final bills were paid and the book turned in, along with credit card, during the second week of June (near the end of the fiscal year).  A new book was not available until July but SOA they covered any small charges that might have accrued during this period.  The staff was helpful, even though our union was comprised of faculty and professional staff as well as graduate students.  
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