


PRAYER

Leadership is hard to define.
Lord, let us be the ones to define it with justice.
Leadership is like a handful of water.
Lord, let us be the people to share it with those who thirst.
Leadership is not about watching and correcting.
Lord, let us remember it is about listening and connecting.
Leadership is not about telling people what to do.
Lord, let us find out what people want.
Leadership is less about the love of power and more about the power of love.
Lord, as we continue to undertake the role of leader, let us be
affirmed by the servant leadership we witness in your son Jesus.
Let us walk in the path He has set, and let those who will follow.
																				






																			TREASURER’S JOB ON ONE PAGE

1. Deposit all money daily or as soon as possible
2. Pay all bills weekly by check 
3. Reconcile all bank accounts monthly
4. File Quarterly report, if required by the District Council
5. Send copies of bank statement for the quarter, along with the Quarterly report to the District Council, if required
6. File Annual Report, upload to National Portal and send copy to the District Council
7. Send copies of bank statements for all twelve months at the end of the fiscal year
8. Send Acknowledgement letter for donations over $250 

OTHER TIPS:
· Do not keep cash on hand
· Do not give a check to a neighbor
· Conference should not have a Debit Card, instead have a Credit Card
· Do not give a blank check to other Conference members
· No money should be given to other organizations, no matter how worthy the cause
· W9 form should be obtained by Conference before paying for a neighbor’s rent that is over $600
· Members should not use their personal checks, debit or credit cards to pay for a neighbor's expenses

Treasurer’s Report – All Accounts

Income Categories
1. Members
Includes secret collections and donations from active and associate members
2. Church
Includes 5th Sunday collections and online donations received through the parish for SVdP
3. Fundraising
Proceeds from special events and other fundraising efforts organized by the Conference
4. Other SVdP
Support received from other Conferences or Councils (Twinning income)
5. Other Income
Unrestricted grants or donations received from non-Vincentian organizations

Expense Categories
6. Aid to Neighbors
Direct assistance to those we serve, including:
· Purchase of food for pantry
· Food gift cards
· Utility bills, bus tickets, vehicle repair, telephone assistance
(Note: Rent, motel, or mortgage should be recorded under ‘Housing Aid)
7. Housing Aid
Payments made for rent, motels, or mortgage assistance
8. Disaster
Funds used for local or international disaster response and recovery efforts
9. Twinning Expense
Funds sent to other SVdP Conferences (local or international).
Note: Annual Report requires local and international twinning to be reported separately. This must be tracked manually.
10. Dues
Annual solidarity contributions to the District Council or higher Councils
11. Contributions to Council
Additional voluntary contributions made to support the upper Council’s efforts or initiatives
12. Operating Expense
Expenses related to the operation of Special Works (food pantries) and general Conference operations, such as:
· Postage
· Stationary
· Telephone
13. Other Expense
Rarely used; this line should normally be recorded as zero unless specifically justified.
TREASURER CHECKLIST

Quarterly Reports - Due 2 weeks after the end of each quarter
Please submit the following documents:
· Copy of Quarterly Report (SVdP format)
· Copy of CDB Treasurer’s Quarterly Report
· Copy of CDB Reconciliation Report (for the last month of the quarter)
· Copy of Bank statements for all three months in the quarter


Yearly Reports – Due by the end of October
Please submit the following documents:
 Copy of Annual Report (SVdP version)
· Copy of Uploaded Annual Report (from the SVdP National Portal)
· Copy of CDB Treasurer’s Yearly Report
· Copy of Reconciliation Report for:
· September of prior fiscal year
· September of current fiscal year
· Copy of Bank Statements for all twelve months of fiscal year
· Copy of Special Works Report (if Conference operates a Pantry)







SPECIAL WORKS REPORT

1. VOLUNTEER HOURS – Number of hours worked by volunteers.
2. NUMBER OF NEIGHBORS IN NEED SERVED – Number of people who received assistance at the pantry
3. UNITS OF SERVICE 1 (US1) – Number of boxes /bags of food distributed
4. UNITS OF SERVICE 2 (US2) – Weight (in pounds) of food distributed
5. UNITS OF SERVICE 3 (US3) – Percent of distributed food that was purchased. This can be calculated from the numbers on the form, as follows:

US3 = (VDS) * 100 / (VDS + VIG)

6. VALUE OF DIRECT SERVICES (VDS) – Total amount spent on purchasing food 
7. OPERATIONAL COSTS – Total of all operating expenses for the pantry
8. VALUE OF IN-KIND GOOD (VIG) – Total amount of food that was given directly to our neighbors
9. VALUE OF IN-KIND SERVICES – This number should always be zero since we do not provide any services at the pantry.
	










HOW DO TO VOID A CHECK?

Since this year's annual report has not yet been issued, it is safe to modify the original check and, if necessary, reissue a new check.
Example: today is 2/18/24 and you have a $250 check #2222 dated 1/15/24 to Utility Company.
IF A VOUCHER WAS USED: 
1. From the Account Register page, click on check #2222 dated 1/15/24 and from the View Payment page, click on Edit.
2. Add **VOID** to the payee so it now reads "**VOID** Utility Company".  On your ledger, you will see at-a-glance that the check was voided and to whom it was originally payable. 
3. If a voucher was used, click on the “X” at the end of the Voucher box to unlink/delete the voucher.
4. Change the Amount to zero.
5. Add a Memo such as “VOIDED on 2/18/24 and any explanation needed such as – new check issued on 2/18/24 for NEIGHBOR NAME”
6. Leave the Category unchanged, at 6-Aid to Neighbors.
7. Save the edits.  The neighbor’s record will show that the voucher has NOT been paid.
8. If a new check is to be issued, make a New Payment using the original Voucher number.
9. Include a Memo such as "Reissued to replace VOIDED check #2222 from 1/15/24.  Further explanation can go here.”
10. Leave the category unchanged, 6-Aid to Neighbors.
11. Save.









DISTRICT GUIDELINES FOR QUARTERLY AND ANNUAL REPORTING
DONATIONS 
Conferences get donations in two forms: cash and goods (food, clothing, furniture). Cash is deposited into the bank; goods are given directly to the neighbors. How to report this:
All moneys received from special collections for SVdP, including portions donated by Vincentians, should be reported in the Treasurer report as 2- Church.
The goods received have no impact on the financial side, but they need to be accounted for in the database for the annual report. “In-Kind” is the term used to report these items. Here are some examples:
Example 1 – Food Pantry = A food pantry hands out a bag of food to a neighbor; the bag would cost $45 if bought at the local grocery store; but $10 worth of the food was donated by parishioners dropping off food at the church, by a school holding a food drive, by a store donating day-old bread or other items, etc.; $5 worth of food was purchased by the conference at the supermarket; $30 worth of food was bought by the conference from the Food Bank, but the conference only paid $18 for it. How to report this:
The conference Treasurer will record all the money spent either at the grocery store or at the Food Bank as 6-Aid to Neighbor.  This is $5(paid to the store) + $18(paid to the Food Bank) = $23.
The Vincentian handing out the bag of food should make one entry, at the neighbor level, for $22.  $10 donated by the parishioners and $12 donated by the Food Bank. 
Category = ‘Goods – Food’ and ‘Payment Type’ = ‘In-Kind’
The $23 that was spent on food will be properly entered into the annual report through the Treasurer’s Report.
Example 2 – Season of Sharing, Catholic Charities or Shelter Inc =	 When conferences apply to Catholic Charities, Season of Sharing or Shelter Inc. to help a neighbor, the conference never sees the money. Therefore, the treasurer does not have to make any entries into the database. However, the Vincentian that made the Home Visit needs to make an entry into the database as follows:
Category = ‘Services – Rent ‘and ‘Payment Type’ = ‘In-Kind’. We should take some credit for processing the paperwork and getting our neighbor assistance with their rent
Example 3 – HOPE Conference = If the HOPE conference writes a check to help a neighbor with their rent, then the HOPE’s Treasurer will record the money spent as 7 – Housing Aid. While the conference did the Home Visit and collected the documents, they did not spend any money but should make an entry into the neighbor’s file as:
Category = ‘Referral – Other SVdP’ and Payment Type = ‘Pre-Paid’
However, if the conference gives money to the HOPE conference to help with paying part of the rent for the neighbor, this money should be recorded, by the conference’s Treasurer, as 9- Twinning Expense. The HOPE conference will record the money as Income; under 4- Other SVdP.
Example 4 – Clothes voucher = The Vincentian who gave the voucher to the neighbor needs to make an entry into the database, in the neighbor’s record as:
Category – ‘Goods – Clothes’ and Payment Type = ‘In-Kind. 
Please remember that neighbors can only receive a clothing voucher once every three months, so a search should be done in the Seattle database to see if another conference wrote them a voucher.
Example 5 – Gift Cards = If a parishioner donates a gift card to the conference, there is nothing for the Treasurer to record. However, when the gift card is given to the neighbor, it should be recorded in the neighbor’s file as follows:
Category = ‘Goods – Food’ and Payment Type = ‘In-Kind’.
However, gift cards purchased by the conference should be treated as an expense and recorded as 6 – Aid to Neighbors. When the gift card is given to the neighbor, an entry should be made in the neighbor’s file as follows:
Category = ‘Goods – Food’ and Payment Type = ‘Pre-Paid’.
SPECIAL WORKS
National defines Special Work as: Generally speaking, a Special Work is something you devote to a special location and people resources all year round. Otherwise, it is considered a project. Normal conference work, such as Home Visits, paying rent or utility bills, delivering groceries, is not a special work. But a food pantry is a special work and therefore the Special Works annual report form must be filled out and submitted.
Line 3A of the Annual Report is Fund Raising – Special Works. Only include in this line money generated by a special event. If someone gives your conference a check marked that it should be spent on food for your pantry, it does not belong to this line because that money was not raised by a specific fund-raising event.
Line 12A of the Annual Report is Operating Expense – Special Works. Buying food for the pantry is not an operating expense; that should be reported as 6 – Aid to Neighbors. Buying a refrigerator to store the food, bags to put the food in, gloves to be used by the people making the bags, is an operating expense. 
TWINNING
National defines twinning as the ‘unrestricted’ transfer of funds from one SVdP conference to another, not when helping to pay for a neighbor’s rent or utilities. However, the District Council has decided that we will be reporting all moneys as ‘Twinning’, regardless of how it was used by the receiving conference. Therefore, when a conference helps another conference with money, either to pay for rent for a specific neighbor or for the receiving conference to use as they see fit, the sending conference’s Treasurer should record the money as 9-Twinning Expense. The receiving conference will record this money as Income, 4-Other SVdP. 
If a conference is helping another conference pay for part of a PG&E bill, the conference can ‘pledge’ the amount directly to PG&E (if they choose not to do so and instead, they send a check to the asking conference, then the money should be handled the same as stated above). The Vincentian that is pledging the money makes an entry in the neighbor’s files as:
Category = ‘Services – Utilities’ and Payment Type = ‘Pledge’. 
The Treasurer then will record the payment as 6-Aid to Neighbors.


























HANDLING OF GIFT CARDS

Any gift card, whether it is a gas card or a food card, should be recorded in the Conference Data Base (CDB) the same way.
1. Record the check used to pay for the gift cards in the Treasury Page using the Expense Category 6 – Aid to Neighbors 
2. When the gift card is given to a neighbor, it should be entered into the database, at the neighbor’s level, as follows:
· DATE – date card was given  
· CATEGORY – either Goods - Food or Goods – Gasoline
· VALUE – total amount of cards given
· TYPE OF CONTACT – whatever is appropriate
· SPECIAL PROGRAM – whatever is appropriate
· PLEDGE/PREPAID/IN-KIND – choose PREPAID
· VOUCHER – leave blank
· PAYEE – you can enter company’s name where cards were purchased, if that would help your conference later 

If your Conference wants to track the gift cards in more detail, you can certainly do that, but the database should not be used for that purpose.



PG&E PLEDGE LINE INFORMATION

INTERACTIVE VOICE RECOGNITION PLEDGING SYSTEM
MISC - AGENCY INSTRUCTIONS
The following instructions were created to help your staff go through the steps to either make or cancel pledges.
TO MAKE PLEDGES
	STEP 1
	Call the pledging agency line 1-800-773-4345

	STEP 2
	Enter Agency Code when prompted

	STEP 3
	Enter Customer's Account Number
If customers have the following in their accounts, your call will be routed to a Customer Service Representative to complete the pledge:
Bankruptcy
Balanced Payment Plan
Automatic Payment Service
Shut off for Non-Payment Closed Account
Pledge from the same Program

	STEP 4
	Enter pledge amount

	STEP 5
	Pledge details will be played back
Press 1 to confirm pledge or Press 2 to edit pledge
Customers will be notified the same day that a pledge was posted in their account, so they do not have to call your agency or PG&E to ask if a pledge was made.

	STEP 6
	To make another pledge Press 1 or just hang up


TO CANCEL PLEDGES
	STEP 1
	Call the current pledging agency line 1-800-773-4345

	STEP 2
	Enter Agency Code when prompted

	STEP 3
	Press Zero (O) and your telephone call will be routed to a Customer Service Representative

	STEP 4
	Provide Customer Account Number

	STEP 5
	Provide specific reasons for cancellation. For example, if you are cancelling because you are re-pledging for another amount.



Where can we mail the pledge checks to?
Mail pledge checks to: Pacific Gas and Electric Company, P.O. Box 997300, Sacramento, CA 95899[image: ]7300. The check must have the customer's account number.
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