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1 The chapter treasurer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There are no exhibits relating to this section of the Treasurers Manual. 
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2 General accounting practices  
 

2.1 General principles  
 
2.1.1 Record of investments, assets, insurance  
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2.2 Accounting guidelines for basic transactions  
 

2.2.2 Issue receipts  
Use a pre-numbered, two-copy, NCR paper receipt book available at any office supplies store. 
 

 



 

   - 7 - 

2.2.3 Make deposits  
The treasurer should promptly deposit all monies, retain the receipted second copy in the chapter’s records, and 
record specific details on the second copy, such as accounts credited, purpose, check numbers, etc.  
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2.2.4 Pre-numbered checks 
When issuing checks or receipts, the treasurer should use only pre-numbered checks and always record 
the purpose on the stub or duplicate copy. 
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2.2.5 Expense vouchers  
The chapter member attaches receipts and invoices to the chapter expense voucher when requesting 
reimbursement. If the member does not have a receipt or invoice, he must explain these items on the expense 
voucher. The treasurer records the check number and the date of the check on the expense voucher. 
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2.3 Make monthly payments 
 
2.3.1 Monthly statements  
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2.3.1 Sample Invoice, Purchased Items 
 



 

   - 12 - 

2.3.1 Sample Invoice, Recurring Items 
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2.3.2 Direct Dues Payout Report 
 

 

 

 

 
 
 
 



 

   - 14 - 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page intentionally left blank. 



 

   - 15 - 

 

3 Barbershop Harmony Society chapter accounting system 

3.1 Purpose  
 
3.1.1 Chart of accounts  
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3.3 Using the chapter chart of accounts 
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3.4.3 Quicken sample reports 

 
 
 
 
 
 
NOTE: The manual bookkeeping forms 1, 2, 3, 4 and 5 are available for download on the 
Society Web site at Document Center -> Business & Finance -> Chapter Business Documents.
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3.4.3 Quicken sample reports (continued) 
 

 
 
 
 

 



 

   - 19 - 

3.4.3 Quicken sample reports (continued) 
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3.4.3 Quicken sample reports (continued) 
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3.4.3 Quicken sample reports (continued) 
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3.4.3 Quicken sample reports (continued) 
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4 Fiscal planning, budgets, financial review and 
accountability  
 

4.1 The philosophy of a budget and its preparation  
 

4.1.1 Sample budget 
Quicken has the capability to allow Chapter Treasurers to create a budget that fits their income and 
expenditure pattern. For example, you can have the program pro-rate annual amounts to monthly or 
quarterly budget amounts; or you can entire specific amounts in specific months, to more closely track 
your dues, show dates, and other times of high or low income or expense in your particular 
circumstances.  
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4.4 Financial review guidelines 
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4.4.2 Suggested Chapter financial review form  
Note: If you are using Quicken or another computer program for bookkeeping, you can use the Income 
Statement, Balance Sheet and monthly or annual checking account reconciliation report instead of this 
form. This form is also available as an Excel spreadsheet on the BHS Web site. 
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4.4.3 Financial review sample reports 
 
TO CHAPTER: 
The Financial Review Committee has reviewed the monthly statements of receipts and disbursements 
(forms 1 & 2) and supporting documents, vouchers, and invoices evidencing the recorded receipts and 
disbursements of the chapter for the year ended 20XX. The financial statements, reconciliations and 
summary of funds for the year ended 20XX are fairly presented and documented.  
__________________________________ 
XXXXXXXXXXXXXXXXX – Chairman  
Financial Review Committee  
Date 

 
or, 

 
The Finance Committee has reviewed the annual chapter financial review for the year ended 20XX and 
submits a copy for inclusion in the chapter minutes and a copy approved to be forwarded to the 
headquarters office by May 15. 
_________________________________ 
XXXXXXXXXXXXXXXXX - Chairman  
Finance Committee  
Date 

 
or, 

 
The Board of Directors of the XXXXXXXX Chapter  
  of the Barbershop Harmony Society 
 
I have reviewed the annual statement of receipts and disbursements and supporting documents, 
vouchers, invoices and bank reconciliations evidencing the recorded receipts and disbursements of the 
chapter for the year ended December 31, 20XX.  
 
The financial statements, reconciliations and summary of funds for the year ended 20XX, and the cash 
balances at December 31, 20XX, are fairly presented and documented. 
__________________________________ 
XXXXXXXXXXXXXXXXX  
Financial Reviewer  
Date 

 
- - - - - - - - - - - - - - - - - - - - - - -  

 
TO HEADQUARTERS OFFICE  
To ensure that the Society is prepared for an examination by the Internal Revenue Service and 
preservation of their exempt tax status under Section 501 (c)(3) of the Internal Revenue Code.  
 
To:  Headquarters Office  
       The books of the XXXXXXXX Chapter have been reviewed—a copy of that report is enclosed.  
_______________________________ 
XXXXXXXXXXXXXXXX - President  
Date 
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5 The law: Income tax exemptions and IRS audits  
 

5.2 Society's IRS determination letter  
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5.12.4 “The IRS Is Conducting an Audit”  
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5.12.4 “The IRS Is Conducting an Audit” (continued) 
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5.13 Apply the law to the facts: specific cases  
 
5.13.5 Quartet fees and expenses memo  
 

 



 

   - 31 - 

5.15 The Internal Revenue Service sample reports  
 
5.15.1 Forms 990, 990-EZ and 990-N  

Forms 990 and 990-EZ and related instructions are available from the IRS Web site at 
www.irs.gov/charities/nonprofits. Instructions for preparing Form 990-EZ are posted on the BHS Web 
site. If your chapter does not meet the threshold for filing either of these forms (see Treasurers 
Manual), you or a registered tax preparer acting on your behalf, must file the Form 990-N electronically 
at epostcard.form990.org - the example receipt below is provided for informational purposes; this form 
cannot be filed by mail. Detailed instructions on filing this e-postcard are on the BHS Web site at 
Document Center -> Business & Finance -> Chapter Business Documents. 
 

 
 

Jasper Q Treasurer 

d/b/a: FICTIONAL CHAPTER; ANYTOWN CHORUS 

www.fictchap.org www.fictchap.org 

 

Jasper Q Treasurer 
123 Harmony Circle 
Anytown, NA 12345 

52-6099999 
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5.15.4 Forms 1099-MISC and 1096  
Each year, the Society sends every chapter forms and instructions on how to prepare and submit forms 
1099-MISC and 1096, if required. These copies are provided for informational purposes only. Copy A 
appears in red, similar to the official IRS form. Do not file copy A from this manual or downloaded from 
the IRS Web site. The official printed version of this IRS form is scannable, but the online versions of it, 
printed from the Web site, are not. A penalty of $50 per information return may be imposed for filing 
forms that cannot be scanned. 
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5.15.4 Forms 1099-MISC and 1096 (continued) 

 

 



 

   - 34 - 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This page intentionally left blank. 



 

   - 35 - 

6 Canadian chapters 
 

6.1 Tax status  
While this is for the Ontario District and its chapters, it is deemed to apply to all Canadian chapters, as 
it relates to the extension of the master exemption as a nonprofit organization to chapters.  

 

 
 

6.6 Canadian/U.S. exchange rates  
The Society will establish the exchange rate quarterly to reflect the U.S. dollar equivalent. Chapters will 
be appropriately notified of the rate.  
 

Example: 
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