SMES Treasurer Procedures 2006-07
Contact Person:  Jia-Shieu OuYang 
301-762-0664
  ouyangjs@verizon.net
Submitting Expenses or Check Requests:

1. Obtain a copy of the “Expense Reimbursement/ Check Request Form” from the Treasurer’s inbox or by emailing the Treasurer.

2. Complete the form and attach actual or copy of the receipt(s).  

3. The form must be approved (i.e., signed) by the Vice President of the area or the committee chairperson for the activity.  

4. Leave the signed form with receipt in the Treasurer’s inbox.  Allow one to two weeks turn-around time.   If need faster turn-around time, be sure to email or call the Treasurer to communicate the deadline.
Submitting Income Items:

1. Make a list of all checks and cash received and who paid them.  Keep the list for your records in case questions arise.  The Treasurer will not keep detail records of the individual checks.  

2. Obtain a copy of the “Income Remittal Form” from the Treasurer’s inbox or by emailing the Treasurer.

3. Complete the form and sign and date on one of the signature lines.

4. If submitting cash, must meet with Treasurer and verify the cash count in person.   If submitting checks only, can leave the form and checks in Treasurer’s inbox.  

Committee Chairpersons – review monthly Treasurer’s report to ensure that income and expense amounts appear proper.

