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CTSO Financial Recordkeeping
Linking Best Practices to the Financial Management Audit Tool
The following criteria will assist advisors in assuring accountability and prevent loss of funds or theft.  Some bullets may cross areas of recordkeeping while others are specific to a certain area and are identified as such. 
	I.
	Planned agenda for the upcoming year


· The budget should be included in the program of work
· All CTSOs should have a budget that is approved by a majority of the membership prior to any expenditure for that fiscal year
· There should be no broad statement in the minutes from the first meeting that reflects “approve any expenditures as being necessary by the advisor”

· Advisors should avoid the practice of purchasing items on behalf of the organization and then have a check written on the chapter account in their name
· Advisors should preplan expenditures and work with local businesses to accept alternative methods of payment

	II.
	An organized record keeping system shall be maintained and available for review and audit upon request


· Checks, stubs and vouchers shall have all information complete to create a system of tracking expenditures
· Every check written must have a matching voucher with an attached invoice/bill/sales ticket (4)
· Invoices or receipts should be filed in the binder with a voucher and the check number and date paid should be written on each (4)
· Bank statements and checkbook should be reconciled monthly (6)

· All bank statements should be kept intact, with matching cancelled checks arranged in numerical order and deposit tickets arranged by deposit date (6)
· Dues deposited should equal dues paid by members listed on the membership roster/list (7)

· Pre-numbered receipt books should be used to record any/all money collected and receipts should be signed by the treasurer or designee (8)
	III.
	Club minutes


· All expenditures and requests for payments should be prior approved by the organization’s membership and accounted for in the meeting minutes
· Agendas will not serve as meeting minutes

	IV.
	Bank  account


· The chapter must maintain a bank account in the name of the organization

· Records must be kept in ink or its equivalent

	V.
	Two (2) signatures shall be required on each check


· Checks should never be signed blank
· It is recommended that one of the signatures be a student member such as the chapter treasurer

	VI.
	Signatures on checks


· A minimum of two (2) signatures is required for each disbursement of funds
· Principal and school secretary shall not sign
	VII.
	Expenditures for the club


· All expenditures and requests for payments should be prior approved by the organization’s membership and accounted for in the meeting minutes
	VIII.
	Initials on deposit ticket


· It is required there be two sets of initials on deposit slips prior to taking to the bank
· Principal and school secretary may initial

	IX.
	Monthly treasurer’s report


· A report of financial activity should be prepared monthly
· Report must include: beginning balance for the month, total receipts to date, total disbursements to date and ending balance for the month
	X.
	Annual treasurer’s report


· A report of financial activity shall be prepared covering the entire fiscal year
· The school principal shall have a copy within 60 days following the close of the fiscal year
****Financial Records and Audit Reports Should be Kept for Five (5) Years****
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Additional Areas of Financial Management
Debit Cards

CTSOs may hold/use Debit Cards under the following guidelines:
· Expenditures and requests for payments should be prior approved by the organization’s membership and accounted for in the meeting minutes

· Receipt, invoice, sale bill must be attached to voucher

· Debit charge/receipt, invoice, sale bill must be reconciled with charges on monthly bank statement
On-Line Banking

On-Line Banking will be acceptable but CTSO must:
· Print monthly statement to include in binder

· Reconcile monthly as with a “paper statement” from bank

· Ensure copies of checks will be available for printing to include in binder

Bi-Monthly Review

All CTSOs must submit Financial Binder to ATC principal for review on a Bi-Monthly basis as outlined:

	Months
	Due to Principal

	July/August
	September 15

	September/October
	November 15

	November/December
	January 15

	January/February
	March 15

	March/April
	May 15

	May/June
	July 15


Club Meetings

Club meetings should be held on a monthly basis while school is in session.  Challenges with ATC and feeder school schedules may require meetings be held differently each month.  For example, alternate mornings/afternoons or consider before school or after school meetings with students.

Program of Work

The Program of Work shall be submitted be each student organization to the ATC principal prior to October 1 and forwarded to the Regional Technical Consultant by October 15. 

Cash Advance

No checks are to be written for “Cash Advance” around CTSO state and/or national conferences for students.  If funds are to be provided for student attendance/participation in these events, check must be written to student(s).  Advisor should work with student(s) to ensure check is cashed and funds available to student(s) for conference.     
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This document has been prepared to assist CTSO Advisors in the development of student organization financial recordkeeping in preparation of yearly audits.





 �





Office of Career & Technical Education


KY Tech Administrative Branch


July 2015








1  SHAPE  \* MERGEFORMAT 




