INTERNATIONAL SOCIETY
FOR KEY WOMEN EDUCATORS

Finance Checklist for Chapter Treasurers

Core Financial Responsibilities

L1 Review governing documents of The Society, your state organization, and your chapter related to
finance. Access dkg.org (username: 6-digit membership number; temporary password: dkg2014society).

L1 Ensure understanding that all chapter funds are property of The Delta Kappa Gamma Society
International. Officers have fiduciary responsibility for lawful use of funds.

L] Ensure understanding and compliance of state and federal statues regarding 501(c)(6) associations
(including expenditures, distribution of funds, limitations on fundraising activities, and etcetera).

0 Confirm Form 110: Chapter Officers Report has been completed and submitted.

[ Complete Form 87: Change of Treasurer, if applicable. Ensure Chapter Connect and Dues Portal
access.

[] Retain and destroy financial records according to Retention Schedule.

0] Update bank signature cards for all accounts and verify institutional requirements.

L] Ensure president and treasurer have secure access to online banking credentials.

L1 Follow written approval process for all payments (president signature required prior to payment).

01 All financial transactions should be conducted through organization-approved financial accounts and
payment platforms that provide appropriate oversight, documentation, and accountability.

0] Deposit all funds directly into chapter accounts only (never personal accounts).

[] Maintain consistent financial records, separate Available Fund from other designated funds.
O] Prepare Statement of Financial Activity for each chapter meeting.

L] Prepare Statement of Financial Position for Executive Board meetings and upon request.

L] Reconcile all accounts monthly.

[ Secure IRS Form 990-N login credentials and share access with president.



O File IRS Form 990-N (July 1-Nov 15) and retain confirmation; consult CPA if revenue exceeds
$50,000.

L] Finance Committee appointed by president; treasurer may NOT serve as chair.
L] Finance Committee prepares budget for board review and membership approval.
L] Internal Financial Review Committee appointed by president; treasurer is not a member.

L] Complete Form 15 Annual Report of Chapter Treasurer by July 31 (includes Internal Financial
Review Report).

Dues & Membership Processing

L1 Collect dues; aim to complete by June 30.

L1 Record April-June dues separately for fiscal accuracy.

0] Enter dues in Dues Portal.

L] Submit International dues to headquarters with order form.

[J Submit state organization dues to state treasurer with order form.
L1 Receive written resignations submitted to chapter president.

L] Report dropped members using Form 18-A; send copy to mem@dkg.org and state organization
treasurer.

L] Process Active-to-Reserve changes per governing documents (majority vote required).
[ Remind members to update membership card at dkg.org > My DKG > My Account.
0] Report dropped members to membership committee and record in minutes.

01 Update roster in Chapter Connect > Dues Portal > Member Management.
Dissolution / Merger (If Applicable)
L] Contact state organization president or treasurer prior to dissolution or merger.

L1 Follow Form 310 (Dissolution) and Form 311 (Merger) procedures.
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