P END,,

Q
Z %

\" I- LLAGE DEMOCRATS

31 Bethune Street
New York, N.Y. 10014
May 25th, 1984

ir. Zatz
‘1r. Hernandez
Amalgamated Bank of New York
11-15 Union Square
New York, N.Y. 10003
Jear lr. Jatz and iir. Fernandez,
A4S per our conversation of today, effective immediately,
s. lleryl Berman of 36 Commerce Street, New York, N.Y.10014 is

nc longer a signatory offThe Village Independent Democrates, 224

dest 4th Street, New York, N.Y. 10014, Account -01021451 . Please

take the proper actlons and proceedures at once,to insure that
nc checxs,that might be signed by Iis. Berman will be valid or
honored by the Amalgamated Bank of New York. Tlease note that
with in the next few week a new resolution and new signatory
cards will be fort comming. This action was unanimously approved
at the executive committee meeting of The Village Independent
Democrates at its emergency meeting held on Tuesday, May 22nd,

1984, Thanking you in advance for your prompt action,

Sincerely,
Ak

Arthur W. Strickler

Acknowledged and approved by, Treasurer

CeAChs . .

Richard Hartzman-signatory Cathrine Abate-Fem. Dem. Dist. Leader
Carol Feinman-signatory Anthony Hoffmgnn, Male. Dem. Dist.Leader
John Colkngelo-signatory Marvin lloskowitz,Zsq. Chair AuditiMp Comm.

MERYL BERMAN, President  CATHERINE M. ABATE, District Leader s ANTHONY S. HOFFMAN, District Leader
224 West Fourth Street, New York City 10014 e (212) CH3-6555 115



SHIRLEY Y. HERMAN Accdunting & Tax Services

10/8/84

I met with three members of VID on 10/32/84. Marvin Moskowitz.
Arthur Strickler and Dan Roskoff. We discussed internal
functioning as regards money transactions., and I reviewed the
books (cash receipts and disbursement journals) and the
recommendations made by the internal audit committee.

First I will address handling ot monev transactians. For thiz I
found the audit committee’s notes and recommendations very
helpful. I will espand on them somewhat.

RECEIVIMNG CASH

1. All money 15 deposited by the treasurer. Each deposit slip 1s
accompanied bv a form which indicates the total amount of the
geposit and the sources of the money. See an example ot such a
form in example 1. Deposits would be made frequently and
regularly.

Z. All money coming to the treasurer should be accompanied
bv a form which is filled in in duplicate. one copy being held by
the committee chairperson or other person responsible for the
manev at its source. These forms might look a little different
depending on the source of the money. Rll these forms would be
signed by the person in charge of the monev at its source and the
amount would be verified upon receipt by the treasurer. who would
alsa then sign the form. These forms should be attached to the
treasurer’s deposit detail form.

&.The membership committee form would only have the date.
number of new memberships and the amount of money receilved. See
example Za.

b.Contributions would be a similar form to memberships
with the amount of contributions and the names of the
contributers of amounts over $5000 and the amount they
contributed. See example Z2b.

c.For events the person i1n charge would send the
treasurer a report of how many people attended and how much monev
was taken in. See example Z2cl. However at the time of the event
the pergon in charge will prepare a form that would be a check on
the receipts taken at the door. It would list the number ot
prepaid-and free persons. to this would be added the number who

had paid at the door. An 1ndependent head count would be taken
at the door and this number would be entered on the form and the
person taking the count would sign his/her name. The person at the

door would also sign her/his name and indicate the amount of maoney
being turned over to the person in charge of the event. See
example 2cl.

d.For sales of buttons. etc. and contributions collected
on the street or at street fairs and demonstrations, there would
again be two types of forms. The person in charge of this
activity would sent the monev to the treasurer that would state
what money was collected and through what activities, ie. sales

.
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or contributions. See example 2di. The person in charge of this
activity would also give a form to each street vendor ar
fundraiser which the percon would hand 1n with monies ctollected
indicating what was sold and how much was taken in donationsz.
The vendor or fundraiser would also give receipts to the people
making contributions. These receipts would be numbered and
duplicate copies attached to the vendor report. These forms
together with the money would be collected frequently and
regularly, for example every Monday or at the end ot a particular
event. The form would be signed by the person handing aver the
money and the person receiving the money. See example Z2dZ.
Duplicate receipts could also be used when collecting cash
contributions at fundraising events.

FAYING BILLE

1.All checks should be 1ssued by the treasurer. however the
treasurer will not authorize expenditures and all checks over
#2000 should reguire a second signature. Mo checks should be
issued unless an authorized check voucher i1s presented. Sees
example I. This voucher should indicate how much money 15 being
reguested, to whom the check is to be issued and for what tvpe of
expense. The voucher should also have the signature ot the
person requesting the check and the signature of a person
authorizing the expense. This can be the president of the
organization or other person designated by the executive
committee to authorize expenditures. These expenditures should
be within guidelines set by the executive committee.

Attached to this voucher should be the invoice or in the
case of a reimbursement, the receipts far the money spent. Where
&n advance 1s requested the treasurer should keep track of these
vouchers and regquest the receipts when the money is spent. When
the check is 1ssued the treasurer will mark the voucher paid.,
with the check number, date and amount. These will be filed by
vendor, type of expense or committee.

To avoid stress. and to insure that people will adhere to
the system, checks should be issued at regular times such as the
beginning and middle of every month, every Monday or some other
method. Expenditures should be anticipated in advance.

<. Where charge accounts exist, the vendor will be airven a list
ot persons authorized to use these accounts. These lists will be
updated when needed. When the bills are paid the original bills
will be checked to see that no unauthorized use is being made of
these charge accountsz.

RECORD KEEFING AND REFORTING

The bookzs are 1n poor condition. Entires are made sloppily.
months are run together. In the case of disbursements (payments)
the debit or what the expenditure wac for has at times not been
entered. The pages are not cross—-footed (monthly or periodic
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SHIRLEY Y. HERMAN Accounting & Tax Services_-.

+otals are not added. ei1ther in the case of total expenditures or
far categories of expenses.) In the case of receipts (deposits!
"these have not been entered at all since January of 1984. It
also appears that the books have not been reconciled with the
bank statements.

1. The books should be kept in accordance with proper double
entry bookkeeping procedures, by someone who knows haw to keep
proper books or has been i1nstructed to do so. The books should
be reconciled with the bank statement monthly again i1n accordance
with proper bookkeeping procedures. The books should be written
up by sameone other than the treasurer. The treasurer will
present the bookkeeper with the check stubs and check vouchers
for the month and the deposit slips and deposit reports. This
information will be entered in the books and reconciled with the
bart statement. Each month will be entered 1n ink ot via a
one-write system. A new page will be used tor each month. ail
debits and credits added and crossfooted. The person keeping the
books will not be authorized to sign checks. The bookkeeper will
make reports every 3 months giving opening and closing book
balances. and a report of receipts (deposits) and disbursements
(pavyments). Fersons in charge of receiving money will check the
amount reported for their committee or activity against their
copiez of torms given the treasurer with money to be deposited.
The executive committee will check that no unauthorized
expenditures occured. The balances should be checked by the

treasurer.
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ExamMeLE L
TREASURER™ S

Date of Deposit

Can__
FKenpnt=s
Other

Descriotion and

Eignaturs
Treasureasr

DEF

DSIT DETARIL

Deposited



"EXarPLE Za
MEMEERSHIF COMMITTEE FUNDS
Dats

Amount to be Deposited

Mumb=r ot new members=s

Amount received

Other Incoms

Description and AGmount

Signatuwre___ __ o
Membership Committes

Rece: ved

Treasurer




EXAMPLE Zb

EOMTRIBUTIONS
Date
famount to be deposited_

Total Coantributions Under €3000

Total Indiwvidual Contributions over 500G,
1

L 12t individual contributors and amounts



EXAMFLE Zcl

SFECIAL EWVENTS
Date

Total Amount to be
Total attendance
Incocme from Contributions

Income +rom Entrance feesz

Dther Irncome

Amount and description

Signaturs

Receiwved

Treasurer

deposited



-EXAMFLE Zc
INCOME CHECE ESHEET FOR SFECIAL EVENTS

Number of prepaid persons (see list)

Number of persons to come in free (see list)

Numbher of perscns paying at door tses list!

amount taken at door

Signatwre__
Ferson at door

Indenendent head count

Count taken by

Signatere_
Chair of committese or person 1n charge ot event



CONTRIEBUTIDONS

EXAGMFPLE Zd1
"SALE DF BUTTONS. ETC. AND OTHER CA
Date

Total revenue__
Ssl= of buttons=. %=, ___ o ____
Cash contributions__
Other Incoms

Dezcription and amount

Eignature

Chair

o+ committee

Received
Treasurer



ExaMPLE 2dC

YENDORS REFORT

Date
Total Amount raised
Zale of buttonz eto.

Contributions

n

eceipts #

n

Signature
Vendor

{ = Tu|

= of Committes

n

Cha

]
H

=]
i



EXAMFPLE 2
CHECY YOUCHER
Date

Amount Reguested

Tvpe cf expenss (for whait?)?

Favee

Feguested by

Avthorized by
Signature

__Invoice or receipts attached
Faid

Amount

Signaturse
Treasurer
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