September 14, 2009

Dear Chapter President and Treasurer,

The IRS requires all chapters within a non-profit organization to file a 990/or 990N in order to maintain their exempt
status. Specifically:

REQUIREMENTS FROM THE IRS:
1) All chapters must have a tax identification number on file. (If you do not know your tax
identification number, please contact Kathy Stewart at (253) 876-7418.

2) All chapters must file a 990/or 990N. Not filing the form WILL AFFECT YOUR EXEMPT STATUS.
= |f your chapter’s income is under $25,000, the state office will file your 990N for you upon
receipt of the required documents (detailed below).
= |f your income exceeds$ 25,000, the state office will help facilitate filing your 990. Please
contact Pat Carlson at (253) 876-7416 or pcarlson@pseofwa.org for assistance.

The following chapter financial records are required to be filed with the PSE state office by October 31, 2009:
» Photocopy of the chapter checkbook ;
> Copies of bank statements and reconciliations for all chapter accounts;
» A completed ANNUAL CHAPTER FINANCIAL REPORT; and
» Annual Chapter Financial Report Checklist

Enclosed are the Annual Chapter Financial Report form and Checklist. Please complete and sign both forms, enclose
the required documentation, and return all documents to the state office by October 31, 2009.

Pursuant to PSE State Bylaws XIII, Section G, chapter rebates will be withheld if the Annual Chapter Financial Report
and required documentation is not submitted by the due date.

G. Chapter Rebates
Each chapter shall receive chapter rebates from the state organization in an amount equal to five percent (5%) of the total monthly dues
and fees paid by both members and agency fee payers to the state PSE. To qualify for rebates, the chapter must: (1) have filed a
Chapter Financial Report (CFR) for the previous fiscal year with the PSE state office, and (2) sent at least one delegate to convention the
previous year. Rebate payments may be withheld from chapters which are not in compliance with CFR submission requirements. The
Board of Directors may adopt policies providing the manner in which chapter rebates may be withheld for failing to submit the required
reports.

The chapter rebates are intended to offset the cost of sending chapter delegates to the PSE convention. Chapter rebates should be used
to send as many delegates to the convention as are eligible, so long as the rebate is sufficient to do so. Any chapter not represented by
delegates at the PSE convention shall not receive chapter rebates the following year, except new chapters chartered in the interim
between annual PSE conventions. Chapters shall receive chapter rebates every two (2) months.

Chapters whose members work for private sector employees are asked to call the state office for specific
instructions. If your chapter needs advice or has questions, please call the state office at 1-866-820-5652 and ask
for Accounting. For more resources visit: http://www.pseclassified.org/ . We have also included a tip sheet for
chapter treasurers.

Cordially,

Anne Smyth
Chief of Staff


mailto:pcarlson@pseofwa.org
http://www.pseclassified.org/form_library.php

Tips for Chapter Treasurers

Since a major responsibility of the treasurer is to ensure the chapter’s funds are safeguarded at all times, he/she is
responsible for maintaining all financial records (including bank deposits and withdrawals), providing financial
reports of all expenditures at every chapter meeting as part of the treasurer’s report, signing checks and providing
PSE with a yearly chapter financial report.

Suggestions for safeguarding your chapter’s finances
If your chapter has not already done so, we recommend that you appoint an audit committee to conduct an annual

review of the financial statements and bank records. Please keep in mind that audit committee members should not

be members who participated in preparing the financial statement.

I Create a simple budget showing what your chapter has on hand, what you expect to receive and spend. We
suggest income and spending be broken into three or four categories. The budget for each upcoming year
should be presented at the last chapter meeting before summer and ratified by the membership.

I Chapter executive boards should prepare a financial statement to present to the members at the first
meeting in the fall that reflects the previous year.

I Chapters should only disburse money through a checking account that requires two signatures (the
treasurer and one executive officer).

1 If your chapter has both a savings and checking account, we recommend withdrawing money from savings
through a transfer to checking or deposited and transferred to savings.

I Chapter bank statements should be reviewed on a quarterly basis by the chapter executive board to ensure
that all deposits are being made and that transfers from savings show up as a deposit or withdrawal in the
checking account.



