
AREA’s Suggested Guidelines for Region Treasurers 

I. Bank Reconciliations 

A. Timely Reconciliations  

1. In order for a bank reconciliation to be most effective, it should be done shortly after month-end. 

B. Segregation of Duties  

1. The RC should be reviewing the reconciliation every month. 

C. Two Column Approach  

1. Because there are so few items that can impact the bank balance (deposits in transit, checks that have been 

issued but have not cleared, and bank errors), come to an adjusted bank balance first. Once the adjusted 

bank balance is known, the general ledger can be reconciled (i.e., adjusted) to that same balance. 

D. Document  

1. Notes should be taken that will help solidify that paper trail and significantly reduce research time when 

questions arise at a later date.   

E. Accountability  

1. The Prepared By and Reviewed By lines should have a manual signature, same with the dates. 

II. Cash Verification Forms 

A. Signed by two board members verifying the amount to be deposited 

B. State which financial account the funds will be allocated to (ie Registration, Concessions, etc.)  

C. Upload to NAP accompanying cash deposit receipt. 

III. Deposits 

A. Cash Deposits 

1. Bank deposits should occur the same day or within one business day of receiving the cash. 

2. A bank deposit receipt should be obtained and uploaded to NAP with the cash verification form. 

3. A bank deposit receipt must match the cash verification form  

IV. Payments for Invoices/Reimbursements 

A. All payments must be accompanied by an invoice or a receipt prior to a check being written. 

B. All payments must be approved by the RC prior to a check being written 

1. Obtaining approval for reimbursements or purchasing should occur within the monthly board meetings or 

directly from the RC prior to reimbursement or purchase. 

C. All check copies (front and back) should be included within the monthly bank statements. 

V. Monthly Board Minutes 

A. Should reflect the following: 

1. Financials 

a) Monies received 

b) Checks written (total amount of all checks and check numbers issues) 

c) Checks outstanding (total amount of all checks and check numbers) 

d) Approval of any future expenses, including amounts (can be a range for unknown expense amounts) 

e) Approval of any reimbursements to volunteers (board members, coaches, etc.) 

2. Registration (during the reconciliation month) 

a) Number of Registrations (breakdown between various fees preferable) 

b) Number of registration refunds  

c) Number of scholarships (including total amounts) 

d) Number of payment plans (including total amounts) 

B. All items listed in section A can be printed on a document and have the entire document approved as a lump, or can 

be approved individually. 


