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WELCOME

This handbook contains information, guidance and forms that are intended to offer you the best support possible in successfully accomplishing your tasks as a Treasurer for the Family Readiness Group. 
The goal of this handbook is to welcome you to your new position with adequate support to make this position manageable for you.
First and foremost we would like to express our appreciation for your willingness to accept this responsibility!

Please remember, if you have any questions there are a number of people to assist you:
     Family Readiness Group Leader _________________________________________________
     Unit Commander Military Point of Contact ________________________________________
     Military Point of Contact ______________________________________________________
     MACOM Family Readiness Support Assistant _____________________________________
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INFORMAL FUND
The FRG Informal Fund is for the benefit of the FRG members only and is established exclusively for charitable purposes to provide support to Soldiers and family members as the Soldiers and families adapt to Army life. It is not a business and is not being run to generate profits. It is not an instrumentality of the United States Government. 


TREASURER RESPONSIBILITIES
[bookmark: OLE_LINK7][bookmark: OLE_LINK8]To perform all prescribed duties in accordance with Family Readiness Group (FRG) policies and regulations at all levels of the Utah National Guard. Ensure activity funds are properly accounted for and that Government-owned property is safeguarded at all times in accordance to CNGBI 1800.02 and AR 608-1, Appendix J-7 and the Utah National Guard Informal Fund Stand Operating Procedures (SOP).


GETTING STARTED
· Commander designates Treasurer and Alternate
· Apply for an Employer Identification Number 
· Commander authorizes FRG Informal Fund
· Open non-interest bearing checking account upon receiving bank authorization


TREASURER
After the qualification process, volunteers receive appointment orders by the Commander. Upon completion of training provided by the Major Command (MACOM) Family Readiness Support Assistant (FRSA), A DD2793, FRG Volunteer Job Description and Code of Conduct form signed by the Treasurer should be filed with the Unit’s FRG Binder and MACOM FRSA.


OBTAINING AN EMPLOYER IDENTIFICATION NUMBER
You must apply for an Employer Identification Number (EIN) prior to opening an informal fund account. Apply for an EIN by filling out IRS form SS-4 on line at www.irs.gov. File a copy of the IRS letter containing the EIN with your MACOM FRSA.


The EIN is not a “non profit” identification number. FRG must pay sales tax on all purchases. An EIN is obtained to prevent the use of a personal social security number when opening a not for profit bank account for tax purposes. It may only be used to open a bank account under the IRS status of “Banking Purposes Only.”  See step by step instructions on obtaining an EIN included in binder.


UPDATING EIN
When transitioning from the initial treasurer who obtained the EIN for the FRG informal fund, the incoming Treasurer will now become the responsible party and should now transfer the EIN into their name with the IRS. Additionally if there is a transition of the Unit and a change in the name of the FRG, the EIN may be transferred to align with the new name. The responsible party will notify the IRS if there is a change in name. Since there is not a form available to update the responsible party name, you do not need to apply for a new EIN. 

To update the EIN responsible party, obtain a memorandum from the MACOM FRSA requesting the change. The IRS will send a letter confirming receipt of the change. If you do not receive a confirmation letter within 60 days, you should fax a copy of the original letter, annotating “Second Request.” Additional information can be found at www.irs.gov. 

Internal Revenue Service
M/S 6273 qwe 
Ogden, UT 84201
Fax Number:  801-620-7116


AUTHORIZED INFORMAL FUND
[bookmark: OLE_LINK5][bookmark: OLE_LINK6]Commanders may authorize FRG members to establish an informal fund checking account in the name of the Unit’s FRG with a mailing address of the armory in care of the Unit Commander. Upon designating a Treasurer and Alternate, the Commander provides a memorandum to open a non interest bearing checking account requiring two signatures on all checks. The informal Fund account balance may not exceed more than $10,000 in an annual year.   


OPEN BANK ACCOUNT
Provide the name of bank or credit union and EIN to your MACOM FRSA to receive the memorandum authorizing the opening of the FRG Informal Fund account. All authorized signatories must be present 
at the bank with valid photo identification, appointment memorandum and bank authorization memorandum.

Open a non-interest bearing checking account using the FRGs official name (HHC, 19th SFG FRG). Mailing address will be the armory address in C/O Unit Commander. A savings account is only authorized when the institution requires it. In this case, deposit the minimum requirement only. There should never be any transactions in this account from this point on. Request “free of service charges” if the bank does not offer. 

Request courtesy checks and a debit card. Two signatures blocks are required on all checks. Once the online banking is set up, give the username and password to your MACOM FRSA and Commander. Treasurer secures the checkbook and debit card. Any FRG funds must be deposited into the account at this time. 

A new bank authorization with current signatories should be filed with the bank when transitioning a Treasurer.


UPDATING BANK ACCOUNT
When removing an authorized signer on a bank account, please see your MACOM FRSA to obtain a new bank authorization memorandum.

NO REPLACEMENT TREASURER
Soldiers can be signatories on an informal fund account only if the Treasurer position becomes vacant or the FRG becomes inactive for a prolonged period of time. This allows the Commander to secure the account until the position can be filled or the FRG becomes active, rather than closing the account. It is recommended the FRG Leader is not a signer; however the Commander should never be a signer on the account.


INFORMAL FUND GUIDELINES
Informal Funds are private funds generated by FRG members. Ensure the uses of informal funds are limited to expenses consistent with the purpose of promoting readiness among the unit families. Funds can be spent on items/events not otherwise funded with appropriated (military) dollars that will benefit the entire group. Funds are to be utilized for the purpose in which they were raised. Example: newsletters, homecomings, Christmas parties, volunteer recognition, etc. Further ensure the funds are managed upholding military ethics and ideals. 

· Must pay sales tax for purchases made with informal funds
· FRG is not a nonprofit organization, which also means it is NOT in a tax-exempt status
· Because the FRG is not a nonprofit organization, IRS tax advantages cannot be offered to donors
· FRG informal funds cannot augment “unit funds”
· FRG informal funds cannot be deposited or mixed with personal funds 
· FRG Informal Funds cannot be deposited or mixed with appropriated funds, unit cup and flower funds or Unit Morale, Welfare, and Recreation (MWR) funds
· FRG informal funds cannot be used to purchase items or services that are not related to family readiness such as Soldier farewell gifts
· FRG informal funds cannot be used to purchase alcoholic beverages, firearms, pornographic or suggestive materials, or anything illegal
· FRG informal funds cannot be used for events that will endanger participants, events which occur too often or poorly organized, or events that may be negatively perceived by the community


REQUIRED FORMS
For budgeting and record keeping purposes, the Treasurer and FRG Committee members are required to use the following forms: Activity Budget Request, Cash Tally, Reimbursement, Informal Fund Register and Command FRG Fund Review Checklist.  Please refer to your binder for examples.


ACTIVITY BUDGET REQUEST
The Activity Budget Request (ABR) form not only assists you with planning a successful event, it ensures proper use of available funds and allows for command and committee approval. Written guidelines help prevent over spending by any member of the group. 





CASH TALLY
Verification of all currencies must be recorded at the start and ending of the fundraising event by two individuals to ensure no discrepancies. If Treasurer is not present, place monies along with documentation in a sealed envelope. Those who verified the ending amount must sign across the seal of the envelope and deliver to Treasurer within 24 hours.


REIMBURSEMENT FORM
Use of personal funds by a FRG member should be avoided when possible.  Pre-authorization of purchases should only be given when arrangements cannot be made to access FRG Informal Funds. All debits incurred by the FRG Committee must be paid in a timely manner. Reimbursement form must be completed for pre-authorized expenditures.  Attach receipts to Reimbursement Request Form for all applicable transactions.  A receipt is required for all reimbursements, verbal or hand written is not allowed.


PROPERTY RECORD
Any property belonging to the FRG, including those purchased with the Informal Funds will be recorded on the Fund Property Record. Keeping record of any changes in property will ensure a smoother transition.


BANK STATEMENTS & INFORMAL FUND REGISTER
Keeping monthly bank statements in your Treasurer Binder will ensure you have the necessary documents available for quarterly reviews.  Your bank statements will also reflect your record keeping on the Informal Fund Register.


INFORMAL FUND REVIEW
The Commander and MPOC will conduct quarterly reviews of the FRG Informal Funds and documents to examine and verify volunteer activity funds are properly accounted and managed according to applicable regulations. 

Reviews must be completed by the 15th day of the following months: March, June, September, and December. The Unit will make arrangements for the Commander and MPOC to meet with the Treasurer (FRG Leader presence is optional) who will provide the following organized according to month:

· Bank Statements
· Reimbursement Forms 
· Receipts
· Activity Budget Requests
· Cash Tally Sheets
· Checkbook Register
· IRS EIN form

Additional requirements are a signed Treasurer Job Description, Treasurer Appointment Memorandum, and Authorization for FRG Informal Fund Account.

Quarterly review checklist will be returned to the MACOM FRSA after the review.  Informal Fund records must remain in Treasurer Binder for a period of three years.  Documents over one year may be filed with your MACOM FRSA if needed.

Any Statutory volunteer misusing funds will be held liable. Misuse of funds will be resolved in direct consultation with the command. If findings are serious enough, the Commander may choose to secure the FRG Informal Funds and request the resignation of said volunteer. Additionally the appropriate legal authorities may be notified. 


TRANSITIONING
When leaving a Unit/Company, the Treasurer will conduct a final review with the MACOM FRSA and Commander who will take possession of the Treasurer binder and other FRG Informal Fund property.   


Family Readiness Group Informal Fund (Checklist)
√	Authorized by Commander
√	Account cannot exceed $10,000 balance at any time
√	Annual income also capped at $10,000 per calendar year
√	Must have a valid EIN Number (IRS tax ID number)
√	Non-interest bearing account
√ 2 signers; a treasurer and alternate treasurer (if possible, always non military) - all checks include 2 signatures
√	Must have a FRG Informal Fund SOP or written guidance required by military regulation
√	Leadership (Controlled by statutory Volunteer(s)
√	Limited to fundraising on the installation/armory (“by us – for us”)
√	Subject to audit by the Commander and the State Family Readiness Office or their representative(s)
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