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• Cameras on!
• What is your role? FWEA Secretary/ 

Treasurer, former treasurer of Central 
Florida Chapter (2018)

• Where was your last vacation? Resort in 
Dominican Republic

• Are you familiar with your business plan? 
YES

• Have you submitted a deposit or check 
request in 2024? YES

• Do you know your DAL? YES

Introductions



• Have you had any 
stumbling blocks, 
confusion, or challenges 
related to “treasurer 
topics” recently and 
how was it resolved?

Share your experience



Making Transactions

Event Registration and Reporting

Roles and Responsibilities

Resources, Questions, Walkthrough

Agenda
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• Be a better leader by understanding 
the process

• Accurate, timely transactions help the 
whole organization succeed

• Communication between Chapters, 
DALs, and Executive Team

• ‘Money in’ supports operations 
training, scholarships, student design 
competition, other revenue neutral 
events, and administration support/ 
tools

Why is This Important?!



• Chapter/Committee submits request to FWEA via treasurer form 
submittal

• Requests should be timely! Aim to submit request within two weeks 
of expense

• Items not in business plan need DAL, then Board approval before 
reimbursement

• TRIPLE CHECK you have mailing address correct!
• ACH ePayment now available for individuals and vendors
• Vendors already using Bill.com should provide their 16-digit payment 

network ID to be connected to FWEA
• May request card payment if special circumstances arise – ACH 

payment is preferred method

Submitting a Check Request



Signing up for ePayment



Signing up for Bill.com



Receiving Payment

• Payments issued and mailed in 2-3 weeks
• Mailed checks should arrive one week later but 

may take longer!

Check is mailed 
or ePayment is 

issued

Treasurer 
Approves Payment

Bookkeeper logs 
accounting, cuts 

payment, and 
sends for 

processing

Treasurer sends 
request to 

Bookkeeper via 
Bill.com

Chair/ Chapter 
send request to 

Treasurer via 
FWEA Treasurer 

Form



• Prize money, gifts, or awards over $500 must include a W9 for 
the awardee in your check request

• Card payment max is $10,000
• Check requests over $10,000 require additional approvals and a 

few extra days to clear
• PayPal fees are 1.99%+$0.49 per transaction
• Executive Manager mailing address is changing. Forwarding 

service will be available at least until January 2025.

Special Notes



Deposits

Treasurer reviews 
and issues 

documentation to 
Bookkeeper

Deposits and 
submits Deposit 
Form on FWEA 

website

Checks and Cash 
Collected by 

Chapter/Committee 
or Executive 

Manager

Treasurer reviews 
monthly, 
identifies 

accounting lines, 
and issues to 
bookkeeper

Fees collected via 
Paypal

Event 
participants 

complete online 
registration



• Obtain/ request deposit slips with account number from Treasurer 
or Executive Manager

• Checks to “Florida Water Environment Association” or “FWEA” (no 
additional text on To field!)

• Document deposits made by your chapter / committee on FWEA 
Treasurer page

• Deposits sent to Executive Manager:
• MUST include cover page “invoice” to identify 

chapter/committee/event funds
• Best Practice: Include memo with chapter/ committee

Deposits
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• Obtain contract for venue, food, etc. 
• Only the President and the Executive Director are authorized to sign FWEA 

contracts
• Understand contract payment terms (when payments are due)
• Keep in mind once a deposit and final payment  check is requested, allow one 

month processing
• Send request for venue deposit, if required, to FWEA Treasurer with signed contract

• Request final payment check in advance of the event
• Consider negotiation with location for 7-10 day payment after event 

• As a last resort…for “day of”
• Debit card use is discouraged and limited for events but can be done if planned
• Submit the invoice to request payment of estimated final bill
• An individual or company can cover the expense; submit receipts for 

reimbursement

Process for Paying Event Expenses



• Event page registration
• Member Log In  My Events  View Attendees from Past 

Events
• Note that members can register and select to ‘pay by check’
• Payment report shows what is paid/unpaid
• Chapters/committees should track event finances

• Final event report can be obtained through website 
• Use website to send auto-populated invoice to unpaid 

attendees

Event Reporting



Event Registration ReportsEvent Registration Reports



• Plan Ahead
• Tax Exempt Status

• FWEA must pay vendor directly
• Cannot use a reimbursement

• Use Treasurer Resource Page FAQ & Checklist
• Each Chapter/ Committee must keep track of 

own accounting and verify with board reports
• An April report is for revenue/ costs that hit in 

March
• Typically get an April report in May

Key Points Regarding Events
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Roles and Responsibilities



• Report on the financial transactions of your organization at each meeting
• Decisions that need to be made are supported by accurate financial data
• Provide your report in advance of the meeting in writing
• Orally present the opening balance, total income, total expenses, and the ending 

balance
• Explain any large or unusual income or expenses or deviations from the budget
• Discuss any unpaid bills
• Open for discussion and questions
• Secretary receives a copy of the report to attach to minutes
• Chair then says “The treasurer’s report is filed.”

The Treasurer’s Report



$       , $      , $       , 

$  ,     ,

$  ,     ,



• Direct your treasurer questions to: treasurer@fwea.org 
• For help with related processes contact DAL:

• Activities not in approved business plan (must be 
approved)

• Advertising your event
• Scholarship Fundraisers / Golf tournaments

–Distributions must be coordinated after completion of fundraiser!
–If you are also contributing to a local scholarship, stay informed of 

the financial health of that fund

DAL and Treasurer are your first stop

mailto:treasurer@fwea.org


Vacant

Mike Sweeney

The Mish Agency 
Laura Cooley



• Tool to track income & expenses 
• Business Plans are foundation of the 

overall FWEA Budget
• Outlines activities your C&C plans to 

undertake
• Facilitates cohesion throughout the 

organization
• ‘Money in’ supports operations 

training, scholarships, student design 
competition, other revenue neutral 
events, and administration support/ 
tools

Understand Your Business Plan

Business 
Plan Chair

Treasurer Coordinators



• Help to ensure accurate annual accounting is 
complete

• April
• All check requests must be in by end of 

April. 
• Payment separation required between 

fiscal years
• Include a note in request defining FY

• Final annual reporting available June/ July
• Business plan development for following 

fiscal year occurs January through March 
around LDW

Planning for the Fiscal Year
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Treasurer Resources Page
http://www.fwea.org/ Members Only Volunteer Resources Log In View Treasurer Guidelines

BOOKMARK THIS PAGE! 
https://fwea.org/volunteer_treasurer.php

• Budget Development / Business Plans
• Expense Reimbursement Requests
• Documenting Deposits
• Tax Status/ Tax Exempt Certificate
• Frequently Asked Questions

http://www.fwea.org/
https://fwea.org/volunteer_treasurer.php


• Treasurer Resources: https://fwea.org/volunteer_treasurer.php
• Volunteer Resources: https://www.fwea.org/volunteer_resources.php 

• Accounting Questions, Deposit slip requests:
• Megan Nelson treasurer@fwea.org 

• All other inquiries through your DAL

Key Takeaways

https://fwea.org/volunteer_treasurer.php
https://www.fwea.org/volunteer_resources.php
mailto:treasurer@fwea.org
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