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Florida Health Sciences Library Association (FHSLA)
Policy and Procedures
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The charge of the Treasurer is to maintain receipt, custody and disbursement of the funds of the Association, file the appropriate financial reports for non-profits and tax forms and is responsible for coordinating with the Membership Chair to assist in maintaining the official membership records.

The Treasurer is an elected position and serves on the Executive Board as an ex-officio voting member. The Treasurer assumes the duties and responsibilities of the position at the close of
the Annual Meeting and serves a two-year term. 

DUTIES
1. Serve as a member of the Executive Board in order to: 
a. Assist in the development of the Association’s budget.
b. Review financial documents and bring any necessary action items to the Executive Board.
c. Present budget updates and income/expense reports at each Executive Board meeting and the Annual Meeting.
2. Oversee the Association’s financial accounts and records:
a. Maintain bank and financial statements of the Association.
b. Assist with the transition, addition, or removal of officers on the Association’s bank account.
c. Ensure each officer added to the bank account establishes and manages their own online banking access upon being added to the account.
3. File annual forms
a. Prior to May 1 each year, electronically file the Florida Department of State Division of Corporations Annual Report to maintain FHSLA's "active status" as a non-profit corporation with the Department of State.
i. Go to http://www.sunbiz.org to file the report. Filing fee may be paid electronically or by check.
ii. Since the report should list the current Association officers, it is advisable to wait until after the Annual Meeting, if possible, to file the report. Upon completion of filing, notify the President and Secretary.
iii. The Florida Department of State will email the "Annual Report Notice" reminder to the Treasurer. If the Office of the Treasurer has changed, then it is the responsibility of the immediate past treasurer to forward the email to the current treasurer.
b. Prior to May 15 each year, electronically file Form 990-N (e-Postcard) with the IRS (http://epostcard.form990.org/). Failure to file for 3 consecutive years will result in the Association losing its tax-exempt status. For more information go to http://www.irs.gov/Charities-&-Non-Profits/Annual-Electronic-Filing-Requirementfor-Small-Exempt-Organizations-Form-990-N-(e-Postcard).
c. Every 5 years renew the Florida Department of Revenue "Consumer's Certificate of Exemption" which exempts the Association from Florida sales tax. (The next renewal due dates will be June of 2027, 2032, 2037 and so on). 
4. Membership Maintenance
a. Treasurer's name and address appears on yearly membership forms, Annual Meeting registrations, and Annual Meeting exhibitor forms. All forms and checks are mailed to the Treasurer, who processes and deposits checks into the Association’s bank account in a timely manner.
b. Using an Excel spreadsheet file stored in the FHSLA Google Drive, maintain yearly FHSLA membership dues, Annual Meeting registrations, and Annual Meeting exhibitor registrations lists.
c. Membership dues received in the last quarter of the year (Oct.-Dec.) will be credited to the next year's membership.
d. The Treasurer should work together with the Membership Chair to ensure the membership list that each maintains matches.  
5. Expenses
a. Work closely with the President and Vice President to facilitate handling the meeting expenses.
b. Pay expenses related to Annual Meeting and/or CE classes (i.e., hotel, instructors, presenters, reimbursements, travel, etc.) in a timely manner.
c. If needed, perform a check for the current Florida mileage reimbursement rate according to Florida Statute 112.061.  
6. FHSLA Federal Tax Information
a. FHSLA is a not-for-profit corporation (Document # N02062) with the State of Florida and qualifies for a Florida sales tax exemption on direct purchases. 
b. According to the Internal Revenue Service Letter of Determination, FHSLA is also exempt from Federal income tax under section 501(a) of the Internal Revenue Code as an organization described in section 501(c)(3) (Certificate Number: 85-8012675253C-6).
c. The Federal Employer Identification Number (FEIN) / Tax ID Number (TIN) is # 59-2829362. This number stays the same each year, as does the FHSLA Bank of America bank account (with only name and signatory changes as needed).
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