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INSTRUCTIONS

ICT FORMS and CHECK REQUEST FORMS

The forms are designed to be filled out in EXCEL.  If this is not an option, the form may be filled out manually.  

Most information on the forms should be self-explanatory.  Some specifics are included below.

ICTs and Check Requests are due on the 25th of the month following the month in which the transactions were made.  For example, income generated or expenses paid for an event in August should be reported by September 25th.  Exceptions can be made by request due to special circumstances.  In general chapters should demonstrate fiscal responsibility by sending their financial reports on time.  ICT and Check Requests may be sent more frequently than once a month if warranted by the activity at a particular time.

ICT TRANSACTIONS

1. “ For the Month Of” – Enter the number for the month you are reporting on: 1 for January, 2 for February, 3 for March and so on.

2.  For each credit card transaction, type in the card holder’s name, their credit card number, expiration date and transaction amount.  Only American Express, Visa and Master Card are accepted.

3.  For each check transaction, type in the check holder’s name, the check number and transaction amount. 

4. For cash transactions, it is preferred to list each individual transaction and include the person’s name.  Under column D, instead of a check number or credit card number – FILL IN THE WORD “CASH”.  

5. In the same line, fill in what the charge is for.  For example, if $35 is spent on membership and $20 for books, then $55 should be typed under column C, AMOUNT, $35 should be typed under column E for MEMBERSHIP, and $20 under column K for MATERIALS.  When done correctly, the CHECK SUM column M should say “TRUE”.  If it says “FALSE” the total amount charged does not add up with the itemized amounts.  Please correct so that all the entries in the CHECK SUM column say “TRUE”.

7. Do not fill in any of the shaded or patterned areas.  These contain formulas and are automatically filled in when entries are made in the clear spaces.

8. It is preferred that all transactions are listed by individual with a name attached to each transaction.  This is not always possible.  For example if someone buys a book, it is best to report the person’s name and what they paid for the book.  It is also possible to put one entry which includes the total of all Materials Sold.

9. Do not send cash.  Determine the amount of cash collected which should equal the amount in Column C Row 31, keep the cash and write a personal check for the amount.

10. The income categories consist of the following:

· Memberships: the annual membership fee

· Donations: any donation, small or large

· Materials: all materials sold

· Events: any chapter events including silent auctions, outreach booths, Turkey-Free Thanksgiving, Dine-Outs, potlucks, Taste of Health, etc.

CHECK REQUEST FORMS

1. At the top of the form, fill out who the check should be made out to and where the check should be mailed.  

2. If the Check Request is being filled out by someone other than the Treasurer or Chair, an approval signature by the Treasurer of Chair is required.

3. Do not fill in the gray shaded areas.  These contain formulas and are filled in automatically.

4. Categories for expenses include but are not limited to: telephone and voicemail, postage and shipping, printing, office supplies, post office box, space rental

5. Receipts or invoices must be included for all reimbursement requests.  Please tape receipts to the back of the Check request or to an additional page.  This will make it easier to copy and to file.  

The above forms can be emailed, faxed or mailed to EarthSave at:

EarthSave 

20555 Devonshire Blvd, Ste 105

Chatsworth, CA  91311

information@earthsave.org
FAX: 718-228-2491

It is preferred to receive an email of the EXCEL file for the ICTs.  If this is not possible they can be faxed or mailed. 


1
Revised 9/11/04




2
Revised 10/21/03


[image: image1.png]_1076146293

