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I. TREASURER’S DUTIES 

 

It is suggested that you read Brass Tacks – A Local Chapter Procedural Guide.  Brass Tacks is a 

guide instructing local officers and chairman on how to perform their respective duties.  Contains 

check lists, calendars and forms.  You may either download from the LSI website for free or 

purchase a hard copy at $5 from Corporate Office.  The Marketing Table has a limited supply on 

hand at conference. 

 

II. PROCEDURES 

 

 A. Bond 

 B. Budget 

 C. Treasurer’s Report 

 D. Per Capita Taxes & Supplemental Reports 

 E. Types of Membership (LSI and Local) 

 F. Transfers 

 G. Name/Address Changes/Email Address Changes 

 H. Certificate of Insurance 

 I. IRS Form 990 and FTB Form 199 and 199B (e-Postcard) 

 J. Audit 

 

III. IMPORTANT DATES 

 

 A. June 15 – First Per Capita Tax Report due to LSI Treasurer 

 B. September 15 – Form 990 Due to IRS and Form 199/199B to FTB 

 C. March 31 – Final Per Capita Tax Report due to LSI Treasurer 

 D. Monthly – Transmit Per Capita Tax Supplemental Reports to LSI Treasurer 

 

IV. SAMPLE AUDIT REPORT 

 

In addition to maintaining good bookkeeping records, reconciling the bank accounts each month 

and providing written reports, it is strongly suggested that your association perform an annual 

audit.  (Refer to Brass Tacks for suggestions on day-to-day bookkeeping and organization.) 

 



 

 

 

 

 

 

 

 

IMPORTANT ADDRESSES 

 

LSI ADMINISTRATOR 
 

Catherine Culver, CCLS 

P.O. Box 660 

Fortuna, CA  95540-0660 

Office:  (800) 281-2188 

Office:  (707) 682-6888 

Fax:  (800) 281-2188  

Email:  lsiorg@suddenlinkmail.com 

 

 

LSI Website:  www.lsi.org 

 

 

 

LSI TREASURER:  2013-2014 

 

Heather Edwards 

c/o Alpert, Barr & Grant, APLC 

6345 Balboa Boulevard, Suite I-300 

Encino, CA  91316 

Office:  (818) 881-5000 ext. 124 

Home:  (818) 998-6154 

Fax:  (818) 881-1150 

Email:  hedwards@alpertbarr.com 

Email:  heatheredwardslsi@aol.com  

mailto:lsiorg@suddenlinkmail.com
http://www.lsi.org/
mailto:hedwards@alpertbarr.com
mailto:heatheredwardslsi@aol.com


I.  TREASURER’S DUTIES 
 

As treasurer of your local association, you are responsible for the following duties: 

 

 A. Treasurer’s Bond 

 B. Budget 

 C. Treasurer’s Report 

 D. Per Capita Tax & Supplemental Reports 

 E. Types of Membership 

 F. Transfer of Membership 

 G. Name/Address Changes 

 H. Certificate of Insurance 

 I. Internal Revenue Service Form 990 and Franchise Tax Board Form 990 or 199B 

 J. Audit 

 

SAMPLE FORMS ATTACHED: 

 

FORM A1 SAMPLE PROPOSED BUDGET 

FORM A2 SAMPLE TREASURER’S REPORT 

FORM B PER CAPITA TAX TRANSMITTAL 

FORM C1 SAMPLE COMPLETED ROSTER & PER CAPITA TAX TRANSMITTAL 

FORM C2 SAMPLE ATTACHMENT TO PER CAPITA TRANSMITTAL 

FORM D CERTIFICATE OF TRANSFER 

FORM E REQUEST FOR PROOF OF INSURANCE 

FORM F1 & F2 SAMPLE AUDIT REPORT 

 

II.  PROCEDURES 

 

You are responsible for handling and disbursing all funds, making deposits and signing checks.  

Most banks will open a non-service charge checking account for your association. 

 

Pay funds as authorized, retaining copies of all bills and statements paid, with notations of date 

paid and check number. 

 

A ledger book must be kept in conjunction with the checkbook.  It serves as a double-check 

system for all receipts and disbursements.  Suggested headings under “Income” are as follows:  

dues, per capita taxes, dinner reservations, ways and means, donations, and miscellaneous. 

Suggested headings under “Expenses” are as follows:  per capita taxes, dinner, governor, 

delegates, ways and means, gifts and contributions, postage, history book, publicity, duplicating, 

stationery, and miscellaneous.  Set up as many headings as possible so that there will be 

relatively few miscellaneous items.  This makes it easier to see exactly where your money goes. 

 

 

 

 

 



A.  TREASURER’S BOND 
 

It may be a good idea to obtain a bond for the association treasurer.  A bond can be obtained 

much in the same manner that bonds are obtained for notaries, and the association should bond 

its treasurer in the maximum amount of money over which that officer is likely to control at any 

one time.  The premium for the bond is not too expensive and will protect both you and your 

association. 

 

B.  BUDGET 
 

At the beginning of each fiscal year, an annual budget should be prepared and presented to the 

local association board at the first board meeting of the year for review and approval.  Base your 

budget on the previous year’s annual report.  If your association has access to a bookkeeping 

program such as QuickBooks or Quicken, a budget may easily be setup.  See Form A1 for a 

sample budget. 

 

C.  TREASURER’S REPORT 
 

Each month, a Treasurer’s Report must be prepared and presented to the membership.  The 

Treasurer’s Report is a report that states the current status of income and expenses of the 

association, and the purpose is to keep the membership appraised of the financial status of the 

association.  If using QuickBooks or Quicken, a simple report can be easily printed for these 

purposes.  If using hand ledgers, prepare a statement listing all assets, income received, and 

expenses paid for the month.  See Form A2 for a sample Treasurer’s Report. 

 

In addition to the Treasurer’s Report, the treasurer is responsible for keeping the associations’ 

bank accounts, reconciling said accounts, preparing and distributing checks as requested. 

 

D.  PER CAPITA TAXES & SUPPLEMENTAL REPORTS 
 

You are responsible for collecting your local association’s per capita taxes and forwarding a 

check payable to LSI directly to the LSI Treasurer together with the form entitled ”PER CAPITA 

TAX TRANSMITTAL”.  The form is a PDF fillable form and may be obtained from the LSI 

Treasurer.  Instructions for distribution are on the front of the form.  It is extremely important 

that you carefully review these instructions.  A sample copy of this form is provided herein.  See 

Form B. 

 

At the beginning of April of each year, the LSI Treasurer will send a letter to the local 

association treasurers advising that the first Roster and Per Capita Tax Transmittal Form is due 

to the LSI Treasurer no later than June 15.   

 

Immediately prior to the beginning of the new fiscal year, Corporate Office sends the outgoing 

treasurer a printout of your association’s roster.  This printout is used for submitting your 

association’s first report of the fiscal year.  Instructions for submitting the first report and 

supplemental reports are provided with the printout.   



Note:  LSI per capita tax is due and payable on May 1. The first report for the fiscal year must be 

received by the LSI Treasurer no later than June 15. 

 

After payment of per capita taxes to LSI, LSI membership cards are forwarded to the local 

treasurer by the LSI Treasurer.  Immediately upon receipt, the local treasurer should type the 

names of the paid members on the cards and make arrangements with the president for 

distribution of the cards. 

 

Thereafter Supplemental Roster and Per Capita Tax Transmittal Forms with a check (if required) 

must be submitted to the LSI Treasurer as received or on a monthly basis.  Don’t forget to send a 

copy of every per capita form and the new member information or changes to existing member 

information to the Corporate Office.  The final Roster and Per Capita Tax Report is due to the 

LSI Treasurer no later than March 31.  A sample of a completed Per Capita Tax Report and 

Supplemental Per Capita Report are attached as Forms C1 and C2. 

 

E.  TYPES OF MEMBERSHIP 
 

Outside the general membership, LSI – on the state level – offers Honorary Membership and 

Life Membership.  An LSI Honorary Member is a person elected by the LSI Board of Governors 

to that status by reason of special service to LSI or to a community.  Honorary LSI Members 

cannot hold office, do not have voting privileges and are not liable for dues.  The award of 

honorary membership status is limited to one representative of a company or corporation. 

 

Per capita tax is not paid for Honorary Members of LSI.  Honorary members of your local 

association for which you pay per capita tax should be listed on a separate sheet of paper and 

attached to the printout of the roster.  If your local association has honorary members for which 

you do not pay per capita tax to LSI, then you need not provide their names to LSI.  LSI will 

provide honorary membership cards only upon request by the local association to the LSI 

Treasurer.  These cards are continuous; therefore, new cards are not issued each year. 

 

To obtain an LSI Life Membership, a member who has served as President of LSI must request 

said status in writing to the LSI First Vice President, and will be granted an LSI Life 

Membership at the expiration of that President’s term(s) of office.  A life member has all the 

rights and privileges of an active membership in LSI, including serving as a committee chairman 

or member of a committee, but is not liable for LSI per capita tax and may not hold an elective 

office in LSI. 

 

Per capita tax is not paid for LSI Life Members (LSI Past President).  If your association has 

life members and your bylaws provide for nonpayment of their dues, their names need not be 

provided to LSI.  If your life member is an active, voting member, their name will appear on the 

printout of the roster and per capita tax must be paid on their behalf. 

 

Local Associations may honor members by bestowing the status of a life membership upon a 

member of their choosing.  However, a life member of a local association will be recognized as a 

member of LSI only if the local association pays per capita tax for that member. 

 



F.  TRANSFERS OF MEMBERSHIP 
 

An active member in good standing may request transfer to another local association upon 

changing place of residence or employment.  The form entitled “CERTIFICATE OF 

TRANSFER” may be obtained from the LSI Treasurer.  Instructions for completion are at the 

bottom of the form.  A sample of this form is provided herein.  (See Form D)  After a request for 

transfer has been made, the member will be given a Certificate of Transfer which states that 

member’s name, previous address and current association, and must be signed by the member’s 

current association Treasurer.  The member must then present the Certificate and the member’s 

current LSI membership card to the new association Treasurer.  Once the member has been 

accepted for membership by the new association, the new association Treasurer will forward the 

Certificate of Transfer to the LSI Treasurer.  The new association Treasurer must provide a copy 

of the Certificate of Transfer to the association from which the member has transferred.  No 

further LSI per capita tax will be required for that fiscal year.   

 

G.  NAME/ADDRESS CHANGES 
 

Using the Roster and Per Capita Tax Form, please advise the LSI Administrator and the LSI 

Treasurer immediately of a change in a member’s name, mailing address, office or chairmanship.  

Complete the Roster and Per Capita Tax Form as indicated, and attach an 8 ½ x 11 sheet marked 

“CHANGES” setting out the changes of the member.  Advising the LSI Administrator of any 

changes enables the members to continue to receive The Legal Secretary and other LSI 

communications on a timely basis.  Be sure to notify your appropriate local officers and/or 

chairmen (recording or corresponding secretary, membership chairman, bulletin editor, etc.) of 

any changes as well. 

 

 

H.  CERTIFICATE OF INSURANCE 
 

If your association is holding a special event such as a fundraiser or educational seminar, it may 

be necessary to obtain additional general liability coverage to cover the location where the event 

will be held.  Check with the facility where the event will be held to see if they have appropriate 

coverage.  

 

If they do not, request liability coverage from the LSI Treasurer with a Request for Certificate of 

Insurance setting forth the following information: 

 

 1. The date and time of the event.  

 2. Whether or not the public is invited and, if so, what the charge, if any, will be. 

 3. Whether or not food will be served and, if so, who will be serving (i.e. local  

  members, members of the Elks Lodge, etc.) 

 4. The approximate number of people expected to attend. 

 5. The name and address of the entity requesting the additional insured certificate  

  (i.e. county, city, school, etc.) 

 6. Any additional information describing the event 

 



The request should be sent to the LSI Treasurer six to eight weeks in advance of the event, if 

possible.  The request will then be presented to LSI’s insurance carrier (Joyce Freeman, R.E. 

Freeman Insurance Co.), who will provide the Certificate of Insurance to the LSI Treasurer who 

will in turn transmit the certificate to the requesting association.  A copy of the Request for 

Insurance is attached hereto as Form E. 

 

I.  IRS FORM 990 AND FTB FROM 199 AND 199B 
 

Each local association has their own individual tax identification number.  The tax ID number 

may be obtained from the LSI Treasurer. 

 

Each August, tax exemption forms are mailed to the local treasurers along with a special 

directive from the LSI Treasurer giving instructions for completion and filing.  The form is due 

to the IRS by the fifth month after the accounting period ends, which is September 15.  The IRS 

Form 990 is required for all associations whose annual gross receipts are normally $25,000 or 

more.  However, the form must be completed by all local associations if they receive a Form 990 

package with a preaddressed label from the IRS, even if they do not meet the criteria, checking 

the appropriate box indicating that the association’s gross receipts are normally not more than 

$25,000.  If a Form 990 is completed, be sure to provide a copy of that form to the LSI 

Treasurer. 

 

The IRS 990-N, e-Postcard is required to be completed by LSI subsidiary associations. 
 

LSI will file a group state return for itself and all of its local associations with the Franchise Tax 

Board unless your local association has more than $1,000 in unrelated business income.  If your 

local association does have more than $1,000 in unrelated business income, you must contact the 

LSI Treasurer for further information and instructions. 

 

FTB:  Beginning for taxable years on or after January 1, 2010, exempt organizations with gross 

receipts normally less than $25,000 are required to file FTB 199N, California e-postcard, Annual 

Electronic Filing Requirement for Smaller exempt organizations.   

 

The requirement to file Form 199 is generally based on the normal amount of total gross receipts 

and pledges.  Organizations with gross receipts that are normally $25,000 or less are required to 

electronically file FTB 199N, California e-postcard. For more information, go to www.ftb.ca.gov 

and search for 199N. 

 

The above tax exemption forms are available online.  In August a special directive is sent from 

the LSI Treasurer giving instructions for completion and filing. 

 

J.  AUDIT 
 

It is a good business practice to audit the association’s books each year to ensure that the 

treasurer keeps proper books.  The local board will appoint an auditing committee to perform the 

task at the end of each fiscal year.  Most local association bylaws make such provision; but if 

not, it is urged that this procedure be followed: 

http://www.ftb.ca.gov/


Required from Treasurer: 

 

  1. Checkbook; 

  2. Bank Statements; 

  3. Monthly Treasurer’s Reports; and 

  4. Posted Ledger. 

 

If your association uses a computerized bookkeeping program, such as QuickBooks or Quicken, 

a backup disc should also be obtained. 

 

 Step 1: Compare checkbook with bank statements; 

 Step 2: Compare checkbook with monthly Treasurer Reports 

 Step 3: Compare checkbook with posted ledger 

 

What to look for:  Do all of the transactions in the checkbook match the bank statements?  Is the 

math correct? 

 

A sample Audit Report is attached hereto.  (See Forms F1 and F2) 

 

 

 

 

 

 

 

 

 

 

 

IMPORTANT DATES 

June 15: The First Roster and Per Capita Tax Report is due to the LSI Treasurer 

September 15: Form 990 is due to the IRS; form 199/199B is due to the Franchise Tax Board 

March 31: The final Roster and Per Capita Tax Report is due to the LSI Treasurer  

Monthly: Transmit Roster and Per Capita Tax Supplemental Reports to the LSI Treasurer 

Helpful Hints From the LSI Administrator: 

Please send any mailing address change/additions to the LSI Administrator.  Do NOT send 

membership applications with the per capita reports.  The only time a copy of a membership 

application should be sent to corporate office is if the LSS sections are being joined and that 

information is at the bottom of the membership application.  If you are in a hurry or near the date 

that magazine addresses are due to the printer (the 15th day of the month prior to a conference), e-

mail the administrator the changes or additions.  If you have any questions contact LSI 

Administrator, Catherine Culver, CCLS, at lsiorg@suddenlinkmail.com 



BUDGET (PROPOSED) 

DESCRIPTION 2013-2014 

APPROVED 

2013-2014 

ACTUAL 

2014-2015 

PROPOSED 

INCOME:    

Dues $                    3,000.00 $                    2,909.50 $                    3,000.00 

Interest 150.00    0.00 150.00 

Dinner Meeting 3,600.00 3,387.50 3,600.00 

Educational Seminars 2,700.00 2,510.00 1,500.00 

Ads 500.00 327.50 325.00 

Installation 1,000.00 1,241.50 1,000.00 

Ways & Means 4,100.00 2,049.00 3,500.00 

Miscellaneous 0.00 116.14 0.00 

TOTAL: $                  15,050.00 $                  12,541.14 $                  13,075.00 

DISBURSEMENTS:    

LSI Per Capita $                    1,275.00 $                    1,230.00 $                    1,275.00 

Bulletin 2,100.00 2,708.80 840.00 

Gifts/Donations 350.00 672.41 350.00 

Interclub 100.00 0.00 100.00 

Governor 1,100.00 982.56 1,100.00 

History Book 150.00 287.12 150.00 

Dinner Meeting 3,600.00 3,370.75 3,600.00 

Delegates 1,500.0 1,390.00 1,500.00 

Scholarship 750.00 750.00 750.00 

Educational Seminars 1,600.00 557.70 900.00 

Installation 1,500.00 1,768.52 1,500.00 

Bank Charges 20.00 152.50 20.00 

Ways & Means 2,000.00 1,366.67 2,000.00 

Miscellaneous 200.00 293.65 200.00 

TOTAL: $                  16,245.00 $                  15,540.68 $                  14,285.00 

    

INCOME OVER 

DEFICIENCY 

<$               1.195.00> <$               2,989.54> <$               3,210.00> 

FORM A1 



TREASURER’S REPORT 

Month of:  _____________________ 2014 

 

CHECKING ACCOUNT BALANCE FORWARD: $             3,000.00 

    

RECEIPTS:    

 Interest earned: $                 3.00  

 Ways & Means (50/50 drawing): $               11.00  

 Dues (1 new member) $               40.00  

 Lunch/Dinner Regular Meeting: $             200.00  

 Void Check No. 333, no refund due: $               33.00 +$              287.00 

   

DISBURSEMENTS:   

   

 Newsletter photocopy expense: $             135.00  

 Deposit for Lunch/Dinner meeting: $             100.00  

 Jan’s Flower Shop – member flowers: $               25.00  

 Engraving – new member badge: $               10.00  

 LSI – Per Capita (new member): $               20.00  

 Bank Service Charge $                 2.00 -$               292.00 

   

CHECKING ACCOUNT ENDING BALANCE:  $             2,995.00 

   

SAVINGS ACCOUNT BALANCE:  $             1,500.00 

 Interest earned:  $                  10.00 

   

CERTIFICATE OF DEPOSIT:  $             5,000.00 

 Interest earned:  $                  25.00 

   

TOTAL ASSETS:  $             9,530.00 

  

FORM A2 



 

LEGAL SECRETARIES, INCORPORATED 

 
PER CAPITA TAX TRANSMITTAL 

 
INSTRUCTIONS: Mail: Two copies of Transmittal with Membership List to LSI Treasurer 
   Mail: One Copy of Transmittal with Membership List to LSI Administrator 
   Retain: Copy for your file  

 

DATE:  _______________ ASSOCIATION:  _____________________________________________ 

TREASURER:  ______________________________________________________________________ 

MAILING ADDRESS:  ________________________________________________________________ 

TELEPHONE NUMBER:  _______________________ (office)  ________________________ (home) 

EMAIL ADDRESS:  __________________________________________________________________ 

First report of fiscal year? Yes ___; year 20___ - 20 ___/No ___; Supplemental Report # _______ 
 
Check payable to “LSI” is enclosed for the following members: 

 Key 

 N  = NEW    _____ X $20.00 = $ _____ 

 R  = RENEWING  _____ X $20.00 = $ _____ 

      TOTAL  $ ______ 

 C  = CHANGES  _____ X  = DROPPED _____  T  = TRANSFERS _____  

LSI Honorary/Life Member(s) for which per capita is not being paid:  _______ 

**********************************BELOW FOR LSI TREASURER USE ONLY********************************** 

$ __________ RECEIVED FOR _____ MEMBERS, CHECK #  _____ 

TOTAL MEMBERS IN YOUR ASSOCIATION (including this report) 
FOR WHICH PER CAPITA TAX HAS BEEN PAID:         __________ 
 
LSI Honorary/Life Member(s):         __________ 
 
TOTAL MEMBERSHIP IN ASSOCIATION (INCLUDING THIS REPORT):   __________ 
 
 
DATED:  __________     __________________________________________ 
        LSI TREASURER 
 
 
(Revised 3/12)

FORM B 



 

LEGAL SECRETARIES, INCORPORATED 

 
PER CAPITA TAX TRANSMITTAL 

 
INSTRUCTIONS: Mail: Two copies of Transmittal with Membership List to LSI Treasurer 
   Mail: One Copy of Transmittal with Membership List to LSI Administrator 
   Retain: Copy for your file  

 

DATE:  __9/1/14_____________ ASSOCIATION:  ___Every Chapter LPA____________________ 

TREASURER:  ___Doe Treasurer ______________________________________________________ 

MAILING ADDRESS:  __555 LEGAL SECRETARIES AVENUE, ANYTOWN, CA  95555____________ 

TELEPHONE NUMBER:  __415-555-1212___________ (office)  _415-555-1212     _________ (home) 

EMAIL ADDRESS:  __LSIORG@SUDDENLINKMAIL.COM___________________________________ 

First report of fiscal year? Yes __; year 2014 - 2015/No _x_; Supplemental Report # __3_____ 
 
Check payable to “LSI” is enclosed for the following members: 

 Key 

 N  = NEW    _5__ X $20.00 = $ _100__ 

 R  = RENEWING  ___ X $20.00 = $ _   0__ 

      TOTAL  $ _100__ 

 C  = CHANGES  _____ X  = DROPPED _____  T  = TRANSFERS _____  

LSI Honorary/Life Member(s) for which per capita is not being paid:  _______ 

**********************************BELOW FOR LSI TREASURER USE ONLY********************************** 

$ __________ RECEIVED FOR _____ MEMBERS, CHECK #  _____ 

TOTAL MEMBERS IN YOUR ASSOCIATION (including this report) 
FOR WHICH PER CAPITA TAX HAS BEEN PAID:         __________ 
 
LSI Honorary/Life Member(s):         __________ 
 
TOTAL MEMBERSHIP IN ASSOCIATION (INCLUDING THIS REPORT):   __________ 
 
 
DATED:  __________     ______________________________________________ 
        LSI TREASURER 
 
 
(Revised 1/13)

FORM C1 



 

Every Chapter Legal Professionals Association – SUPPLEMENTAL REPORT #3                    Page 1 
2014-2015 MEMBERSHIP ROSTER (Rev. 1/12/13) 
[5 New] 

KEY NAME/HOME 
ADDRESS/PHONE 

WORK 
ADDRESS/PHONE/FAX 

EMAIL 
AREA OF EXPERTISE 

PREFERRED 
MAILING 

ADDRESS 

BIRTHDATE 

A Liz Haemmel 
4714 Cache Peak Drive 
Antioch, CA  94531 
916-420-4849 (cell) 

Bay Area Credit 
1910 E. 10th Street 
Antioch, CA  94509 
866-353-7384 

Lizzzard95959@yahoo.com 

Collections/Real Estate 

Home 11/1 

A Shan Li 
5080 Valley Crest Drive 
Suite 33 
Concord, CA  94521 
925-922-0393 

Severson & Werson 
One Embarcadero Center 
Suite 350 
San Francisco, CA  94111 
415-398-3344 x 620 
415-956-0439 

Claudiali2002@yahoo.com 

Bankruptcy/Litigation 

Home 7/13 

A Marilyn O’Keeffe 
306 Bonaire Court 
Danville, CA  94506 
925-683-3443 

Shapiro, Buchman, Provine 
1333 N. California Blvd. 
Suite 350 
Walnut Creek, CA  94596 
925-944-9700 / 925-944-9701 

Okeeffe3@att.net 

Probate/Estate 

Home 7/28 

A Carolina Rose 
5739 Chaffey Lane 
Carmichael, CA  95608 
916-974-0601 

Legislative Research, Inc. 
1107 9th Street, Suite 220 
Sacramento, CA  95814 
916-442-7660 / 916-442-1529 

Carolina.rose@lrihistory.com 

Legislative and regulatory 
history research, all CA 
codes 

Work 8/16 

A Marci Trevino 
2400 Shady Willow Lane 
No. 31F 
Brentwood, CA  94513 
925-759-3074 
925-308-4922 

John F. Kennedy University 
100 Ellinwood Way 
Pleasant Hill, CA  94523-
4817 
925-969-3563 / 925-969-3328 

mtrevino@jfku.edu 

Administration 

Home 05/19 

 

 

 

 

 

 

FORM C2 

mailto:Lizzzard95959@yahoo.com
mailto:Claudiali2002@yahoo.com
mailto:Okeeffe3@att.net
mailto:Carolina.rose@lrihistory.com
mailto:mtrevino@jfku.edu


 

CERTIFICATE OF TRANSFER 
 

TRANSFER OF MEMBERSHIP HAS BEEN REQUESTED BY: 
 
NAME:  _______________________________________ DATE:  _______________ 
 
PREVIOUS ADDRESS AND ZIP CODE: 
 
______________________________________________________________________ 
 
This is to certify that the transferee is an active member in good standing of 
________________________________ LSA/LPA, and Legal Secretaries, Incorporated; 
dues and per capita tax have been paid to April 30, 20_____.  This transfer is in 
accordance with Article V, Section 1(d), of the Bylaws of Legal Secretaries, 
Incorporated. 
 
The new address and zip code for the transferring member is:   
 
______________________________________________________________________ 
 

 
 
        _____________________________________ 
        Treasurer of Member’s Current Association 
 
 

************************************************************************* 
 

TRANSFER OF MEMBERSHIP HAS BEEN APPROVED BY: 
 
The above transfer is approved by ____________________________LSA/LPA and 
notice is hereby given to Legal Secretaries, Incorporated. 
 
 
        _____________________________________ 
        Treasurer of Association to Which Member  
        Has Transferred 
 

INSTRUCTIONS FOR COMPLETION:  PLEASE DO NOT RETYPE THIS FORM.  The top of  this form 
should be completed by the Association Treasurer from which the member is transferring, and a copy 
given to the transferee.  Upon application for membership in a new Association, the transferee should 
present this form to the new Association Treasurer.  When the member has been accepted for 
membership in the new Association, the bottom of the form should be completed by the new Association 
Treasurer who should send three copies of this form to the LSI Treasurer, and one copy to the 
Association Treasurer from which the member transferred.  Retain a copy for the new Association files. 

FOR USE BY LSI TREASURER ONLY: 
Copy to:           Date___________ 
□ LSI Administrator         _______________ 
□ New Local Association Treasurer with New Membership Card  _______________ 
□ Local Association Per Capita Tax File     _______________ 

 

FORM D 



 

 

REQUEST 

(Check One) 

_____ CERTIFICATE OF INSURANCE 

_____  CERTIFICATE OF ADDITIONAL INSURED 

ASSOCIATION SPONSORING 

EVENT: 

 

CONTACT PERSON: Name: 

Address: 

 

Telephone Number(s): 

 

EVENT: Name of Event (Describe with Specificity): 

 

 

Cost: 

Date: 

Time: 

 

Name of Facility: 

 

Complete Address: 

 

NAME AND ADDRESS OF 

ENTITY TO BE INSURED (if 

different than name of facility) 

Name of Entity: 

Complete Address: 

NUMBER OF ATTENDEES 

EXPECTED 

Number of Attendees Expected:  ______________ 

ALCOHOLIC BEVERAGES WILL 

BE SERVED: 

_____ Yes – If yes, by whom: 

_____ No 

 

Name: 

 

Complete Address: 

 

SEND PROOF OF INSURANCE 

TO: 

If  to Facility, sent to: 

 

If to Association, send to: 

 

ADDITIONAL 

INFORMATION/INSTRUCTIONS: 

 

 

RETURN THIS FORM TO:  LSI Treasurer 

        

FORM E 



 

Report of Audit Committee 

Fiscal Year 05/01/13-04/30/14 

 

BANK OF AMERICA 

 

CHECKING ACCOUNT 

#000XXXXXXX 

 

Balance per bank statement 4/30/13: $             1,426.72 

Less checks outstanding: $                  40.87 

Audit Balance 4/30/13: $             1,385.85 

Beginning balance 4/30/13: $             1,426.72 

Receipts/Deposits per bank statement 5/1/13-4/30/14: $           18,128.59 

Disbursements per bank statement 5/1/13-4/30/14: $           15,664.88 

Balance per bank statement 4/30/14: $             3,890.43 

Less checks outstanding: 

 SEE ATTACHMENT A – Outstanding Checks 

 

- 1,131.01 

Audit balance 4/30/14 reconciled to bank statement: $             2,759.42 

  

SAVINGS ACCOUNT 

#000XXXXXXX 

 

Audit balance 5/1/13: 
$             2,822.33 

Receipts/Deposits per bank statement 5/1/13-4/30/14: 

 Interest: 

 

$                  25.04 

Audit balance 4/30/14 reconciled to bank statement: 
$             2,907.37 

 

 

 

 

 
FORM F1 



 

 

ATTACHMENT A 

 

OUTSTANDING CHECKS 

 

#956 $          15.00 

#957 $        250.00 

#960 $        100.00 

#961 $        585.00 

#962 Void 

#963 Void 

#964 Missing 

#965 $          28.64 

#966 $          30.15 

#967 $          36.70 

#968 $          85.52 

  

TOTAL $     1,131.01 

  

 

________________________________________________________________ 

 

 Audit Committee Recommendations 

 

We report the following discrepancies:  a missing deposit slip in May in the amount of $265.00; 

a missing check, No. 964. 

 

We suggest and recommend that the Treasurer always maintain a running balance on the 

checkstubs and that the banks statements be reconciled every month. 

 

 

AUDIT COMMITTEE 

 

 

____________________________________ ___________________________________ 

FORM F2 


