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Abstract 

In December of 1999, I became the treasurer for the Delta Colony of the fraternity 
of Phi Gamma Delta at Ball State University. I was very honored to be elected by my 
brothers. I was also eager and excited to begin my one-year term as the colony's 
treasurer. Serving the position was a great opportunity for me to grow as a person, a 
leader, and an accounting student. 

One of my greatest strengths that I brought to the treasurer position was my 
background in accounting. When I became treasurer, I was a junior majoring in 
accounting. Throughout my term, I used my accounting knowledge to improve the 
position. The previous treasurer, the colony's first, did a great job in keeping accurate 
records. However, he is an elementary education major and did not have the business or 
accounting background to efficiently manage the responsibilities of treasurer. My goal 
was to change that. I believe I accomplished my goal and handed over a well-managed 
treasurer program to the current treasurer when I left office in December of 2000. 

Upon completion of my term. I decided I wanted to continue the work I had 
started with the treasurer position. I wanted to transform the jobs and duties of the 
treasurer into an accounting system that was efficient, simple, and easy to use. This 
system needed to better organize the treasurer position, make it easier to manage, and 
provide better controls over the operations of the treasurer. I believe I have created this 
system with this thesis project. What follows is a treasurer's manual for the brothers of 
the Beta Sigma chapter of the Fraternity of Phi Gamma Delta and is to be used by any 
brother or future brother who may become treasurer of the Beta Sigma chapter. 
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THE FRATERNITY OF 

PHI GAMMA DELTA 
First Class Address 

BETA SIGMA CHAPTER 

BALL STATE UNIVERSITY 
Pittenger Student Center Box # 12 

Muncie, IN 47306 

Shipping Address 

BETA SIGMA of PHI GAMMA DELTA 

BALL STATE UNWERSITY 
1417 North Wheeling Avenue 

Muncie, IN 47303 

Hi and congratulations on becoming the treasurer for Beta Sigma for the 
upcoming year. I believe you will find this next year be a rewarding learning experience 
and a great time. That was the case for myself. Hi, my name is Dan Netser, '01. I 
served as Treasurer during 2000 for the then Delta Colony. I graduated from Ball State 
with an accounting degree and tried to apply my knowledge and experience in accounting 
to my position as treasurer. 

For my senior honors thesis project, I decided to create an easy to use accounting 
system for Beta Sigma. This system comprises the remainder of this document. Though 
my background has been in accounting, yours does not have to be. I have included 
everything thing you need to do this job and effectively use this system. 

I suggest getting started right away and familiarizing yourself with your new 
position and this system. The best way to get going is to read Part I - Guidelines and 
Instructions and request a training session from the outgoing treasurer. 

If you should have any questions now or throughout the year, please consult your 
predecessor or any other previous treasurer. Also, if necessary, you will be able to obtain 
my current contact information from the graduate relations chairman. 

Again, congratulations on your election and welcome to the treasurer position. 
Good luck! 

Fraternally, 

Daniel E. Netser, '01 

Perge! 

the fraternity of Phi Gamma Delta 
v 
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INTRODUCTION 

You have been elected to the position of Chapter Treasurer and are faced with the immense 
responsibility of effectively managing the chapter's financial affairs for the ensuing year. While it 
is a difficult challenge, it is not an impossible one. As you embark on this mission, you should keep 
your mind on one thing: If you do not take care of the financial situation, no Olle wilL The chapter's 
finances are your responsibility; therefore, you should be equipped with the tools to be successful. 
The purpose of this manual is to assist you in your quest as the chapter's chief financial officer. 

Ifkept in perspective, your objectives are simple. The goal is to get the cash, decide where 
to' spend it and maintain organized records for your successor. The key is to keep things simple. Pi 
Iota (Wpn Purple Legionnaire Walter Knapp says it best when he tells brothers to make sure it 
passes the "KISS" Test- Keep it simple stupid. Simplistic methods will lead to a higher degree of 
continuity in the long run. 

On the following page, a job description of the Treasurer's position is included. There are 
numerous tasks listed on it. The key to fulfilling your objectives is an assertive attitude. Your 
greatest asset will be the ability to articulate your message to the brothers in an assertive and 
professional manner. Formulate policies, be considerate and stick to your guns! 

Good luck as you begin a demanding and rewarding experience as a Chapter Treasurer! 
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DUTIES OF THE CHAPTER TREASURER 

1. Familiarize yourself with chapter accounting procedures and, if these procedures are 
inadequate or nonexistent, it is your responsibility to create this documentation. 

2. Request a complete financial transition from your predecessor. 

3. Prepare annual budget and submit it to the International Headquarters by September 30. 

4. Prepare annual financial report and submit it to the International Headquarters by September 
30. 

5. f Cause annual audit to be completed in a timely manner and submit it to the International 
Headquarters by October 31. 

6. File Form 990 with the Internal Revenue Service on time. 

7. Act as trustee for pledge fees, initiation fees and annual dues owed to the fnternational 
Fraternity. Submit these monies to the Headquarters on a timely basis. 

8. File monthly financial report (Form H) with Headquarters by the 15th of the following 
month. 

9. Assume responsibility for all chapter funds, as the chapter's bonded representative. 

10. Manage the maintenance of the chapter's books. The books include the cash journal, check 
disbursement journal. members' account ledger, and accounts payable ledger. 

11. Educate each brother and pledge, to the extent necessary, about his financial responsibility 
to the chapter. 

12. fssue all billings to brothers and pledges promptly. 

13. Collect all monies owed to the chapter. Institute collection procedures against all delinquent 
accounts. 

14. Pay all chapter bills promptly. 

15. Present timely reports, both oral and written, on the chapter's financial condition at cabinet, 
chapter and House Corporation meetings. 

16. Distribute those written financial reports to other concerned parties (PL, BCA, International 
Headquarters). 

----- ------ ----.. ---- . ;' ~ -- -

.. 
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I 7. Work with al1 officers and committee chainnen concerning the finances and budget 
limitations of their area of chapter operation. 

18. Approve all purchase authorizations prior to the expenditure of chapter funds. 

19. Recruit an assistant treasurer. Be responsible for his education and development as a chapter 
leader in finances. 

20. Establish a finance committee which will assist in the development and support of chapter 
financial planning. 

21. As a chapter officer, supervise the activities of the chapter committees which have strong. 
• financial impact (social, fund-raising, kitchen, house management, etc.). 

22. Develop a strong working relationship with the Board of Chapter Advisors member who 
advises the chapter about finances. 

23. Create a bulletin board where accounts receivable information, bulletins, payables, etc. can 
be posted. 

24. Oversee the transition of responsibility to your successor, the New Chapter Treasurer. 

------------------------------



Collect! 

Collect! 
,-

Collect! 
If you don't, who will? 

Be Assertive. Make it happen! 
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COLLECTIONS 

The success of any debt collection procedure rests a great deal on the shoulders of the 
Chapter Treasurer because you are the most familiar with the brothers and their accounts. 
Consequently, one of your major duties is to provide constant pressure on the brothers with 
delinquent accounts to pay their bills. Tenacity is important for two reasons. First, is the nature of 
debtors. Most individuals have good intentions to pay their bills; however, in most cases, they can 
rarely do this in one payment. Therefore. monthly or quarterly payments are arranged, but rather than 
pay a little at times when they get ahead, brothers use the money for other things and the debt goes 
unpaid. If brothers are consistently reminded of their obligation, the debt will slowly be paid. The. 
secodd reason for being "persistent" is that it helps prevent more problems by identifying potential 
problems earlier. In addition, people will be less likely to consider borrowing against the chapter, 
thus eliminating potential problems. 

Unfortunately, collecting outstanding debts is usually not a high priority item for a Treasurer. 
Issuing bills. paying invoices. filing taxes and managing the books is extremely time consuming. 
Furthennore, in many cases, collecting outstanding debts is not of instrumental importance to the 
short-term goals of the chapter and is an unpleasant task. More time will be available for you to 
concentrate on your primary areas of responsibility if you appoint an assistant treasurer andlor a 
finance committee. 

BROTHERS' A IT/TUDES 

Also important in the prevention of accumulating debt is instilling a positive attitude about 
each brother's tinancial responsibility to the chapter. This should be obvious since brothers will not 
pay their bills unless they are held accountable for them. Cultivation of this should begin in the 
pledge program and updated yearly during the presentation of the budget to the chapter. It is 
important to inform the brothers that if one of them does not pay their chapter bill, it hurts the entire 
group. 

Hopefully. good examples will exist for the chapter to folio\\'. If the chapter contains solid 
role models (seniors, leaders) who consistently pay their bills, there is a greater chance that this is 
what the younger brothers will attempt to emulate. Ifnot, specific and reasonable expectations need 
to be drawn and followed. If penalties or sanctions for non-payment are articulated to the brothers, 
then by choosing not to pay their housebills, they also accept to suffer the consequences. 

----_ .. __ ._----_._---
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SPECIFIC COLLECTION METHODS 

In addition to encouraging a positive attitude among the brothers, there are specific strategies 
and tactics which you may use to prevent andlor collect bad debts. A brief explanation of each 
follows. In each instance, it is important that the brothers be resolved to do what is necessary to 
properly employ those which are chosen. At times, brothers have argued that some of the methods 
are unbrotherly and should not be used. However, this argument ignores the fact that financial 
irresponsibility is unbrotherly. 

COLLECTING THE MONEY UP FRONT 

. With this system, each brother is billed for the entire term at the beginning and is expected 
to pay the whole amount at the time of invoicing. There are several advantages to this method. First, 
it immediately identifies brothers who cannot pay and may become problems. Also, it simplifies the 
Treasurer's job and allows time for other responsibilities. Furthermore, it improves cash flow at the 
beginning of the term. This can be extremely beneficial due to the fact that many of the chapter's 
largest invoices (membership dues, food) will occur in the early months of each term. This policy 
is no different than the one utilized by many dormitories. Provisions can be made for those who must 
pay in installments after being encouraged to pay at least 50% up front. Also, brothers should be 
given an incentive to pay their entire bill at the beginning of the term. This can be accomplished 
through one of two methods. First, brothers paying early would receive a 5% discount, or second, 
brothers choosing to pay by installments can be charged an interest of 1-2% per month. Always take 
the lime to determine the budgetary impact of a discount payment plan before presenting it to the 
chapter. 

CONTRACTS 

A contract gives the chapter a firm legal claim to any debt and serves as an explicit agreement 
between the brother and the chapter, if a brother is taken to court for failing to meet his financial 
obligations. The example contract in this manual will protect the interests of the chapter and its 
House Corporation. Also. the contract should be re\iewed by a local anomey to determine whether 
or not all the conditions contained in the contract are legal in your area. Contracts should be signed 
by the Chapter President, the House Corporation President, the individual member and his parents 
jftheyare under eighteen years old and a copy given to each. A copy should be sent to the brother's 
parents regardless of his age. In many cases, the brother's parents will gain a greater understanding 
of their son's financial obligation to the chapter. 

PARENTS 

The brother's parents should be notified, after a bill has become overdue and the chapter has 
attempted to work with the brother with no results The situation should be explained to them in writing 
and wrba!ly. A,k fnr th~i; Jc::,ist::mce in cle2rinf: t;p fhe matt<.?;.-\h·ay' let the brother !-.:nnw that you are 

u 
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INTEREST CHARGES 

This offers a positive incentive to payoff the debt and helps the chapter recoup some of its losses 
accrued in lending the money. Care must be taken to comply with local state lending laws. Interest 
charges and accrual rates must be clearly explained by the lender to the lendee. 

SUSPENSION OF PRIVILEGES 

The chapter should consider the suspension of membership privileges if a brother refuses to pay 
his bill. Privileges may include the right to vote in meetings, participate in intramurals, attend social 
activities, eat meals and live in the chapter house. It is senseless to allow a brother to live and eat in the 
chapter house if they are not paying. It is better to remove them to lower the overhead costs incyrred 
rather than allow them to remain. You invite others to not pay their bills and set a bad by allowing them 
to stay precedent for the brothers to follow. 

EXPULSION 

Per the laws of the Fraternity. a brother may be expelled from the Fraternity ifhe owes the chapter 
$100.00 for sixty days or more. As stated in the Bylaws of the Fraternity. 

PROMISSORy.vOTE 

Brothers moving out of the chapter house or graduating owing money should always be made to 
sign a promissory note. An example of a promissory note is included in the appendix of this manual. 
Signed and postdated checks should be collected for each payment. The checks representing any 
delinquent payments can be deposited after repeated attempts have been made to have the brother honor 
his obligation. Regular contact by telephone is hard to ignore and unlike mail. is more personal, allowing 
feedback from the debtor. and is usually successful. Of course, if the money does not arrive or his checks 
are returned by the bank, legal action may be the only recourse. Hopefully, going to court will be 
unnecessary but like the contract, the note will protect the chapter's financial interests. 

BUDGETING FOR BAD DEBTS 

This is merely a pragmatic safety precaution and should be done in addition to other preventive 
measures. You should realistically evaluate. from past experience. the bad debt and budget for that 
amount. [f the debts are not severe, the surplus can be put into a bad debt account and drawn upon in 
situations where the debt is larger than the budget. Doing this will allow the chapter to function normally 
even with outstanding debt. This format should not and will not allow the chapter to passively permit debt 
to fonn. Normal debt prevention measures should be executed; however, the chapter should protect itself 
in circumstances where those measures are not completely successful. 
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Brotherhood 
Begins 

When the 
Bills 

Are Paid! 
Do the right thing. Pay your bill today! 
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Date 

SAMPLE LEITER TO PARENTS EXPLAINING F~ANCIAL OBUGA j i_ONS 

CHAPTER LEITERHEAD 
(including phone number) 

~-------------

We are honored that your son has allowed The Fraternity of Phi Gamma Delta to become a part of 
his life. At Phi Gamma Delta, we believe that parents are an integral part of our Fraternity and hope 
that you will take advantage of the various opportunities to become involved with the _____ _ 
Chapter. Along with Homecoming, there is Parents' Day and the Mary McCarty Club for you to use 
as a vehicle for involvement. 

I would like to explain to you the financial obligations of our members so that you will know what
(son-S name) will need to include in his budget for this year. 

One-Time Fees: 

Pledging fee- This non-refundable fee is paid to the 
Phi Gamma Delta Headquarters upon pledging. $, ________ __ 

Initiation fee- Paid to the Phi Gamma Delta Headquarters 
prior to the date of initiation. $, _____ _ 

First year dues- Paid to the Phi Gamma Delta 
Headquarters prior to initiation. $, ____ __ 

Monthly Dues: 

Dues- Paid by each pledge and brother. $, _____ _ 

Social fee- Covers the majority of non-alcoholic costs at 
social events. $ ------

Room Rent- For each indi\idualliving in the house. $ _____ _ 

Board- For each member eating at the chapter house. $ _____ _ 

Chapter invoices are issued on the first day of each month during the academic year and are due by 
the 10th of the month. I would appreciate it, if you are personally sending the payments, if you would 
make the checks payable to (name of chapter). 

If you have any questions, please contact me at the chapter house at any time. 

Sincerely, 
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SAMPLE LETTER TO PARENTS WHEN AN ACCOUNT HAS BECOME DELINQUENT 
CHAPTER LETTERHEAD 
(including phone number) 

Date 

Dear ____ _ 

Many of the men in our chapter work directly with their parents for financial guidance. Accepting 
a financial obligation while in college is a great challenge and we would like you to assist us. 

(Name) has fallen behind in his payments with the chapter in the amount of $ ___ _ 
While this is not a serious debt, it has the potential to get out of control. Sometimes it can reach a 
point where neither the individual or his parents can meet the payments. 

We are dealing with fraternity brothers and not the type of debtor who is getting all he can withoui 
• paying. Many of the delinquencies can be traced to inadequate planning on the part of the member. 

We have spoken to (name) many times but the problem still remains. 

A college education is a complete learning experience. Young men learn responsible behaviors and 
develop character. If a positive behavior is left undeveloped it can lead to serious problems. We 
would like you to help us help your son develop the responsible habit of meeting his obligations in 
a timely fashion. 

We feel that your son might need some help from you, probably no more than a little budget advice. 
We would appreciate your assistance in bringing his account up to date. 

A copy of (name~<;) statement of account is enclosed for your information. 

Thank you for your understanding and assistance. If you have any questions, please contact me. 

Sincerely, 

~ame 

Treasurer 

(Note: Remember, inform the brother that you sending this letter prior to doing so.) 
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PROMISSOR Y NOTE 

AMOUNT $, ____ _ DATE:, ____ ---', 19 __ _ 

FOR VALUE RECEIVED, 1, ______________ ----', (hereinafter 

called the maker), promise to pay to the order of the _________ Chapter 
of The Fraternity of Phi Gamma Delta, located at , III 
the city of ' in the state of , the 

principal sum of _______ dollars (S, _____ -') plus interest at the rate of 

___ percent ( \-___ %) per annum, accruing from and after _______ _ 
for ____________________________________________ ___ 

It is further agreed that in case of failure to pay the amount due hereon at maturity, said 
note shall bear interest at percent ( %) per annum thereafter 
until paid in full and said chapter may proceed against an endorser or co-signer 

individually without first proceeding against the maker. 

The maker of this note hereby agrees to pay all costs of collection, including reasonable attorney's 
fees and legal expenses, in case payment shall not be made at maturity, and, each and severally, 
waive presentment for payment, notice of non-payment, protest and notice of protest and diligence 
in enforcing payment or bringing suit against the party hereto. 

DATE DUE: _________ ---', 19 __ 

(Maker) (Chapter Treasurer) 

Street Address (Chapter President) 

City State lip Code (House Corporation President) 
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INST ALLMENT NOTE 

AMOUNTS ______ _ DATE: _____ --', 19 __ 

FOR VALUE RECEIVED, I, _____________ -', (hereinafter called 

the maker). promise to pay to the order of the _________ Chapter of 

the Fraternity of Phi Gamma Delta, located at ___________ -', In 

the city of ___ . ________ " in the state of ________ -', the 

principal sum of __________ doBars ($, ___ -J) plus interest at the 

rate of ___ percent (1.-___ %) per annum, accruing from and after _____ _ 

fQr 
These sums are payable according to the following schedule: 

S due ,19 __ : S due ,19 __ 

S due ,19 __ : S due ,19_ 

S due ,19 __ : S due ,19 __ 

It is further agreed that failure to pay the amount due upon maturity, said note shall bear interest at 
_____ percent ( %) per annum thereafter until paid in full and said chapter may proceed 
against an endorser or co-signor individually without first proceeding against the maker. 

The maker and/or co-signor of this note hereby agrees to pay all costs of collection, including 
reasonable attorney's fees and legal expenses, in case payment shall not be made at maturity, and, 
each and severally, waive presentment for payment, notice of non-payment, protest and notice of 
protest and diligence in enforcing payment or bringing suit against the party hereto. 

DATE DUE: ______ , 19 __ 

(Maker) (Chapter Treasurer) 

Street Address (Chapter President 

City State Zip Code (House Corporation President) 
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ALUMNI DEBTS 

Most likely, your chapter has a brother who has graduated and still owes money. The longer you 
wait, the less likely the chance for collection. 

Begin by sending a series of four letters (see enclosed examples) at about two week intervals. Note 
that each letter is a bit more formal and demanding than the prior. However, the letters need not be 
quite so sterile, particularly if you know the brother well. Change the letters as you desire, but keep 
the intent the same. Your goal is to tactfully collect the money without alienating the graduate 
brother. 

If this fails to get any results, follow through with the suggestion listed at the bottom of Letter No. 
4, even if it costs more money. Be sure to inform the chapter consistently on who you are attempting 
to collect from and the methods you are using. If the brothers realize that you will hold them 
accountable, even after graduation, there is less ofa chance that they will fall into this category. 

SAMPLE COLLECTION LETTER 

Letter #1 

Dear _____ , 

In reviewing the chapter's books, I note that you have an outstanding debt of 
$ . I am confident that you have merely overlooked this account and will 
promptly send us your check. 

The brothers have asked me to send you their regards and best wishes. 

Thank you for your cooperation in this matter. 

Very fraternally, 

_____ Treasurer 

_____ Chapter 
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Letter #2 

Dear ____ --> 

On _________ -', 19-, we wrote you regarding your unpaid account 
to the chapter amounting to $ _______ . 

As you will no doubt agree, the burden of carrying alumni indebtedness should 
not be imposed upon the undergraduate chapter, and we are very much in need of funds. 

We would appreciate receiving a check in full by _______ .... , 19 __ . 

With continued best wishes. 

Very fraternally, 

Treasurer 

Letter #3 

Dear _______ ~ 

On .19 ____ and again on _____ ->. 19----, our Chapter Treasurer 
called to your attention your unpaid balance of $ _____ _ 

We have been disappointed and embarrassed in not recelvmg your remittance. The 
undergraduate chapter can no longer carry your burden. The debt is justly yours, and should 
command your immediate attention. Politely, but firmly. we must insist upon payment. If absolutely 
necessary. we may be able to set up a payment plan for you. 

We trust that you ,'v'ill not force us to take action in a way that will not only be unpleasant to 
us, but will also reflect upon your loyalty to the Fraternity. 

Will you not kindly give this matter your immediate consideration: 

Fraternally, 

President 

; I 



Letter #4 

~ Dear ____________ ~ 

-

Three letters have already been sent to you requesting the payment of your debt 
of , and . So far, no satisfactory reply has been 

received from you. 

We will be obligated to take other action to collect this amount due th~ chapter 

unless we receive your remittance by ______________ (One week from the date of 
the letter), at the latest. 

We feel that we have dealt with you both courteously and patiently, but we cannot 
continue to carry your obligation. 

c: 

Fraternally, 

Treasurer 

House Corporation 

Also, at this juncture, you may want to do any or all of the following: 

* 
* 
* 
* 

Employ a collection agency. 
Secure the services of an attorney. 
Write to the brother's employer. 
Write to the company commanders of those in military service. 
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BUDGET PREPARATION 

A budget should be prepared for the before the beginning of the fiscal year chapter. Under 
Title VIII, Chapter X, Section I of the Bylaws of the Fraternity, each undergraduate chapter is 
required to submit to the Headquarters a copy of its proposed budget at the beginning of its fiscal 
year. Failure to do so by September 30 results in a $100 fine. 

The budget should be broken down on a month to month basis to monitor the chapter's 
financial performance more closely. The Fraternity's budget form has been developed for the budget 
procCiss~ however, you do not need to use the form provided by the Fraternity. Simply use the· 
Fraternity'S budget form as your model and use a spreadsheet program to assist you in developing 
the chapter's budget. The ultimate goal is to complete a simple. feasible budget. 

Even though the responsibility of completing the budget lies on the shoulders of the 
Treasurer, as many responsible brothers as possible should be involved. Members of the Executive 
Committee. the former Chapter Treasurer, the Purple Legionnaire and House Corporation officers 
should all have input on the final product. 

When determining projected costs, past records (Form H's, last year's budget, cash journal, 
checkbook) provide the most accurate information. Other contributing factors include: 

• 
• 
* 
* 
* 

Inflation . 
Number of brothers living in the chapter house . 
Estimated amount of pledges who will be pledged during the year. 
Semester specific expenses (social events, rush, Pig Dinner. etc.). 
Percentage (5-10%) of accounts receivable that may not be collected. 

Generally, when determining the budget, it is advisable to figure conservatively for income 
and liberally for expenses. 

If you place your expenditures into ditTerent categories, it will simplify the budgeting process. 
Many of your needs may be identical to the categories below: however, if they are not, adjust 
accordingly. 

heat 
mortgage 
utilities 

HOUSE ACCOUNT 

debt service 
garbage collection 
Insurance 

BOARD ACCOUNT 

furnishings 
maintenance 
water 



- accounting services 
television 
postage and printing 
insurance 
rush/recruitment 
retreats 
contributions 
repairs 

CHAPTER ACCOUNT 

telephone 
awards 
gifts 
holiday cards 
athletics 
Ekklesial Academy 
social events 
membership education 

graduate relations 
flowers 
officer supplies 
dues 
special events 
bank charges 
composites 

, Calculate the chapter's projected expenses for the coming year. Then, compare that expanse
4 

figure with the income the chapter would receive in the coming year if the dues/fees remained the 
same as last year. No dues or fees increase will be necessary if income exceeds expenses. On the 
other hand, you have only three choices if expenses exceed income. They are: 

I. Increase dues/fees paid by the brothers and pledges. 
2. Decrease expenses. 
3. A combination of dues/fees increases and expense decreases. 

In the event that anticipated expenses exceed estimated income, the proposed budget must 
be revised. The chapter cannot operate "in the red." When reassessing expenses, it is advised to 
classify them as "discretionary" or "non-discretionary." Discretionary expenditures are those that, 
if altered, will not have a tremendous impact on the chapter. These areas should not be completely 
eliminated: however, fewer dollars should be allocated to them. 

Non-discretionary expenditures are those that cannot be altered. Examples include mortgage, 
insurance. Fraternity dues, etc. Money must be available to pay these invoices. NEVER use funds 
for specific purposes (rent. insurance. initiation, pledge fees, etc.) for anything other than its stated 
purpose. You wi II devastate your chapter's finances if, for instance, you spend rental income on 
social functions instead of paying rent to the house corporation. 

The budget is a living document. lise it! Each month you should compare your chapter's 
actual income and expenses to the amounts you had budgeted for income and expenses. You will 
never have a clear idea of how your chapter is performing unless you compare its actual performance 
to its budgeted performance. This will eliminate the "surprise" of being several thousand dollars 
short at the end of the school term. Monthly Financial statements are essential to the effective 
management of the chapter's finances. If you are having problems completing a budget, do not 
hesitate to contact the Assistant Executive Director at (606) 255-1848. 



--
TAXES 

The Fraternity of Phi Gamma Delta and its chapters are non-profit entities; therefore, if a 
chapter's annual income exceeds $25,000 per year, a Form 990 must be filed with the Internal 
Revenue Service. Each year, the Headquarters sends a bulletin to each Chapter Treasurer to remind 
him of this obligation. 

The form 990 must be filed by the fifteenth day of the fifth month after the close of a 
chapter's fiscal year. Ifan extension is necessary, Form 2758 needs to be submitted to the IRS, and 
the cqrnpletion of this document does not guarantee an extension. Therefore, you should attempt to • 
complete the Form 990 prior to the deadline in case an extension is not granted. Late penalties 
compounded daily may be assessed for late submission of the Form 990! Please forward a completed 
copy of your Form 990 to the International Headquarters. 

If your chapter employs people, you need to have on file a W -4 form and a W -2 form for each 
individual. A W-4 form, completed by a new employee, indicates the deduction status of the 
employee, the employee's address and social security number. A W -2 form, consisting of six copies. 
summarizes the employee's earnings and deductions taken throughout the year. Before January 31, 
copy A and copy I should be mailed to the IRS and the state, city or local tax department, 
respectively. The employee should be given copies B, C, and 2 on or before January 31, or upon 
termination. Copy D should be retained for the chapter's records. For more information or assistance 
contact the Internal Revenue Service at (800) 424-1040. 

---- ------------------------



BASIC ACCOUNTING PROCEDURES 

Organization is one of the keys to being a successful Chapter Treasurer. There are mounds 
of paper, invoices and financial books to monitor, and it is to your benefit to keep them current and 
well organized. The first step in being efficient is setting up proper record keeping. While each 
Treasurer has his own style, the following guidelines should be considered. 

LEDGER SHEETS 

• It is to your advantage to keep a ledger sheet. This can be accomplished by using a hard copy" 
or by using any of the various spreadsheet programs. By doing this, an itemized listing can be kept 
for every charge and every receipt which will make the information readily accessible. A master 
ledger is also recommended as a controlling element of the individual "brother's ledgers. Also, this 
concept may be incorporated into the cash receipts journal. A hard copy of the chapter's ledgers 
should be printed each month if you are balancing the chapter's books on computer. This will prevent 
the complete destruction of the chapter's financial records if the computer system ever crashes. 

Furthermore, for your benefit, a checkbook which is balanced and reconciled frequently is 
necessary for financial efficiency. This system may be included with the cash disbursements journal; 
however, it is important to note that you can never have too many cross references. 

CLOSED INVOICE FILE 

As a part of your complete financial system. a closed invoice file is recommended. Once 
invoices are paid. they should be placed in a file for future reference. You may want to keep a file 
for each vendor (Phi Gamma Delta, Joe's Hardware, etc.) or simply file them in chronological order. 
Each invoice should have the check number of the check issued and the date paid written on it. 
Remember, never issue a check for payment unless you have a receipt, invoice or some other form 
of documentation to serve as a back-up. 

BASK ACCOC.\IS 

It is advisable for each chapter to have the following bank accounts; checking, building fund 
savings account and a general savings account. 

Why a savings account? 

A savings account is extremely beneficial because it allows you to earmark money for 
specific purposes. For example, if a brother pays his full balance at the beginning of the year, a 
portion of that income should be placed in a savings account and later drawn so it can help pay the 
chapter's insurance invoice. If it is kept in the general checking account, it may be spent on 
,'''m->th;'',· ~l..;~ ~·,C'·h.," J...,~~">.-. of'hl', '1" 'hJt th .> 'h"'~'.>r ",.., ,,·,i., -'11"'''' ;n'.>r.>r' v' 'h'" n' 1[,,"';1 "-,-~\..., .l. ..... I.~ .1.::-- \,.._\,.. .• 1, _ •• ,,-. v~........ I...;t J ••• ~ .. I,.. 1.IH .... !'"· ...... \,.. ...... i .=:- ..... 11, .... \ .• *\,. J. I ........ :·'l '- Ii .. ,".I ~l , .......... ~ ........ ~ 



ANNUAL AUDIT 

-- Title VIII, Chapter XI, Section 5 of the Bylaws of the Fraternity reads that "each 

--

--

undergraduate chapter shall cause its financial records to be audited by a competent accountant or 
graduate brother or subjected to a competent independent outside financial review at least once in 
each collegiate year, with such audit or review to be as of the end of such chapter's fiscal year." 

This is important because it allows an objective review of your financial records and can help 
eliminate the potential for long tenn mistakes and secures the chapter's finances. 



--
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Beta Sigma Chapter 

GENERAL RESPONSIBILITIES OF THE TREASURER -
- Collect dues 
- Pay bills on time 
- Set budget 
- Authorize payments/purchases 
- Assess fines and interest 
- Report to IHQ (Form H, budget forms, financial reports) 
- File form 990-EZ to IRS by October 15 
- Have books audited once a year by October 15 
- Keep control of all chapter equipment (everything purchased) 
- Oversee and advise Awards, IFe, Intramurals, & Fundraising committees 
- Act as vice president, assume all duties of president when he is absent 
- Sit on chapter judicial board 
- Be a leader of the chapter 
- Live in the house 

-



-
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JOB TASKS AND RESPONSIBILITIES 

EACH YEAR 
Beginning-
- Determine what dues will be for the following school year 
End-
- Close books and prepare financial statements 
- File form 99O-EZ to IRS by October 15 
- Have books audited once a year by October 15 

EACH SEMESTER 
BeginniDg-
- Set budget and submit it to mQ 
- Send welcome back letters to each brother stating financial responsibility for the 

year 
During-
- Address new pledges on financial responsibility 
End ofFaD-
- Pay any outstanding debt to mQ and prepare financial statements for mQ 

EACH MONTH 
Beginning or middle -
- Collect aD dues and rent 
End-
- Post journal entries 
- Issue outstanding debt reports to brothers 
- Issue expense and budget reports to committee chairmen 
- Reconcile checkbook 
- Submit Form H to mQ by 15th of following month 

CAlLY I WEEKLY 
Daily -
- Collect money 
- Pay bills as they are received 
- Keep checkbook balanced 
- Journalize transactions 
End of the week -
- Make a deposit 
- Post journal entries 



-

-
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HOW TO USE THIS SYSTEM 

What is accounting? 

This system uses a very basic double-entry accounting process that uses principles 
found in every accounting system. Because a chapter is relatively small and the treasury 
process is fairly simple, this system will use a very easy to use cash basis accounting 
system. The following section is a guide and instruction manual for this system. It will 
explain the basic accounting principles in place within this system and show how to do 
the transactions that will occur throughout a typical year. 

Every accounting system is based on the accounting equation: 

ASSETS = LIABaITIES + EQUITY 

This equation must always be in balance. Every transaction that takes place will, after it 
is entered, keep the equation in balance. 

ASSETS - Assets are economic resources owned by a business. For this system, the 
chapter's only asset is cash. 

LIABILITIES - Liabilities are present obligations of a business to pay cash, transfer 
assets, or provide services to other entities in the future. Since this system is cash based. 
liabilities are not recognized and do not exist. As treasurer, you will not have to worry 
about liabilities. 

EQUITY - Equity represents the claims by the owner of a business to the assets of the 
business. By rearranging the accounting equation to Equity = Assets - Liabilities, equity 
will equal the assets netted against any liabilities. Therefore, equity is also known as net 
assets. In this system, equity will be known as net assets. Net Assets will always equal 
assets since there are no liabilities. 

The accounting equation for this chapter is CASH = NET ASSETS. 

There are two main types of transactions that affect the net assets account -
revenue and expense transactions. 

Revenues will increase net assets, and expenses will decrease net assets. 
Revenues occur when the chapter receives money from brothers or from outside sources 
like donations. Expenses occur when the chapter writes a check. 



-
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Debits and Credits 

Every account can be increased or decreased through transactions call debits and 
credits. Debit simply means "left side" and credit simply means "right side." When it 
comes to entering transactions in journals (explained later) debits will always be in the 
left-hand columns and credits will always be in the right-hand columns. Debits will be 
abbreviated to Dr., and credits will be abbreviated to Cr. Asset accounts, like cash, will 
be increased by debit amounts and decreased by credit amounts. Net assets will be 
increased by credits and decreased by debits. Revenues are increased with credits and 
decreased by debits. Expenses increase with debits and decrease with credits. 

Every transaction that will take place in this system will debit at least one account 
and credit at least one account. This is what is known as double entry accounting. Every 
amount will be entered twice, once as a debit and once as a credit. For every transaction., 
the total of debits must always equal the total of credits. 

For example, when a brother pays his dues, the chapter is receiving cash, which is 
revenue. Therefore, cash and revenue have increased. To record this transaction a debit 
to cash is necessary. Since double-entry accounting is being used, the debits must always 
equal the credits. Therefore, the increase in revenue must be entered as a credit. Below 
is what the transaction would look like. 

Cash 
Revenue 

Dr. 
SXX 

Cr. 

SXX 

The amount for cash is in the left, debit, column., and the revenue amount is in the right, 
credit column. Note that the account name, '"Revenue," is indented. This is customarily 
done to distinguish debits from credits. This practice will be used throughout this guide 
and should be done in practice. The cash account has increased because debits increase 
assets, and the revenues have increased because credits increase revenues. 

For an expense, there would be a debit to expenses and a credit to cash, because 
the expense total \"ould be increasing and cash would be decreasing. Cash has to 
decrease because a check is being written to pay for the expense. A sample entry is 
sho\\m below 

Expense 
Cash 

Dr. 
$XX 

Cr. 

$XX 

This basic concept of debits = credits will always be used in this system. If debits 
do not equal credits, then an error has heen made in recording the transaction. If there is 
an error, double-check all the numbers and the addition of the numbers. 
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Throughout the year, there will be several transactions involving cash, revenues, 
and expenses \\ith no transactions involving net assets. With cash constantly changing 
and the net assets account remaining the same, it will appear as if the accounting 
equation, Cash = Net Assets, is not in balance. However, this is not the case. The 
balance of the net assets account is only updated at the end of the fiscal year. To figure 
the current balance of the net assets account, the revenues must be added to net assets and 
the expenses must be subtracted. After this has been done, net assets will equal cash. 

Journals 

Every transaction will be recorded in books called journals. Journals are used to 
chronologically record every transaction in a clear and logical way that will clearly show 
the accounts involved and what the debit and credit amounts are. This system will use 
three journals -- a cash receipts journal, a cash disbursements journal, and a general 
journal. The cash receipts journal is used every time money is received. The cash 
disbursements journal is used every time a check is written. The general journal is used 
for every other transaction not involving cash being collected or paid out. 

In the following sections will be instructions on how to enter transaction in each 
type of journal. Examples and sample journals will be used. 

The Cash Receipts Journal 

The cash receipts journal will be used every time money is received For 
example, brother Joe Schmoe pays the chapter $60 for August dues on August 1, 200X. 
$50 is for chapter dues and the remaining $10 is for parlor dues. First, make sure all the 
money is there or the check is completely filled out. Second, issue a receipt for that 
brother. Third, record the journal entry, as shown and explained below. 

How to fill out the journal: 
1. Go to the next available line 
2. Record the date 
3. Record the brothers name 
4. Record the receipt number from the receipt just issued 
5. Record the entire amount received in the cash column 
6. Record the proper amounts in the dues and parlor dues columns 
7. Transaction is complete. Debits (cash) = credits (dues + parlor dues) 

Post Debits Credits 

Name Receipt tI Ref. cash DisCCU'lt Dues Partor Other Descrip. Other Aa:t.. 

JoeSchrrDe 211202 V 60.00 50.00 10.00 

~ ~ V /'... /"'.... /" 

LJ LJ LJ LJ TI 

OtherAmt 
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If you were offering discounts for early payments, that discount amount would 
appear in the debit discount column. The entire dues (the cash received and the discount) 
will be entered in the proper credit columns and would be offset by the cash and discount 
debits. 

Committees will purchase several things for the brothers to buy like shirts and 
dance tickets. The brothers will pay the chapter back for these items when they order 
them. When the original expense is incurred for all the shirts or for a dance, it will be 
recorded to the committee expense account in the cash disbursements journal. When the 
brothers pay for the items, they are in essence paying back that committee for the earlier 
expense that was incurred. The chapter is not receiving any regular revenue like dues. It 
is just recouping an earlier loss. Therefore, when that money is received, cash will be 
debited and the proper expense account should be credited. This will reduce the total 
expenses of that committee. 

For example, brother Joe Schmoe is paying S15 for a recruitment t-shirt that was 
originally paid for by the recruitment committee. 

P~~------~~~brb=-------~----------,_----------~~CNd~~b~_T--------~------~ 
Date Name Receipt' Ref. Cash Discount Dues Parlor Other ~scrip. Other Acct.. Other Amt 

8-15 Joe Schmoe 211202./ 60.00 SO.OO 10.00 

8-22 Joe Schmoe 211203./ 15.00 Rush Shirt 5250 

-, 

.- ./ 

1. Record the date, name, and receipt number 
2. Record the total amount in the cash column 
3. Write a description of what is being paid for in the "Other 

Description" column 
4. Record the committee expense account number 
5. Record the amount in the "Other Arnf' column 

Cash Disbursements Journal 

The cash disbursements journal is used every time a check is written. This 
journal will always match the check stubs in the checkbook. The same basic steps that 
were used to make entries in the cash receipts journal are used with the cash 
disbursements journal. For example, check number # 1657 was written on August 5 for 
the amount of $375 to buy Recruitment t-shirts. The journal would be filled out as shown 
on the next page. 

15.00 
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Check. 

Post Debits Credits 

Ref. Account • 

1. Record the date of the check 
2. Record the check number 
3. Record for whom the check was written 
4. Record the expense account number for what account the 

check is being written for 
5. Record the amount of the check in the debit and cash columns 

Occasionally, one check will be used for more than one expense account. When 
this happens, multiple lines in the cash disbursements journal will be used. A line will be 
used for each expense account involved. For example, suppose that check #1848 was 
written for food to be used for a recruitment event, a brotherhood event, and an upcoming 
scholarship reception. The receipt from the store will need to be divided as best as 
possible among the three committees. The journal would then be filled out as shown 
below. 

Post Debits Credits 

Date Check. To Whom Ref. Account. cash 
8-5 1657 Shirtmaker 5250 375.00 375.00 

8-15 1848 Grocery Store 5250 53.00 112.00 

5025 27.50 

5300 31.80 

Notice, that the three amounts for the expenses are broken up and placed on their 
own line. but the total of the check is written on the first line. There is no need to divide 
the amount of the check in the cash column. The total only needs to be written on the 
first line. 

The General Journal 

The general journal is used for every other transaction that does not get entered in 
the cash receipts or cash disbursements journals. The general journal only has two 
columns - debit and credit. Every transaction will involve at least two lines. The first 
will list the debit account and amount, and the second to list the credit account and 
amount. There are two main types of transactions that the general journal is used for. 
The general journal is used to credit a brother's account and to close the accounts at the 
end of the year. The following two examples illustrate these transactions. 

E"\3mpk un-: Brotht:r Joe Schmn..: ',\ZlS tci\;;n auihi..,;-izJ~jO;l to bu~ In ikm for 
S3c) for the frateml!\ I k doc'S t1m \\ ilh his 0\\ n m()n.:~ Rmher th3n relmhur,-:in~ hmi 
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with a check, you can credit his account, thus reducing what he owes the chapter. Lets 
say that the item was for a social event. Here is how the journal entry would look: 

Post 
Date Description Ref. Debit Credit 

5-1 Social 30.00 

Dues Income - Joe Schmoe 30.00 

to aedit J. Schmoe's account 

Social is debited because that item is a social expense and the total social 
expenses are increasing. Chapter dues are also increasing, though no direct money was 
received. Dues should be credited, because credits increase dues. 

If proper control is kept. this is a very good way to simplify the treasurer position 
Fewer checks are being written and less money is being received, thus reducing the 
chance for error. To be able to credit a brother's account, he must have previous 
authorization to make the purchase and must present a valid receipt. 

Example two - At the end of the fiscal year (June 30), all of the revenue and 
expense accounts must be closed to the net assets account. Closing accounts simply 
means transferring the account totals to the net assets account. After this happens, 
revenues and expenses are reset to zero and net assets equals cash. The closing of the 
accounts happens after financial statements are prepared and before transactions from the 
next year are posted. The closing takes place in the general journal as shown below. 

Post 
Date Description Ref. Debit Credit 
6-30 Dues Income 3,000.00 

Panor Income 750.00 

Fines/Interest 25.00 

Insurance Income 2,500.00 

Net Assets 6,275.00 
to close revenue for the year 

6-30 Net Assets 4,650.00 

Brotherhood 250.00 
Recruitment 1,500.00 
Insurance Expense 2,500.00 
General Expense 400.00 

to close expense for the year 

I -

-' -
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Revenues are debited, because they are decreased to zero. When this done, a 
credit to net assets is recorded because revenues increase net assets. Just the opposite 
happens with expenses, because expenses decrease net assets. 

Posting 

Every transaction is recorded in one of the three journals as was shown above. 
Though everything is neatly organized and recorded in the journals, it may not be easy to 
find every amount received by a brother or every expense issued to a particular account. 
Therefore the information needs to be summarized by the different accounts and not just 
by date and journal. This task is accomplished through posting and ledgers. Posting 
means transferring the transaction information from the journals to record sheets called 
ledgers. Every account on the chart of accounts and every brother has their own ledger or 
record sheet. Examples ofledgers are shown on page 46-49. 

There are two times when posting occurs - at the end of the week and at the end 
of the month. Below are examples on how to post 

Posting in the Cash Receipts Journal 

End of the week: At the end of the week, the total amount paid by each brother 
will be posted to the brothers' ledger, and the any amounts in the "other amount" column 
will be posted to the proper ledgers. Looking at example 2 of the cash receipts journal, 
the $15 will be posted to Joe Schmoe's individual ledger, because it was the total amount 
paid by brother Schmoe. The $15 in the last column will be posted to the recruitment 
account (#5250) because it was a recruitment expense. 

Post Debita CreeSIta 

Name Receipt • Ref. Cash Discount Due. Partor Other Deecrtp. Other Acct.. 

Joe Schmoe 211202 / 60.00 50.00 10.00 

Joe Schmoe 211203 / 15.00 Rush Shirt 5250 

V 

Posting to the brothers' ledger: The brothers' ledger is divided into three sections 
- Dues Income, Committee Income, and Other Income. The first four columns of dues 
income will be completed by you after dues and due dates have been determined The 
remaining columns will be filled out when transactions are posted. The first four 
columns of committee income will be completed on a per line basis per individual 
brother. When someone orders a shirt or buys a dance ticket, the information would be 
recorded in this section to keep track of who owes money for what. Other income is 
completed as the situations arise. Examples of other income include fines and interest. 
An example of a brother's ledger can be found on page 46. 

Joe Schmoe's $15 needs to be recorded on his ledger sheet. Since the $15 is for a 
rt?cfuitment e'\'::'Iense. it will be recorded under the committee income section. The first 
",)ur colilmns should\c b~en !:lld l1UI :;t:;;~ '::':·c":;~;:r" bd ri3c;;,d 3 Hhm order and 3 
pllel? had bc.:n 6tablished. 

OtherAmt 

15.00 
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To post the transaction you would perform the following steps: 
1. Record the amount paid 
2. Record the check # or indicate it was purchased with cash 

(this information will come from the receipt book) 
3. Record the date paid 
4. Record the receipt number 
5. Place a check (V) on the left side of the Post. Ref Column, indicating 

that it has been posted 

Committee Income 

Convnittee Description DeteDue Amount Due Amount Paid CheckM:ash Dete Paid Receipt. 

Recruitment Rush Shirt 8-25 15.00 15.00 105 8-22 211203 

".... ,... ,... ....... 

t j ~ 
1 4 1'" 

~ 
15.00 I 

Next, the $15 has to be posted to the recruitment ledger. An example of the 
general revenue and expense ledgers is on pages 47. To post to these ledgers you would 
perform the following steps: 

1. Record the date of the transaction 
2. Record the brother's name and what is being paid for 
3. Record the journal and page number from where this transaction is 

coming from (CR - cash receipts, CD - cash disbursements, G
general) 

4. Since this is decreasing expenses, enter the amount in the credit 
column 

5. Update the running balance 
6. Update the budget 
7. Place a check (-.J) on the right side of the post ref. Column 

Balance Budaet 
Post 

Date Check. Item Ref. Debit Credit Debit Credit Under Over 
250.00 1.200.00 

8-22 J. Schmoe - Rush Shirt CR1 15.00 235.00 1,215.00 

".... ".... ....... ,... ,.... ".... 

1 tJ tJ tJ t r tJ '--

I 6-22 IJoe Schmoe 1500 I 52!50 15.00 I 
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When posting at the end of the week, do not post anything from the cash, 
discounts, dues, or parlor columns. These columns are posted at the end of the month. 

At the end of the month, add up the cash, discounts, dues, and parlor columns for 
that month only. Then post to the respective accounts in the same manner as shown 
above. This time place a "" under each column total 

PoA DebIta Credlta 

Name iRecelpt' Ref. Cah DIICOWtt Dues Partor other o..criD. 08IerAcct. • other Ant 

Joe Schmoe 211202 /' 60.00 SO.OO 10.00 

Joe Schmoe 211203 1"'14 15.00 Rush Shirt 5250 

John Doe 211227 1-'.4' 80.00 SO.OO 10.00 Forma 5300 

V 155.00 SO.OO 20.00 

V (v ) (J) (.J) 

V 

Start a new page for every month. If you have to start a new page in the middle of 
the month, add up the columns and transfer the totals to the first line of the next page. 

Posting in the Cash Disbursements Journal 

The cash disbursements journal is posted in the same way as the cash receipts 
journal. At the end of the wee~ the individual amounts in the debit column are posted. 
At the end of the month, the total of the cash column is posted. 

Post Debits enHIlts 

Date Check. To Whom Ref. Account • Cash 

8-5 1657 Shirtmaker v 5250 375.00 375.00 

8-15 1848 Grocery Store v 5250 53.00 112.00 

v 5025 27.50 

v 5300 31.80 

8-31 TOTALS 487.00 

V) 

Balance Budaet 
Post 

Date Check tI Item Ref. Debit Credit Debit Credit Under Over 
250.00 1200.00 

8-22 J. Schmoe· Rush Shirt CR1 15.00 235.00 1.215.00 
8-5 Shirtmaker CD1 375.00 610.00 840.00 
8-15 Grocery Store CD1 53.00 663.00 787.00 

rAe fmft:.rfJf!J u(Phi Gaoifiw Ol.ifa 

15.00 

20.00 
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Posting in the General Journal 

The general journal is posted at the end of every week. Every item is posted at 
end of the week. Since one column is not devoted to one account, it is not possible to 
post a column total at the end of the month. 

Post 
Date Description Ref. Debit Credit 
6-30 Dues Income V 3,000.00 

Partor Income V 750.00 

Fines/Interest V 25.00 

Insurance Income V 2,500.00 

Net Assets V 6,275.00 

to close revenue for the year 

6-30 Net Assets V 4,650.00 

Brotherhood V 250.00 

Recruitment V 1,500.00 

Insurance Expense V 2,500.00 

General Expense V 400.00 

to close exP80se for the year 

House Income and Expense Ledgers - Items are posted to these ledgers in the 
same way as the other ledgers, but there are some differences with the house ledgers. 
Both house incomes - Rent and Utilities - are kept on the same ledger. Each brother 
living in the house has a line for rent and utilities. These lines are fined out when 
payments are posted. Each month win have its OlM} house income ledger. The three 
expenses for the house - rent, utilities, and maintenance are also kept on one sheet. 
Examples of completed ledgers are shown below. 

House Ledger - Income Month: MARCH 

Poa 
Brother Ref. Dille Due Amount Due Amount Paid ChecktICah Dille Paid Rece\Dt. 

Brother 1 3-1 200.00 200.00 Cash 2-28 221103 

Brother 2 3-1 200.00 150.00 1234 1-15 221079 

Brother 3 3-1 200.00 200.00 Cash 3-1 221107 

Brother 4 3-1 200.00 200.00 5501 3-5 221113 

8'c~~,"' ::. 3·1 20000 , 
1:::-.----.;:., C I ; :- ~ ::::'; ~: ': ~ :.' I 3- ~ :: ! 2~·~~4~i r-=--.::. . . -. 

I ; 1 1 L........_ 

rf,(~ fmtdr::it.t} 6f Phi Gamma Dc/ta 
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House Ledger -Expenses Term: 

Month 

August 

Seotember 

October 

November 

December 

!Januarv 

UtilItIeS 
Rent ($1800) Phone Cable Internet 

luate 'U" uaw 1
0811 

Pd. Amt. Pd. Check. Arm. Due Arm. Pd. Pd. Check. Arm. Due Amt.Pd. Pd. Check. Amt.Due Amt.Pd. Pd. 

8-2 1800 1640 100 100 8-24 1675 36.74 36.74 8-13 1660 45 45 8-13 

9-3 1800 1700 98.25 98.25 9-25 1713 36.74 36.74 9-13 1707 45 45 9-13 

1~1 1800 1725 97.36 97.36 1~~ 1750 36.74 36.74 1~1<4 1730 45 45 1~1.04 

11-10 1800 1769 101.68 101.68 11-2:: 1785 36.74 36.74 11-1<4 1n5 45 45 11-1.04 

12-1C 1800 1799 95.23 95.23 12-2e 1810 36.74 36.74 12-1~ 1805 45 45 12-1~ 

Using the Ledgers 

The ledgers are very useful if they are properly filled out. The brothers' ledger 
will be used each month to issue individual account reports to each brother and summary 
reports to the entire chapter. Brothers will be able to know what they owe, what they 
have paid, and what expenses are in the future. As a whole, the chapter will know how 
large the outstanding debt is. 

The expense and revenue ledgers are used for budgetary purposes. Once a month. 
the committee chainnen will receive reports showing how much they have spent and how 
much of their budget they have to spend. 

The house ledger for income will show which brothers still haven't paid their rent 
and utilities. 

Most importantly, the totals of the accounts can be found on the ledgers. These 
totals will be used to create the financial statements. 

Budgeting 

Budgeting is probably the most difficult task the treasurer has. Budgeting is the 
job of estimating what the revenues \\ill be and then allocating those revenues to different 
expenses. Please read and follow the budgeting advice found in Sensible Finances and 
look at previous years budgets to help you determine the current budget. My 
recommendation is to set budgets on a 6 month basis - July-December and January-June. 
This separates the two semesters. Another way to break it up is to have three budget 
terms - fall, spring, and summer. No matter how the budget is set up, always make sure 
revenues exceed expenses and that you keep control as tight as you can on it. 

Financial Statements 

At the end of the fall semester and at the end of the fiscal year, financial 
statements need to be created and submitted to certain people. Copies should be sent to 
lHQ. tl1(: Purpk Lcsiunnaire. thl.? Gr.,jUJ:c AJ\is\lr. and rr.~d..:: ;1\ aibble to the chaptc:r 
Thl.?rl.? are only t\\\) fin:mcial statement' tkll nc;.'J 1C> he cr-:'Jtcd They 2re the Babnce 

------------. --------- rfJ; frDternify ofPf,i Gamma Df,/~;~ 

Check' 
1661 

FOS ... .:.;; 

1731 

1ns 

1806 
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Sheet and the Statement of Revenues, Expenses, and Changes in Net Assets. The 
statements are easy to complete, because all of the numbers come from the ledger sheets. 
The statements are shown on pages 50-52. First, fill out Schedule A, which ties to the 
Statement of Revenues, Expenses, and Changes in Net Assets. Then plug in the numbers 
on the Statement of Revenues, Expenses, and Changes in Net Assets, with the expense 
numbers coming from Schedule A. Finally, complete the Balance Sheet. The Balance 
Sheet is called a balance sheet, because its numbers should always balance. Cash should 
always equal Net Assets. If they do not, then there is an error that has to be found and 
corrected. Notice that the end of the Statement of Revenues, Expenses, and Changes in 
Net Assets is very similar to the Net Assets part of the balance sheet. In fact, the same 
numbers will be used. Once the change in net assets is computed. the numbers can be 
plugged into the Balance Sheet. The ending balance of the Net Assets should equal Cash. 
When this happens, it will show that you have kept good control of the system and 
properly recorded everything. At the end of the year, the accounting equation will be in 
balance, and that is what this whole system is based around 

Other Tasks 

There are some other tasks that must also be completed during the year that are 
also part of this system. The first is to have the system audited once a year, after the 
closing of the fiscal year. The best place to have this done is the Office of Account 
Services at Ball State. They are responsible for the money of several organizations on 
campus and offer audits as a free service. Unless asked to do differently, submit to 
Account Services copies of the financial statements, the journals, the ledgers, the 
checkbook stubs, all returned checks from the year, and the bank statements. Also give 
them a copy of the IRQ audit form (found at http://www.phigam.org)to fill out and mail 
to lliQ. This needs to be completed by October 15. 

The second job that must be completed is filing Form 99O-FZ to the IRS by 
October 15. We are tax exempt and do not pay taxes, but we still need to file to let the 
IRS know we exist and that we are legitimately exempt from paying taxes. The 
information for this form will come directly from the financial statements. The form 
should arrive in the mail shortly after June 30. If it does not, a form can be obtained from 
the Internet or library. Do not pay to have a professional prepare this form. It is simple 
enough to complete with the information that this systems controls. Also note that our 
year ends June 30, not December 31. Please do not file this form between January 1 and 
April 15. It will not be due then. It will be due October 15. 

This entire system is contained within in this document The ledgers and journals 
can be photocopied and used by hand. Completing all of the requirements of treasurer by 
hand can be quite a task. Therefore, a disk accompanies this hard copy. On the disk is 
every file used to create this program. This system can be maintained on the spreadsheet 
files. The files can be updated and modified as you and the chapter dictate. This system 
is very flexible. The position of treasurer is now your responsibility. Give it all of your 
attention and try 10 m::l..:e it the hec;t po<.:ition rc.<;"ihle 
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PART TWO 
THE SYSTEM 

Chart of Accounts 

Price Lists 

Journals 

Ledgers 

Financial Statements 



-

-

-

8eta Sigma Chapter ---------------------

Chart of Accounts 

Assets 
1000 Cash - Checking 
1500 Cash - Savings 

Equity 
3000 Net Assets 

Revenues 
4000 Dues Income 
4050 Discounts Given 
4100 Parlor Income 
4150 IHQ DuesIFees 
4200 InitiationlPledge Fees 
4250 Finesllnterest 
4300 Insurance Income 
4350 Fundraising Income 
4400 Miscellaneous Income 
4450 EkklesiaiAcademy Income 

Expenses 
Committee Expenses 
5000 AwardsIF avOf'S 
5025 Brotherhood 
5050 Cabinet 
5075 Fundraising 
5100 Graduate Relations 
5125 Intramurals 
5150 Philanthropy 
5175 Pledge Class 
5200 Pledge Education 
5225 Public Relations 
5250 Recruitment 
5275 Scholarship 
5300 Social 
5325 Special Events 

Colony Expenses 
5500 Copy Expense 
5525 EkklesiaiAcademy Expense 
5550 Film Expense 
5575 General Expense 
5600 IFC Dues Expense 
5625 IHQ DuesIFees 
5650 Insurance Expense 
5675 Postage Expense 
5700 Retreats Expense 

House 
Income 
6000 Rent Income 
6500 Utilities Income 

Expenses 
7000 Maintenance/Supplies 
7200 Utilities Expense 
7500 Rent Expense 



8eta Sigma Chapter 

PRICE LIST 

- LOCAL 

Chapter Dues 

Per Month I Semester I Year (circle one) $ 

Parlor Fees 

Per Month I Semester / Year (circleone) $ 

Insurance 

Per Year $ 

Other (fill in as needed) 

1. $ 
2. $ 
3. $ 
4. $ 

- lliQ 

See Next Page 

-
rAE'. frMU'flif!} of Phi Gamma Ddra 
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/. 

MANDATORY FORMS AND FEES 

Fees and Penalties 

A. Membership dues - $80.00 per initiated brother. The billing for membership 
fees will be mailed to chapters the first Friday in September for schools that have 
opened on or prior to that date and on the third Friday in September for all other 
schools. The membership list that the first delegate at Academy/Ekklesia reviews 
is the basis for this billing. There is no exemption or reduction of any kind for 
fifth year seniors. 

B. Initiation fee - $180.00 per new initiate. The fee is to be mailed in with the 
completed initiation form. A 1 ()OIG late penalty is assessed if the form is received 
at Headquarters more than 30 days after initiation. 

C. First year dues - $40.00 per new initiate. This amount should be mailed in with 
the initiation fee and form. 

D. Pledge fee - $60.00 per pledge. The fee is to be mailed in with the pledge form. 
A 1 ()OIG late penalty is assessed if the form is received at Headquarters more than 
15 days after pledging. 

£. Insurance - The billing for insurance will be mailed to chapters the third week in 
January. There is not an exemption or reduction of any kind for fifth year 
seniors. 

11. Forms and Penalties 

A. Annual Financial Report - Form E - This report is due at Headquarters on or 
before September 30th

• 

B. Annual Budget - Form I - This report is due at Headquarters on or before 
September 30th

• 

C. Report of Annual Audit - This report is due at Headquarters on or before 
October 31 st. 

D. Monthly Financial Report - Form B - This report is due at Headquarters by the 
15th of each month. 

III. Other fees and assessments 

A. Finance Charge - A I % charge is assessed on all amounts owed to the 
Fraternity that are more than 60 days past due. 

B. End of year penalty - A 10% charge is assessed on all amounts owed to the 
Fraternity that are sixty days past due on June 30th

. 

C. Fidelity bond coverage - Each chapter/colony is billed approximately $50.00 in 
February for this coverage. 

D. AcademylEkldesia registration fees - Each chapter/colony is billed for four 
delegates to the Academy or three delegates to the Ekklesia The 152nd Elddesia 
registration fee was $200 per delegate. The key difference is that we provide 
lodging at the Academy and do not provide lodging at the Ekklesia Chapter 
Treasurers need to keep this information in mind when preparing the coming 
year's budget. 

The FraIN r;ity of PM Gamma Dc:ffa 
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CASH RECEIPTS JOURNAL TERM 

Ioat. Post Debits Credits 

Name Receipt # Ref. Cash Discount Dues Parlor Other Descrtp. Other Acct. # OtherAmt 
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CASH DISBURSEMENTS JOURNAL TERM 

-
Post Debits Credits 

Date Check # To Whom Ref. Account # Cash 

-

I 
i I 

I -
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GENERAL JOURNAL TERM _____ _ 

Post 
Date Description Ref. Debit Credit 

-

I I ! -
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TERM: NAME: 

- Amount Due Amount Paid 
Month Date Due Dues Parlor Dues Parlor Check #lCash Date Paid Receipt' 

Committee Income 

Committee Description Date Due Amount Due Amount Paid Check #lCash Date Paid Receipt. 

-

Other Income (Interest, Fines, etc.) 

Description Date Due Amount Due Amount Paid Check #lCash Date Paid Receipt fI 

I 
I 

- I 
.----- ------- ~----- -~.-

~. 
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GENERAL LEDGER 

- ACCOUNT 

Date Check' 

, i I 

Post 
Item Ref. Debit 

Page:_of_ 

TERM 

Balance Bud~et 

Credit Debit Credit Under Over 

! ! 

i----~-----1------------~--~------~----~------~----~----~----~ 
; -- L-__ ~ ____ ~ ____________ ~ __ ~ ______ ~ ____ ~ ____ ~ ____ . __ ~ ____ ~ ____ ~ 
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House Ledger· Income Month: 

Post 
Brother Ref. Date Due Amount Due Amount Paid Check #lCash Date Paid Receipt' 

Utilities 

post - Brother Ref. Date Due Amount Due Amount Paid Check #lCash Date Paid Receipt # 

-
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Uouse Ledger -Expenses 

I!' 
'" ,") 

------~--.-

Month 

~ust 

'~ptemb~: 

'ctober .-. 
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N lovembcI 
c· 
L 

~. 
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('C(~mber 

!numy 

::!:!!uJrL. 
,Hch 
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Rent.($18001 
Date 
Pd. Amt. Pd. Check. Amt.Due 

_. 
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Maintenance/Supplies 

. ___ !?escriptlon Amount Paid 

---

.-

._--.-. 

----"' 
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'"--~--- . 
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Page: of 
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Term: 

Utilities 
Phone Cable Internet 

Date Date Date 
Amt. Pd. Pd. Check. Amt. Due Amt. Pd. Pd. Check. Amt. Due Amt. Pd. Pd. Check. 

I 

I 

, 

~ate Paid Check. Description Amount Paid Date Paid Check. 

rhe fraternity of Phi Gamma Delta 
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Beta Sigma Chapter 
The Fraternity of Phi Gamma Delta 

Balance Sheet 
As of June 30, 200X 

ASSETS 

Cash $ 

Total Assets $ 

NET ASSETS 

Net Assets, Beginning of year $ 

Increase (Decrease) in net assets 
Net Assets, End of year $ 

===== 

Statement 1 
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Beta Sigma Chapter 

The Fraternity of Phi Gamma Delta 

Statement of Revenues, Expenses, & Changes in Net Assets 

For the Year Ended J\Dle 30, 200X 

REVENUES 

Net Dues Income $ 

Parlor Income 

nIQ Dues/fees 

lnitiationIPledge Fees 

Finesllnterest 

Insurance Income 

F\Dldraising Income 

Miscellaneous Income 

Elddesial Academy Income 

Rent Income 

Utilities Income 

Total Revenue 

EXPENSES 

Committee Expenses (sch. A) 

Colony Expenses (sch. A) 

House Expenses (sch. A) 

Total Expenses 

Increase (Decrease) in Net Assets 

Net Assets, Beginning of year 

Net Assets, End of year $ 

Statement 2 
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Beta Sigma Chapter 
The Fraternity of Phi Gamma Delta 

Schedules of Expenses 
For the Year Ended June 30, 200X 

COMMITTEE EXPENSES 

AwardsIFavors 
Brotherhood 
Cabinet 
Fundraising 
Graduate Relations 
Intramurals 
Philanthropy 
Pledge Class 
Pledge Education 
Recruitment 
Scholarship 
Social 
Special Events 

$ 

Total Committee Expenses (stmt. 2) $ 

COLONY EXPENSES 

Copy Expense 
Elddesia/ Academy Expense 
Film Expense 
General Expense 
IFe Dues Expense 
IHQ Dues/Fees 
Insurance Expense 
Postage Expense 
Retreats Expense 

====== 

$ 

Total Colony Expenses (stInt. 2) $ 

HOUSE EXPENSES 

Maintenance/Supplies 
Utilities Expense 
Rent Expense 

Total House Expense I shm . .2 ~ 

=== 

$ 

Schedule A 
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PART THREE 
FORMS & LETTERS 

Chapter Forms 

IHO Forms 

Sample Letters 

1he fnrfdr.iru ,,{ PU (,oo.{);O DtJta 
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Beta Sigma Chapter 

MONTHLY REPORT OF OUTSTANDING DEBT 

ASOF ____________________ __ 

BROTHER I PLEDGE: ___________________ _ 

You have the following amounts of outstanding debt. Please pay immediately or 
sdledule an appointment with me to discuss your current financial situation. 

Thank you. 

Item Due Amount Due Date Due 

CHAPTER DUES 

PARLOR FEES 

RENT 

UTILITIES 

INSURANCE 

IHQ DUES 

FINES 

INTEREST 

OTHER: 

TOTAL DUE 

Days late 

If you do not pay the total amount listed above within 5 days of the date of this statement, then 
you will be fined immediately and will begin being charged interest. If you are unable to pay, 

- --- ~.,-~-- ---_." --
';-1 fh, fr{Jfu(iify 1,1 PU Gamma Ddfa 
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MONTHLY COMMITTEE EXPENSE REPORT 
ASOF ____________________ __ 

COMMITTEE: __________________________________ __ 

The following lists the committee's beginning budget, the amount charged to the committee, 
the amount collected by the committee and the remaining budget amount. 

BEGINNING BUDGET 

AMOUNT SPENT * 

AMOUNT COLLECTED * 

CURRENT BUDGET REMAINING 

AMOUNT STILL OweD TO 
COMMITTEE 

BUDGET REMAINING IF ALL 
MONEY COLLECTED 

* If you would like to see detail on these items, please see me. 

Please operate within your budget. It is your goal not to spend more than the budgeted amount. 
If you do need more money, please discuss it with me and bring it up for discussion at the next 
chapter meeting. For our chapter to be responsible, we cannot operate in the red. 
Thank you. 
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Committee Chairman Fine Notice 

Committee: Chairman: ---------------- -----------------------
Date: ---

You have been fined $ __ for failing to turn in your committee report(s) for the 
weekes) of . Please pay this fine to the Treasurer as soon as 
possible. As a reminder, please turn in your reports by 5:00pm on the Friday before the 
Sunday they are due to the Recording Secretary's mailbox. Listed below is the fine 
system. 

1st week = $1 
2nd consecutive week = $2 
3rd consecutive week = $4 
4th consecutive week = $8 

each consecutive week = the fme doubles 
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RECEIPTS 

le. -LLJ 
U 
LLJ 
~ 

DATE 

RECEIVED FROM 

o FOR RENT 
o FOR 

1=1 : 

No. 211208 ,./, -) 

DOlLARS 

I 
IOCASH I TO 

:8;;I~ 
1!R 

When receiving money from brothers, issue a receipt. Two part carbonless 
receipts like the one shown above can be found at any office supply store. To complete 
the receipt, perform the following steps: 

1. Record the date 
2. Record the name of the brother 
3. Record the amount paid 
4. Indicate what the payment is for 
5. Indicate if the payment was a check or cash 
6. Record the check number on the receipt 
7. Sign your name 
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MONTHLY FINANCIAL STATEMENT (FORM H) 

- Chapter: _________________ _ 

SChool: _____________________ ___ 

Financial Statement for the month ending: ______ _ 

Account Actual Budget Difference 

Vearto Vearto Vearto 
Month Date Month Date Month Date 

INCOME 
House (Room) - -
Board (Meals) - -
Housing Subtotals - - - - - -
International F raternily - -
Chapter Dues - -
Other - -

Total Income - - - - - -

- EXPENSES 

House - -
Board (Kitchen) - -
Housing Subtotals - - - - - -
International Fraternity - -
Cabinet - -
Chapter - -
Committees - -
Recruitment - -
Social - -
Other - -

Total Expenses - - - - - -
Net Gain (or Loss) - - - - - -

-
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REPORT OF ANNUAL AUDIT 

Nicholas M. Altwies 
Assistant Executive Director 
The Fraternity of Phi Gamma Delta 
International Headquarters 
P.O. Box 4599 
Lexingto~ Kentucky 40544-4599 

Date _________ _ 

School ________ _ 

This will certify that the requirements of the annual audit of the financial records of the 
above named chapter have been met according to competent auditing procedures, and 
that the records of the chapter treasurer are correct and in proper form. 

Exceptions, ifany, are noted as follows (if none, so indicate): 

( ) NONE 
( ) EXCEPTIONS: __________________________________ __ 

(If more space is needed attach additional pages) 

Signature of person reviewing financial records of Chapter/Colony 

Firm, Organization, or Office of Fraternity 

Address 

Address 

PRINT ALL INFORMATION, EXCEPT SIGNATURE LINE 
(please see reverse for further information) 
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Section 19.103 of the Bylaws of the Fraternity reads that "each oodergraduate 

- chapter shall cause its financial records to be audited by a competent accountant • or to 

be subjected to a competent independent outside financial review at least once in each 

collegiate year, with such audit or review to be as of the end of such chapter's fiscal 

year." 

The audit should include an inspection of the chapter's financial records, 

reviewing the Annual Financial Report (Fonn E) and analyzing the upcoming year's final 

budget (Fonn I). The auditor should verify the work done by the chapter treasurer. A 

properly completed audit will eliminate fmancial errors from being carried over to the 

next fiscal year. 

Please complete and return this statement to the International Headquarters by -- October 31st. Ifa separate audit statement is prepared, attach a copy and mail it with 

this fonn. Failure to submit this report will result in a $100.00 fine. 

• If a Certified Public Accountant is not available or affordable to the chapter, a 

competent and knowledgeable member of the Board of Chapter Advisors, House 

Corporation, or local graduate may examine the financial records and then sign the 

''Report of Annual Audit." 

1O/97/sc 

"':'-.' 
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LETTERS 

On the following pages are sample letters. The first letter is for the beginning of 
the school year. It should be sent to the brothers' summer addresses a few weeks before 
the start of school. The purpose of the letter is to remind the brothers of their financial 
responsibility to the chapter and to help them plan their finances for the following year. 

The second letter is for pledges. It makes them aware of the financial 
responsibility that they have taken on since pledging Phi Gamma Delta. Attached to the 
letter should be a Financial Responsibility Contract for the pledge to sign. Upon signing 
this contract, the pledge is aware of his responsibility and is aware of the consequences if 
he ignores his responsibility. 

There are also sample letters in Sensible Finances at the beginning of this manual. 
Whichever letter you use, keep in mind that these are sample letters. The information, 
like names, dates and amounts will change and will need to be updated. 
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THE FRATERNITY OF 

PHI GAMMA DELTA 
First Class Address 

BETA SIGMA CHAPTER 

BALL STATE UNIVERSITY 
Pittenger Student Center Box #12 

Muncie, IN 47306 

April 30, 2001 

Brother 

Shipping Address 

BETA SIGMA of PHI GAMMA DELTA 

BALL STATE UNIVERSITY 
1417 North Wheeling Avenue 

Muncie, IN 47303 

---------------------------
Welcome back for another exciting year of Phi Gamma Delta. As your brother and 
friend, I look forward to all the great times that will take place this year. Although the 
fraternity can be a lot of fun, we must remember the financial side of it. To be able to 
have all the fun, each brother must contribute financially. The following is a list of your 
financial responsibilities for the upcoming school year. Please pay on time and not 
accumulate any outstanding debt. Having debt not only hurts the chapter, but it hurts you 
and each of your brothers. 

Chapter Dues (August-May) $50/month 

Parlor Fees $150/semester 

Rent (where applicable) $200/month 

Utilities (where applicable) $20-40/month 

Insurance (Due in March) $75-100/annual 

IHQ Dues (Due September 30) $80/annual 

If you should have any questions, please call me or email me. Thank you. 

Fraternally, 

Daniel E. Netser 
Chapter Treasurer 

__ Perge! 

the fraternity of Phi Gamma lJeIfa 
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THE FRATERNITY OF 

PHI GAMMA DELTA 
First Class Address 

BETA SIGMA CHAPTER 

BALL STATE UNIVERSITY 

Pittenger Student Center Box # 12 

Muncie, IN 47306 

April 30, 2001 

Dear 

Shipping Address 

BETA SIGMA of PHI GAMMA DELTA 

BALL STATE UNIVERSITY 

1417 North Wheeling Avenue 

Muncie, IN 47303 

Hello and welcome! My name is Dan Netser and I am the Treasurer for the Beta Sigma Chapter of the 
Fraternity of Phi Gamma Delta at Ball State University. Joining a fraternity requires you to take on additional 
responsibilities. One of these responsibilities is being financially responsible. Listed below are the fees and 
dues that you will be assessed during the coming year. 

ONE TIME FEES: 

Pledging Fee ($60): This non-refundable fee is paid to the Phi Gamma Delta Headquarters upon pledging. 
This fee is due October 1, 2000. 

Initiation Fee ($220): Paid to the Phi Gamma Headquarters prior to date of initiation. This fee is subject to 
change from Headquarters. This fee is due in Januar:y 2001, when initiated. 

MONTHLY DUES: 

Dues ($60): Fees paid to the local chapter to cover chapter expenses. $50 covers the general expenses and 
$10 covers the house expenses. Dues are due on the first of the month. You will begin paying this fee on 
November 1 2000. 

OTHER FEES: 

Insurance: Paid to Phi Gamma Delta Headquarters to cover the general fraternity's liability. The cost will 
range between $100 and $140. This will be due in February. 

Summer Dues: A one-time fee covering three months to cover fraternity expenses. The fee will be 
approximately $50. It will be due in July. 

The fraternity accepts cash and checks for all payments. Please make all checks payable to Phi Gamma Delta. 
Please make on all payments on the first of the month or as they become due. Listed below are the guidelines 
for paying and the consequences for not paying. If at anytime, prompt payment of your fees will not be 
possible, please contact me. Failure to pay and to contact the treasurer will result in you being fined. Please 
do not allow this to happen. You have up to five days after the due date to pay without being assessed a fine. 
You have up to 15 days after the due date to pay without being assessed interest. 

----------------- the fraternity of Phi Gamma Delta 
63 
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GUIDELINES: 

SECTION 1: FINANCIAL REsPONSmll..ITY CONTRACT 
a. Every brother shall sign a Financial Responsibility Contract upon pledging the Fraternity 

SECTION 2: PAYMENT PROCEDURES 

a. All bills must be paid on time 
b. If a brother is unable to render payment on time, he must meet with the Treasurer and establish a 
written payment contract which shall be binding upon the signatures of the Treasurer and said 
brother 
c. Forfeiture of the contract will result in the enforcement of penalties outlined in Section 3 

SECTION 3: PENALTIES 
a. A brother will be fined 10 (ten) dollars for any outstanding debt more than five (5) days overdue 
b. A brother possessing outstanding debt more than 15 days overdue will be assessed a 1 ()o1o 

interest penalty per year, compounded weekly 
c. Per the laws of the Fraternity, a brother may be expelled from the Fraternity ifhe owes the 

chapter $100.00 for sixty days or more. As stated in the Bylaws oftbe Fraternity 

Payments will be given to your Pledge Educator or Pledge Class Treasurer. He will then give the payments to 
me and I will issue receipts for you, which you will receive through the P.E. or Treasurer. 

On the next page is a Financial Responsibility Contract saying that you understand the guidelines listed above 
and that you will remain financially responsible during your tenure as an undergraduate PhiGam. 

If you have any questions please let me know. I can be reached at the house. My number is zp,7-9177 and my 
email is denetser@bsu.edu. Good luck on your upcoming pledgeship. 

Fraternally, 

Daniel E. Netser 
Chapter Treasurer 

Perge! 
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THE BETA SIGMA CHAPTER OF 
THE FRATERNITY OF PHI GAMMA DELTA 

BALL STATE UNIVERSITY 

Financial Responsibility Contract 

I, , have read and fully understand the following 
expectations set forth in the procedures for collecting fees and any other payments 
instilled by the treasurer, which may not have been listed. I promise to obey all policies 
and procedures written in the letter, for it is unbrotherly to ignore financial 
responsibilities to the fraternity, brothers, and myself. 

GUIDELINES: 

Section 1: Financial Responsibility Contract 
a. Every brother shall sign a Financial Responsibility Contract upon pledging the 
Fraternity 

Section 2: Payment Procedures 
a. All bills must be paid on time 
b. If a brother is unable to render payment on time, he must meet with the 
Treasurer and establish a written payment contract which shall be binding upon 
the signatures of the Treasurer and said brother 
c. Forfeiture of the contract will result in the enforcement of penalties outlined in 
Section 3 

Section 3: Penalties 
a. A brother will be fined 10 (ten) dollars for any outstanding debt more than five 
(5) days overdue 
b. A brother possessing outstanding debt more than 15 days overdue will be 
assessed a 10% interest penalty per year, compounded weekly 
c. Per the laws of the Fraternity, a brother may be expelled from the Fraternity if 
he owes the chapter $100.00 for sixty days or more. As stated in the Bylaws of 
the Fraternity 

Name of brother (please print) Signature of Chapter Treasurer 

S ~';'laturc.' of brother 
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