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South Salem HSA Treasurer Guidelines
· Salem’s Treasurer is Gail Fox.  She can be contacted at gailfox@gmail.com
· All checks should be made payable to Salem Home School Association (H.S.A.) and should include the student’s name and telephone number.

· Any committee involved with handling monetary funds will be assigned a budget in order to cover expenditures that will be incurred.  Each committee is responsible for following the assigned budget and should not exceed the allotted amount.  
· Any committee with a budget will be required to identify one chair to be the “treasurer” for that committee.  The committee treasurer will be responsible for requesting check requests, completing deposit forms, submitting financials, arranging for a start up bank prior to the event and for handing off the collected funds to Rina Morrocu-Smith, Salem’s treasurer.  
· In the event additional funds are required for your committee, the committee treasurer will be responsible for completing a request for budget increase.  This request must be signed off by the committee chairs and returned to the Salem HSA presidents.  The HSA presidents will review your request and will return a response to you within 10 days.  ALL REQUESTS FOR ADDITIONAL FUNDS MUST BE APPROVED IN ADVANCE OF SPENDING.  
· To have an invoice paid or to receive reimbursement for expenses paid please complete a check request form.  You must attach all corresponding invoices or receipts that validate the expense in order to have it paid.  Any request without a receipt will not be paid.  
· All check request forms must be approved by Sue Hershkowitz or Chris Nadolne.  Please submit your form to the SALEM HSA mailbox located in the main office.  Once the request is approved, the Salem treasurer requires a minimum of 7 days lead time for payment.  Please plan accordingly when requesting an invoice payment. 
· In general the Salem HSA does not pay sales tax.  Therefore you will not be reimbursed for any sales tax paid.  If you require a copy of the tax exempt form please contact Gail Fox.
· Collection of funds.  After all HSA events, the treasurer will be on hand to accept funds from the event.  All deposits will require the completion of a deposit form and sign off from the committee treasurer, committee chair and Salem treasurer prior to its deposit.  
· In the event the treasurer is not on hand to receive the funds the day of the event, the committee must hand in the collected funds accompanied by a completed deposit form within 7 days after the event.
· Every Committee is expected to deposit all collected funds from their event and can not withhold payments.  In the event a payment is accepted but for whatever reason not delivered, a request for credit will be required before any reimbursement is made. 
