
2025 Fall Council Treasurer Workshop 
 
1. If a member wants to support a project that is not in the budget, do you just go ahead and write 

the check?  All expenses must be either approved as in the budget or presented to the 
membership for approval.  When it is presented to the membership, the minutes showing the 
approval need to be included with the treasurer’s records. 

 
2. Should you use expense vouchers?  Yes, if you have a full-size receipt, like a Publix receipt you 

could tape on the back of the voucher so it is not lost, and the information will always be on the 
voucher, if the thermal receipt fades off.  I think all receipts and vouchers should be approved by 
the President and treasurer. 

 
3. Are two signatures required on all checks?  Banks do not require this, if your standing rules do, 

then yes.  Not having two signatures required eliminates the difficulty of hunting down a second 
signature.  I do not recommend presidents signing blank checks in advance. 

 
4. Is the audit committee responsible for checking only income and expenses for 3 months?  No, 

they are responsible for reviewing if dues were collected from all members and in the correct 
amount, verifying if the checking account has been reconciled, all payments have properly 
documented, signed receipts and more. 

 
5. Do you know there is an audit procedures checklist on the Florida District Website for all clubs to 

use?  Yes, under Club Forms there is a Club Audit Report. 
 
6. Do you know what the PI Bylaws state that your club is financially responsible to pay for your 

delegate attending PI Convention?  Article XII Club Financial Obligations Section 2 International 
Convention – Each club will pay the registration fee and transportation costs for at least one 
delegate to each International Convention and MAY pay lodging expenses and per diem. 

 
7. Your club initiates a new member. Are you only required to pay pro-rated Pilot International and 

Florida District Dues? You also need to pay $5.00 per PSHF – this is not prorated. 
 
8. Your monthly treasurer’s report can consist of only providing the bank balance for the 

membership.  You should report on the balance, but you should be providing a report on income 
and expenses for both operating and projects funds for the month ending prior to your meeting 

 
9. What is the easiest way to calculate dues for a member that joins your club mid-year?  There is a 

prorated dues chart on the website which can be found under club forms.  This is in excel and 
can be edited to include your club dues. 

 
10. All profits from club fundraisers must be used for club projects.  Fundraisers can be used to 

support your club operating expenses in your budget.  Your fundraiser information should state 
what it is supporting.  Example All proceeds will support our local service projects and the Pilot 
Club of ___________.   

 
11. Do you have to wait until November to file your annual 990?  Absolutely not.  As soon as the 

audit is completed, file your 990. 
 
12. Whose responsibility is it to submit new member information to the District and Pilot 

International?  This is a debatable question, and there is no right answer other than to determine 
who in your club is going to do it, the secretary or the treasurer.   

 



13. Can your club have a debit card?  Absolutely.  As we are finding more venues are cashless, it is 
becoming a best practice to have debit cards.  Most clubs I know have 1 and the treasurer is the 
keeper, however, approval must be given prior to using it. 

 
14. A member can present the club’s sales tax exemption certificate when purchasing and paying 

with their personal debit card to be reimbursed by the club.  No – in order to use the Sales Tax 
Exemption Certificate payment must be with a club form of payment, check or debit card.   

 
15. Should your support for the Pilot Scholarship House Foundation be considered one of your club’s 

projects in your budget?  This is our District Project so any support you are providing to the 
foundation, or the houses should be included in your budget as a project. 

 
16. More members are wanting to attend the convention. You have the funds in your bank account, 

but they were raised specifically for projects, can you use this money for their convention 
registrations?  No. Once you designate funds to be used for projects, you must use those for 
projects.  So, if you had a fund raiser and you said all funds were going to support the Local Boys 
and Girls Club, all the funds raised must be used for the Boys and Girls Club.  If you say the 
funds are going to support our local service projects and our Pilot Club – the club should decide 
prior to the event the percentage of funds raised to be used for Projects and Operating. 

 
17. Your club has a member that wants to continue her membership but is having financial struggles.  

Can you change her membership to Emeritus?  No, you can’t vote to change the membership 
status to emeritus due to financial need.  Per the Pilot International Bylaws, Emeritus status may 
be conferred upon a charter member of a club or a member who has been a Pilot for at least 15 
consecutive years and made significant contributions to a Club through participation in club 
activities and projects, but who can no longer fulfill the responsibilities of an active club member. 

 
18. What is the “best” way to complete the membership information form? The best way is to 

download the writable form from the website and type the information and save it.  Then you 
can print it or email it to the appropriate people. 

 
19. Can your club use your State of Florida Sales Tax Exemption Certificate to avoid paying sales tax 

at hotels for Fall Council and District Convention?  Yes, the State of Florida allows 501(c)3’s to 
avoid hotel taxes. There are a few general conditions.  You will need to provide the hotel with a 
copy of the State of Florida certificate of exemption and potentially other documents to prove it is 
a 501(c)3.  The hotel stay must be in the normal course of the Organization’s exempt status.  
The 501(c)3 must pay directly for the hotel stay. 

 
 
20. How long should you keep the financial records of your Pilot Club and what is the best way to 

keep such records?  Financial records should be kept for 7 years.  The best way to keep them is 
on a flash drive or better an external hard drive.  Flash drives are good, but I have them turn not 
accessible, so the best I recommend is an external hard drive.  They last for years, and you can 
store so much on them.  I have included the one I use, 1TB of storage is $99 on amazon.   

 https://a.co/d/6Lm0ln5. 
 
 

If your club has any change in membership, such as an email, phone, address, or a change 
membership status, please be sure the secretary emails the DAC and 

clubservices@pilothq.com.   

https://a.co/d/6Lm0ln5
mailto:clubservices@pilothq.com

