Review of treasurer’s duties

Thanks for taking this job!  International has made it easier because they have consolidated forms and less paperwork is requested of you.

Forms you need to use – 

Form 110 to record a new member  due anytime
Necrology Form 2 and Death of a member Form 6  due as soon as possible
Form 15 is the annual report to the state for International  due July 15th
Form 18 dropped members any why they dropped  due July 15th
IRS 990 form to maintain 503 (c) (6) status  due November 15th
Form 87 change of chapter treasurer due July 1
Form 123 a reminder form about dues, plus International will send out emails

(Please update address on the website)  start sending April 1
Form 43 if your chapter contributes to International – scholarships and grants  

due July 15th
No form just a check to pay for treasurer’s bonding fee – due October 1

International portal is where to change addresses; pay dues; add reinstatements; and find all these forms.
STEPS to get into the portal:

1) Sign in to International website

2) Touch MyDKG to get to your account

3) Under my account you will see a Red button – “state connect”

4) Chapter portal is there

5)  Look for dues management or reinstate a member; add information

6)  All forms are found there (bottom of the page)

7) If you have a question, use the box on the right hand side of the screen to get an “experts” answer.

Do you need information about how long to keep your records?  Under the Treasurer resources on the International website you will find a chart of items and how long to keep them. (Treasurer’s Handbook last page of the booklet)
