	Number of months prior
	The following should be carried out, at the latest, by the number of months prior to the conference as indicated in the margin.



FINANCES Committee

	Note:
	The chairs of all committees will meet regularly with the conference co-chairs.

	See also:

	· Policies:  Finances,for the following items:
· Professional development fees

· Differential registration fees

· Registration options

· Refund policy

· Honoraria

· Post-dated cheques

· Interim financial statement

· Final financial statement
· OAME/AOEM By-Laws 16 and 21


	Number of months prior
	The following should be carried out, at the latest, by the number of months prior to the conference as indicated in the margin.

	30-26
	· 

	25-24
	· 

	24
	· 

	23-20
	· Finance chair appointed.  Committee consists of finance chair, conference chair(s)
· Request loan from OAME (see current by-laws of OAME/AOEM for amounts and conditions) or chapter

· Open standard business account with name OAME<<year>>; consider the following:

· use a charter bank, credit union, or trust company

· arrange for free weekly updates of the bank statement

· keep surplus monies in term deposits or interest bearing accounts

· have 3 signing officers (Finance chair, co-chair(s)) with two signatures required on cheques; these people should live/work near one another)
· banking fees for Finance budget

· Purchase stamp for endorsing cheques, “Pay to the account of OAME<<year>>” or “For deposit in account (account number)

· Prepare deposit for venue
· Liaise with MCIS & Website committee and co-chairs to register domain name (www.OAME<<year>>.ca) at www.cadns  ($70/2yrs); includes 4-5 email addresses (e.g. chair@oame2008.ca , exhibits@oame2008.ca ) + server space ($4.95 US / month) or use chapter website

	19-18
	· Review Annual Conference Financial template with conference chair(s); refer to Budget Template Definitions
· Prepare and distribute Budget worksheets for conference sub-committee chairs to support budget proposals
· Using Excel Finance worksheet , draft Finance budget; include IATS and bank charges, as well as potential clerical support
· Liaise with Registration committee to discuss a plan for boards that want to pay for a number of delegates (15+); consider the following:
· establish a set deadline for such a plan;
· have board co-ordinator ensure that all board delegates register online and receive an MCIS # and confirmation page (delegate to fax a copy to co-ordinator as proof); if board is also purchasing an OAME membership for those delegates, that each so indicate on their reg in MCIS;
· have co-ordinator emails registrar names, MCIS #s and amount owing in one document; board can then mail the board cheque (issue an invoice if needed);  provide a short window for payment of board delegates, well in advance of online pre-registration (ie. 7-10 days before the conference) 

	17
	· Edit / revise Finance budget; liaise with committees as needed
· Support sub-committees with preparation of budget proposals

	16
	· Edit / revise budget 
· Liaise with committee chairs regarding budget; in particular, connect with Promotions to determine if they are going to distribute hard copies of the program
· Contact IATS (division of Ticket Master) to open an account, as an OAME chapter and arrange for online payment starting in September prior to the conference for exhibitors and delegates; call toll free 1 866 300 4287 or visit http://www.iats.ticketmaster.com/english/index.html ; submit IATS information to MCIS Coordinator for input on MCIS.

· Review sub-committee budgets with committee chairs; include complementary registration for co-chairs, committee members, OAME president, Ex. Directors; complementary accommodations for co-chairs & OAME president)

	15
	· Acquire Excel budget worksheets from each committee; review budgets with conference chair(s)
· Finalize Finance budget for review by conference co-chairs

· Use Annual Conference Financial template to begin process of establishing registration fees (include expenses and fees collected), based on attendance of 700 FULL-TIME EQUIVALENT; 

	14
	· Provide IATS code to MCIS committee

· Establish conference fees with co-chairs, in accordance with the accepted formula (Formula for Determining Registration Fees)
· NOTE that no early bird registrations will be offered due to MCIS
· Liaise with Registration committee regarding refund policies and post-dated cheques; discuss the following:

· if a refund is required, a $25.00 administration fee is applied.  Refunds will be granted until 10 days prior to the conference only.  The refund can be issued by cheque (minus $25.00) if originally paid by cheque, or a credit to the delegate’s credit card (minus $25.00) if originally paid by credit card.  The refund policy must be included on the registration form as well as on the MCIS website (see POLICIES, Finances)

· if a decision is made that post-dated cheques will not be acceped, a notice to this effect should be included on the registration form as well as on the MCIS website

	13
	· ANNUAL CONFERENCE FINANCIAL TEMPLATE MUST BE SUBMITTED TO THE EXECUTIVE DIRECTORS FOR APPROVAL at least 13 months prior to the conference
· Handle all receipts and expenses; committee members submit receipts to conference chair using Expense Report form for approval prior to reimbursement; ensure that receipts / invoices containing itemized costs, including GST, are submitted, not credit card receipts 
· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received
· Maintain a list of names of committee members collecting monies on behalf of the conference (e.g. Exhibits, Hospitality, Registration, Promotions)
· Use ledger (Sample OAME2008 Excel template) or accounting software to track debits and credits
· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget

	12
	· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received

· Use ledger or accounting software to track debits and credits
· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget

· Update ledger (Excel spreadsheet) and Annual Conference Excel template TRACKER; provide conference chair(s) with monthly update
· Liaise with Exhibits committee re monitoring of IATS exhibitor fee and cheque deposits

· Monitor expenses, and banking fees

	11
	· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received
· Maintain a list of names of committee members collecting monies on behalf of the conference (e.g. Exhibits, Hospitality, Registration, Promotions)
· Use ledger (Excel spreadsheet) or accounting software to track debits and credits

· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget

	10
	· Liaise with Registration and MCIS committees to gather information for MCIS registration, including fee structure

· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received 

· Maintain a list of names of committee members collecting monies on behalf of the conference (e.g. Exhibits, Hospitality, Registration, Promotions)
· Use ledger (Excel spreadsheet) or accounting software to track debits and credits

· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget

	9
	· Liaise with MCIS & Website chair to provide necessary details regarding Setup Conference area of MCIS, including fee structure

· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received

· Maintain a list of names of committee members collecting monies on behalf of the conference (e.g. Exhibits, Hospitality, Registration, Promotions)
· Use ledger (Excel spreadsheet) or accounting software to track debits and credits

· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget

	8
	· Liaise with Registration and MCIS Coordinator regarding fee structure 
· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received

· Maintain a list of names of committee members collecting monies on behalf of the conference (e.g. Exhibits, Hospitality, Registration, Promotions)
· Use ledger (Excel spreadsheet) or accounting software to track debits and credits

· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget
· Open IATS account and monitor exhibitor fees and cheque deposits, expenses and banking fees and record payments in MCIS if needed

	7
	· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received

· Maintain a list of names of committee members collecting monies on behalf of the conference (e.g. Exhibits, Hospitality, Registration, Promotions)
· Use ledger (Excel spreadsheet) or accounting software to track debits and credits

· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget
· Monitor IATS exhibitor fees and cheque deposits, expenses and banking fees; record payments in MCIS if needed

	6
	· Liaise with Website / MCIS chair to ensure refund policy (admin fee of $25) and post-dated cheque policy (none to be accepted) are posted on Conference page of MCIS and website

· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received

· Maintain a list of names of committee members collecting monies on behalf of the conference (e.g. Exhibits, Hospitality, Registration, Promotions)
· Use ledger (Excel spreadsheet) or accounting software to track debits and credits

· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget
· Monitor IATS exhibitor fees and cheque deposits, expenses and banking fees; record payments in MCIS if needed

	5
	· Conference registration opens via MCIS; monitor:

· submission of stale-dated cheques and any made out to individuals rather than the conference

· registrants who send in cheques for the incorrect amount / submit overpayments via MCIS; keep diligent records of underpayments and overpayments; flag these registrations for the “incomplete registration” at the on-site registration area

· track and balance IATS payments received with MCIS payments per week using an Excel spreadsheet
· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received

· Maintain a list of names of committee members collecting monies on behalf of the conference (e.g. Exhibits, Hospitality, Registration, Promotions)
· Use ledger (Excel spreadsheet) or accounting software to track debits and credits

· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget
· Monitor IATS exhibitor fees and cheque deposits, expenses and banking fees; record payments in MCIS if needed

	4
	· Liaise with Registration committee re deposits of cheques and credit cards

· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received

· Maintain a list of names of committee members collecting monies on behalf of the conference (e.g. Exhibits, Hospitality, Registration, Promotions)
· Use ledger (Excel spreadsheet) or accounting software to track debits and credits

· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget
· Monitor IATS exhibitor and delegate fees and cheque deposits, expenses and banking fees ; record payments in MCIS if needed

· Watch for multiple payments on IATS and refund promptly

	3
	· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received

· Maintain a list of names of committee members collecting monies on behalf of the conference (e.g. Exhibits, Hospitality, Registration, Promotions)
· Use ledger (Excel spreadsheet) or accounting software to track debits and credits

· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget
· Monitor IATS exhibitor and delegate fees and cheque deposits, expenses and banking fees ; record payments in MCIS if needed

· Watch for multiple payments on IATS and refund promptly

	2
	· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received

· Maintain a list of names of committee members collecting monies on behalf of the conference (e.g. Exhibits, Hospitality, Registration, Promotions)
· Use ledger (Excel spreadsheet) or accounting software to track debits and credits

· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget
· Monitor IATS exhibitor and delegate fees and cheque deposits, expenses and banking fees ; record payments in MCIS if needed

· Watch for multiple payments on IATS and refund promptly

	1
	· Maintain a record of all agreements, invoices, and contracts with speakers, financial sponsors, exhibitors, and other monies / donations received

· Maintain a list of names of committee members collecting monies on behalf of the conference (e.g. Exhibits, Hospitality, Registration, Promotions)
· Use ledger (Excel spreadsheet) or accounting software to track debits and credits

· Use Annual Conference Excel template TRACKER to closely monitor committee spending to ensure that each stays within budget
· Monitor IATS exhibitor and delegate fees and cheque deposits, expenses and banking fees ; record payments in MCIS if needed

· Watch for multiple payments on IATS and refund promptly 

· Cooperate with the Registration Committee in forwarding membership fees to the AOME/AOEM Executive Director(s) with the list(s) of renewing and new members

	1 week before
	· Liaise with Registration committee re outstanding payments

	1 day before
	· Have a cash box available at the registration desk
· Withdraw small bills in large quantities

	0
	· Chair to be available on site so that outstanding fees (registration or other) can be collected and cheques issued as necessary

· Make nightly bank deposits at a nearby bank

	-1
	· Cooperate with Registration in forwarding outstanding membership fees to Executive Directors with the list(s) of renewing and new members 

· Forward PD fees to Executive Directors, based on paid delegates (see formula in template)
· Receive all bills and pay all expenses

· Refund any loans to OAME and/or chapter
· Make preliminary Annual Conference Financial report
· Complete report on the functioning of the committee for submission to co-chairs making recommendations as required for the next Finance committee 
· Close IATS account

	-3
	· Prepare interim financial report for OAME Executive Directors by August 15th following the conference to be presented to the September Executive Committee and October OAME Board of Directors meeting

· Present an interim final financial statement accompanied by monies payable to OAME 

	-8
	· Present a final financial statement accompanied by monies payable to OAME to the February board meeting of OAME (see By-Law 21)

	-12
	· Close bank account
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