2026 Treasurer Training

Introduction

Welcome 2026 Section Treasurers! The Accounting Department at Oregon State Bar is here to make your job as
easy as possible. We only ask a few things from you:

o Give us good and timely data to generate accurate financial statements each month for your section
o Approve and submit any section payment requests and expense reimbursements timely

o Remit checks collected in a timely manner to the Bar

o Review your monthly financial statements

o Call us if you have any questions

ContactInformation

General Accounts Payable Questions: accountspayable@osbar.org

Submitting Payment Request & Expense Reimbursement: accountspayable@osbar.org

Payment and Financial Statement Questions: accounting@osbar.org
Michael Dunlap, Controller: 503-431-6305, mdunlap@osbar.org

Donna Wuennecke, Accountant: 503-431-6307, dwuennecke@osbar.org

Matthew Robertson, Accounting Specialist: 503-431-6308, mrobertson@osbar.org

Logan Stewart, Volunteer Engagement Specialist: 503-431-6384, Istewart@osbar.org

Mailing Address: Oregon State Bar
Accounting Dept
PO Box 231935
Tigard, OR 97281-1935

NOTE: the Accounting emails are checked several times a day and we make every attempt to respond back
within 24 hours.
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Account Coding Format

NOTE: take a look at your budget to see what accounts have been allocated funds

Tocreate an account code: choose a Section # - choose with 3 Revenue or Expense # - choose a Project #

Sample Account Code: 844-4025-100000

244
837
202

806
807
848

841
810
838
836
811
812
826
845
842

813
814
815
816
817
833
823
813
843
819
821
847
846
825
827
840
835
828
209
830

Section Name
Administrative Law
Agricultural Law
Alternative Dispute Resolution
Appellate Practive
Business Law
Business Litigation
Cannabis Law
Civil Rights
Constitutional Law
Construction Law
Consumer Law
Corporate Counsel
Criminal Law
Debtor / Creditor
Disability Law
Diversity
Elder Law
Energy, Telecom & Utility Law

Enviromental & Natural Resources

Estate Planning & Administration

Family Law
Government Law
Health Law

Indian Law

Intellectual Property
International Law
Juvenile Law

Labor & Employment
Litigation Law

Military & Veterans Law
Nonprofit Organizations Law
Real Estate & Land Use
Securities Regulation
Solo & Small Firm
Sustainable Future
Taxation Law
Technology Law

Workers Compensation

Account #
4025
4295
4343
4999
4565
4550

7040
7085
7185
7200
7205
7245
7265
7270
7320
7385
7538
7580
7999
7715
7620

7836
7837
7840
7640
7845
7850
7860
7820

Revenue Account Name
Annual Meeting Revenue
Fundraising - Special Projects
Luncheon Event Revenue
Miscellaneous Income
Registrations

Sponsorship Revenue

Expense Account Name
Annual Meeting
Audio & Visual
Committee Expenses
Community Service
Computer
Conferences [ Seminars
Contract Services
Contributions
Education
Gifts & Awards
CLE Meetings
Meeting Expense
Miscellaneous Expense
Newsletter
Outreach Programs
Scholarships
Social Events
Speaker Airfare
Speaker Expense
Speaker Fees / Honorarium
Speaker Lodging
Special Projects
Sponsorships
Stipends

Project #
100000
ap
Lo15
L031
LOS5
LOS6

Project Name
No Project
Civics Learning Project
Internet / Web
ouo
Campaign for Equal Justice
OMLA

NOTE: When submitting a Payment Request or Reimbursement Request, please use the most current form
posted on the Bar website.




What to do when Cash or Checks are collected

Occasionally your section will collect money in the form of cash or checks. When cash or checks are collected,
please complete the Cash/Check Received Form. All checks should be made payable to Oregon State Bar. This
form is found on the Bar website under Member Groups and Treasurer’s Tools or at the following link:
www.osbar.org/sections/leadershipresources.html#tools

SECTION CASH/CHECK RECEIPT FORM

Submit to: Oregon State Bar, Attn: Accounts Payable, P.O Box 231935, Tigard, OR 97281-1935

Section Name: Date:

Treasurer:

For Payment of:

Remitted By Attendants Date of Check Amount

Total $$ Amt. Recv'd >

Apply Funds to Account #: Total $$ Cash Recv'd >

Report Prepared by: Total $$ Checks Recv'd >

Revizion: 04/2020 Number of Checks Recv'd 3

Complete all areas requesting information: the ‘Section Name’, ‘Treasurer’, ‘Date’, ‘For Payment of’, ‘Account
Number’, ‘Report Prepared by’. List each check or cash payment individually. Please ensure the total dollars on
form equals the total dollars of checks and cash being sent in. Filling out this form correctly allows for accurate
data posting of revenue to the correct general ledger account.

Note: Do not mail cash to the Bar. Please replace the currency with a personal or firm check made payable to
Oregon State Bar in the same amount. Cash can be hand delivered to the Bar.
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How to Request a Payment

Request vendors to remit invoices for payment directly to OSB (accountspayable@osbar.org). Each invoice must include the

Section’s Name in the reference or purchase order line. If a vendor sends the invoice to an individual within the section

instead, please complete a Section Payment Request form. Events that are over $1,000 must include an attendee count

and agenda. Do not use a Payment Request form to reimburse individuals (use the Expense Reimbursement form).
Speaker expenses may be an exception to this rule. The report is found on the Bar website under Member Groups and

Treasurer’s Tools or at the following link: https://www.osbar.org/leadership/committees/leadershipresources.html

Payments will be sent directly
to the payee unless otherwise
requested on this form.

Section Payment Request

This form reguines SQnatur &S & Spporting docamentation (If aoplicable). Payment will be sent drectly to
payee Dy Onedck or ACH unless otheiwise rsguest i form Messe retum NS form a'd documents to!

Cregon State Bar, ACCounts Payabie, PO Sox 231935, Nigard Ok 97281 or .u’.wnuga!.blgmunmn

(rew. Jan 2023)

Select your Section \

Check the section number/name for this request

T Dlasa [adwinistative Law [J812 | Deteor Credte 819 |Laber & Emsloyment
For an event of a $1,000 or more, 1837 | agicutturai Law 826 | nisesdiey Law 821 |unigasen
note the number of attendees and 1802 | an Disccte Resslution 1845 | Diversky Clesr | mmary & verenes Law
834 | Anmal 842 | Hde La 848 | Nunprofit Organtzation
attach the event agenda and attendee 5] e E - = oot Douiston 1w
R []804 |appetiate Mractice [J824 | Energy, Tehecom & Uniy Law [[]825 |Res Estate & Land Use
oster. . -
r \\\ []#06 | Busieess Law L1823 | snvionmentsl & Nat Resouwrces [1827 |Securtvies Regulstion
807 | Susieess Liigation [ Jo1a | estate manning & Admm 840 |Sow & Smal Frm
Enter the invoice number and invoice [ 1848 [conabion [Je1s | Faily Law [T835 [Sustainaiie Futre
date. Leave blank if data is not | | S08 | Ciell fughes 816 Government Law | |828 |Taxation
available L1841 | Covmitutional Law []1817 [weshile law L1809 |Technokgy Law
’ L1810 | construction Law 833 | Indwan Law []830 |workes' Compessation
T D.-" Consumer Law Ja23 Intefectual Preperty
Enter the recipient’s name, address \\m%u Couwsel 1818 | inemationst Law Nurrber of Afteeders:
i Criming Law 843 Juvente Law (Peace sttach agends end eRender rmster.)
and email. \
Per Bar Bylaw 7.501(2% and section funds cannd d for the purchase of alcoholic beverages.
Lo Reimbursement or paymei the cost of alcoholic beverage: funds is prohibited.
Enter a description of what the —5 3
. Lo . . L { Mvoke # Inveice Dats
invoice is paying for or business Please issue chock as follows [ s
. . . Name of Payas of Verdor 5 AT (mstecaiciate S0 P ATOunts Seiom !
purpose and any special instructions if
. $0.00
applicable.

Address, CRy, State and Zip

. . Recivent Smal Addvess tn Recaive Mayment Neevicaton
Enter the account number the invoice i & L

amount should be applied to.

Aagrent Descapdon / Business Muipose

The Treasurer’s approval is required.
The Chair’s approval is required only if
the payment is payable to the k:"" SORENCRUR S (rot/ SUENY
Treasurer, or the Treasurer is not
available.

Q.c:a-w-m(-)m A

Attach the invoice and any relevant
documentation to the request. Scan
and email or mail to the Bar.

Sections wishing to make a
contribution to a charitable i"'-'" Approval & Data (required) Chair s Approval (If appicatie)

i

organization must submit a Payment
Request before payment is issued.
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Contributions

Sections are permitted to make donations to pre-approved charitable organizations in accordance with
OSB Policy 14.401. When making a contribution, complete a Payment Request for each organization the
Executive Committee has approved to contribute to. The pre-approved list is available here:
https://www.osbar.org/ docs/sections/SectionApprovedCharitableContributions.pdf

How to Request an Expense Reimbursement

If the section permits, Section Executive Committee members may be reimbursed for their travel expenses or
other expenses. The Bar reimburses mileage at the current IRS rate. To receive reimbursement, the member
needs to complete an Expense Reimbursement Report and have it approved by the Section Treasurer. This
report is found on the Bar website under Forms and Section or at the following link:
www.osbar.org/forms#section . A check will be issued, or the member can request the reimbursement to be

paid by Electronic Transfer direct to their bank account. Members must complete an Authorization form (one-
time only) so the Bar can set them up in the system to receive their reimbursements electronically. Electronic
payments are highly preferred. The authorization form can be found with the reimbursement request. (See

next page for more information).
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Enter Bar #, Payment Choice,
Name, Address, Section Name

and Recipient Email. ——
NOTE: Authorization Formfor

ACH only needs to be

completed once unless account
information changes.
Enter Section Nameand ——=|
description of expenses.

Enter dates and expense
amounts. Detailed receipts
must be attached for each
expense.

Enter mileage information. The
current IRS rate is noted on the
form. This will update when the—
IRS changes the rate.

Enter the account number(s)
that the charges are to be
applied to.

Example: 100-9999-100000
(section#-account#-project#)

Section Treasurer’s signature is
required. Members should

submit this form to the
Treasurer before it is sent to the
Bar.

Member must sign and date
form. The Section Chair must
approve the Treasurer’s
request.

_

r - Expense Reimbursement Request
Bar 3. Mall to: OSB Accounts Payable
PO Box 231935
Payment Cholce: | (CHECK | IACH (Sonup tor ACH, wew e 2] Tigard OR 37281-1935
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Total Reimbursement
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More Information about Section Expenses & Reimbursements

o Itis highly recommended that the Bar receive expense reimbursement forms no later than 30
days after the expense has been incurred.

0 Generally, the Bar processes payment requests every Thursday. Payment requests must be
received by noon on Wednesday to be included in the Thursday run. If there are any issues with
the request that require clarification, the request may be processed the following week.

o Besure all receipts are included with the form. If an expense is paid by credit card, please
include the itemized receipts. A copy of the credit card statement is not acceptable.

o Per Bar OSB Policy 2.40(b)5, Bar or Section funds must not be used to pay the cost of alcoholic
beverages. Please make arrangements to pay for any alcohol separately as the bar will not pay
the alcohol portion of the invoice.

o Do not use a firm or personal credit card to pay for any section expenses other than your
personal travel or other nominal items.

o Do not pay speakers for travel arrangements with a personal or firm check. Speakers will be
reimbursed for the travel by the Bar based on the Sections’ agreement with the individual
speaker.

o The Bar has numerous direct bill accounts set up with vendors that the Bar encourages you to
use. If you would like to know if a specific vendor is set up as a direct bill with the Bar, please
email accountspayable@osbar.org

The BOG approved the following policy language during their April 25, 2014 meeting: with prior
approval from a Sections’ Executive Committee, guest expenses will be reimbursable under the
following conditions:

0 Guests must be a spouse, domestic partner, or household member of an Executive Committee
member.

o Reimbursement is only allowed for official executive committee meals (not including alcohol)
which the spouse, domestic partner, or household member is expected to attend.
Reimbursement is not allowed for guest transportation or lodging for expenses separate and
above the Executive Committee member’s expenses.

o Reimbursement of expenses made to an Executive Committee member must be less than $600
per calendar year.
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Section Account Numbers

The account numbers that are available for your section to use in coding Payment Requests, Expense
Reimbursements and Cash/Check Received forms can be found on the last page or the Bar website at:
www.osbar.org/ docs/sections/financials/resources/SectionBudgetAccountCodes.pdf

If you have questions on what account code/number to use, please contact the accounting department.

ContractswithVendors:

Section members are not authorized to obligate the Oregon State Bar by signing contracts.
Firms are not authorized to engage in services on behalf of the Bar.

All contracts must be reviewed by the Bar’s General Counsel and executed by the Bar’s Chief
Executive Officer, General Counsel or their designee. Send contracts to:

contracts@osbar.org and allow at least 30 days for processing.

Section members may be named as the contact in a contract, but they should not be parties to
the contract.

The Accounting Department will send an electronic copy of any invoice arising from a contract
to the Section Treasurer for approval prior to submitting payment to the vendor.

Direct Charges to the Section:

Some expenses will be directly charged to the section by the Bar. These expenses will be processed by
an internal transfer; also called a journal entry. The Bar will provide documentation upon request for
these charges. Examples of these charges are:

0

OSB Services - Services provided by the Bar for graphic design, printing, mailing and postage,
seminar registration and MCLE accreditation fees.
- The section must work with the OSB CLE Seminars Department for registration services

for every CLE program they host.

Zoom meeting accounts - Monthly web meeting charges for those sections who opted in to
purchase their own account through the OSB. The current charge is $20 monthly.

Credit Card Fee - Fees charged to sections are a percentage of overall fees billed based on the
section’s credit card usage.

OSB Support - This charge is a flat fee, currently set at $24 per section member annually.
Sections with a fund balance of less than two-years of dues revenue on December 31 receive
a 50% subsidy of the administrative support assessment. This fee is charged for each paid
member, in the month the member joins the section.

- The formula to determine fund balance carryover limit is ((Paid headcount X section
dues rate) X 2 years).

- Sections that anticipate exceeding the fund balance carryover limit can request a
waiver from the Board of Governors. Waiver requests are due by October 15.
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Section Financial Statemen

ts

The Accounting Department attempts to publish the Section Financial Statements by the 10" business
day of the following month. Section treasurers will receive an email when the statements are available

on the website: www.osbar.org/se

ctions/financials.html

Revenues represent the money
collected during the month (Cash

Received form). _ ]

Expenses represent all check issued
and direct charges for the month
(Payment Request Form & Member
Expense Reimbursement form).

Ending Fund Balance is the sections
accumulated reserves from prior —]
years. This should never be negative.

Total Revenue

CXPENSTS

Anrual Meetng

Cortrivtions - Camguign for Bgusl Juskcn
Nesovlatonr B Casw Law Sormmaries
Tulaghone - Cound &

T8 Tesvort Servions Axses et

Total Cxpense

Net Revenoe (Expenss|
Beagiening Mumt Baleoce
Cading Fond Calence
Section Member Count - Pald

Section Member Count - Complimeantary
Sectiin Member Count - Totad

Aeghtraiony - Corferwcey Serman

St of and Exp
For the Three Months Ending March 31, 2018
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2013 Aoz 2012 Dudoes  PriorYosr  Prioe Year
0 $4, 700 SATIC  100.0% 4,440
() (321)
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£
T
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458 1382 4300 34w 2s 2,251
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———mm——
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The second page of the Financial Statement lists details of all items that were posted to the section

during the month. If you need additional information on a specific transaction, please contact the

accounting department at accounts

payable@osbar.org

Account Number Account Description Date Vendor Reference DebRt Amount Credit Amount
344-2205-000 Membership Feas 22018 DUES $0.00 $20.00
344-2205-000 Membership Fees 3/42015 DUES $0.00 $20.00
344-4565-000 Conferencas / Seminars A265:201S Roger Dehoog 0012125352 $0.00 $65.00
344-7715-000 Newsleter 33172018 Secilon Service Charges $420.00 $0.00
344-T745-000 OSB Support Seqvice Assessment 282018 2015 section OSB sve fee $16.C0 $0.00
844-U001-000 Section Member Count 282015 2015 Section member count 2 0
344-U004-000 Adminisirative Law Section Comp Members 282018 2015 Section member count o
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Budgeting Process

At the end of July, the current Section Treasurers are sent materials and instructions for the
preparation of next year’s budget. It is the responsibility of the current Treasurer to prepare the
Sections budget for the next year. Section budgets must be approved by the Sections Executive
Committee and submitted to the Bar no later than December 1 if the section is not requesting a
member dues change. If the Section is requesting a change in dues amount, the budget due date is
October 15.

In early August, be on the lookout for your budgeting packet. It will arrive via email and will include all
the files necessary to prepare the budget. You will be asked to complete the following:

0 Budget Spreadsheet
o TargetReserve

Miscellaneous

The OSB Accounting department will provide invoicing services for the sections upon request. A typical
example is event sponsorships whereby firms have agreed to make a donation to sponsor an event but
require an invoice from the Bar/Section to make payment to the Section.

Payments for invoices in regard to sponsorship can be made by check only.

To request invoicing, please email relevant details to accounting@osbar.org. Please allow up to 5
business days for processing. There is no charge for invoicing services.
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