
TREASURER:  YOU COUNT!

Seek new members and opportunities

Open your heart, mind, and attitude

Act to serve and share

Reach to renew, respond, and relate
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Let’s get to know 
each other.

• Take a few minutes 
to find someone 
you don’t know.  

• Introduce yourself 
• Find a second 

couple and engage 
and introduce

6/13/2024 2



Ellen Laughlin (Chair): Areas 3, 7, 18

Susan Duke : Areas 4, 5, 6

Natalie Eustace: Areas 13, 14, 15

Libby Horton: Areas 1, 2, 8

Sharon McDougle: Areas 11, 12, 16

Pam Phillips: Areas 9, 10, 17
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TSO FINANCE COMMITTEE

TSO Exec.Sec. / State Treasurer
Leesa Cole
TSOsecretary29@gmail.com



What’s your experience as a Treasurer?
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Agenda for today.
• A contact sheet is circulating 

* check off that you are in attendance or are a sub for the 2024-26 treasurer
* correct contact information as needed

• Examine the timeline for TSO/DKG Treasurers
* Use the checklist on DKG TX Treasurers’ Page
* Refer to the dynamic State Calendar in the President’s Kit

• SOAR23&25 

• Engage in the process of dues and fees
• Using Chapter Connect and the Dues Portal
• Discuss Budgets and Audits
• Check up on checking accounts
• Venmo or other ways to collect dues
• Other Treasurer issues (getting them to pay on time)
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Treasurer’s Timeline
Fiscal year:  July 1-June 30

June 30
All dues paid through 
the dkg.org Dues Portal 
found at Chapter 
Connect
Treasurers & Presidents 
have access
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WHY:     Chapter Roster    ~   Links to Forms    ~   Access Dues Portal

WHEN:  Anytime except month of March
     : Download  chapter roster
                : Access Dues Portal / Member Management
           April-July: Access Dues Portal / Order Management    

                     : Create orders & submit payment to Int’l & TSO 
    

HOW:    Sign in at www.dkg.org, click My DKG then Chapter Connect

Refer to the DKG TSO web site, Treasurers’ page for support documents.
https://www.dkgtexas.org/treasurers-page.html

WHY  –   WHEN  –  HOW
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http://www.dkg.org
https://www.dkgtexas.org/treasurers-page.html
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Mark Your Calendar:   Dues Deadlines on the 1’s and 30’s
Refer to the DKG TSO web site, Treasurers’ page: Dues Portal Tip Sheets

• May 30:  Chapter dues collection completed 
                 Continue collecting through Sept. as needed

• June & July 30: payments submitted to Int’l in Austin (dues)

                             and TSO in Dallas (dues + scholarship fee)

• Aug. & Sept. 1: Int’l emails automated reminders to Unbilled Members                               
                               (see Dues Portal / Manage Orders) 

• Aug. & Sept. 30: Paid members should be in Paid Orders
                              – to avoid email reminders and auto-drop
                                   – payments submitted to Int’l & TSO asap

• Oct. 1: Int’l auto drops Unbilled Members (can be reinstated)
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Possible Changes on the horizon!
International Convention votes decide.

• To eliminate ½ dues ( in January & February)

• Change the auto-drop date from October 1 to August 1

• Pending the vote at International Convention in Maryland  
--  Week of July 8th

6/13/2024 10



Use your phone’s 

camera to scan 

the QR code for 

the DKG Texas 
Treasurer’s Page

Go to the Dues 
Portal Tip Sheets
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July 31 – Form 15 Annual Report of Chapter Treasurers
State Treasurer’s report to International relies on data from your report

• Fillable form available from International site / My DKG / Chapter Connect 

• Email to: TSO Treasurer; tsotreas@gmail.com

• Mail to: TSO HQ in Dallas

• Updated form with a new due date

2023-24 

form is 

available at 

Chapter 
Connect
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July 1-15
While you’re at the 

computer
990N for the IRS

TSO Finance Committee & 
TSO State President deadline is
 SEPTEMBER 15 of EACH YEAR
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July 1 – November 15 – 990N ePostcard

Recommended: File in July-August 
  

Not recommended: file in November                                   www.irs.gov/990N

• File yearly to maintain income tax filing exemption

• File directly with the IRS - online only 

• Links and resources on the TSO web site / Treasurer’s Page              
and International web site / Chapter Connect

• Keep a copy of the accepted filing in chapter treasurer files

• No need to send a copy to TSO HQ – they check status online
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IRS 990N 

• IRS 990N ePostcard

• Creating IRS ID (Updated July 6, 2023)

• Filing Instructions for 2022 Fiscal Year (posted July 10, 2023)

• www.irs.gov/990N

Documents to help available at: dkgtexas.org, Treasurers’ page
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Remembering in July!
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FOCUS ON FINANCE: BUDGETS, REPORTS & REVIEWS

• Budget worksheet: Excel – or – something else?

• Budget committee – or – treasurer does it all?

• Monthly treasurer report in newsletter – or – verbal at meeting?

• Financial reports with minutes – or – in treasurer file?

• Annual financial review – or – “my chapter trusts me”?

• Where are you keeping all.the.papers? 
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Dkg.org “The Handbook…” Finance Points

• Dues and Fees
• What records to keep and where
• Managing Bank Accounts
• Treasurer Responsibilities

• Contributions
• IRS rules and filings
• Coordinating Council guidelines
• Sample Budget worksheet
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More July Hints…

• Signature Cards at your bank

• With the change of the President, and possibly the treasurer, it is 
time to update check signers – follow your bank’s requirements.

• It is highly recommended that there is a two-signature 
requirement for your checks.

• You should consider possibly three signers in the event one 
person is unable to sign.

• Make dues checks payable to: TSO DKG
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• Form 18-A Dropped Members: send to Int’l  & TSO                   
– Int’l changes status in the Dues Portal to Dropped Member & removes member    

 from chapter roster   TIP: Send with dues payments

• Form 6 Report of Death:  to Int’l, TSO HQ, TSO Necrology Chair
– Int’l & TSO Necrology send condolences
– TSO Necrology includes in convention Ceremony of Remembrance
TIP: Submit as soon as possible after death

• Add members to chapter: new to DKG, Reinstated & Transferred
TIP: Add members ASAP - once receive payment & paperwork

• Update member contact information via Dues Portal, Manage Members
TIP:  Do when creating orders for dues payments & before Jan. 30 for LSN mailings

Ongoing submissions without hard deadlines
Refer to the DKG TSO web site, Treasurers’ page: Forms What to  Send Where

TIP for all:  collaborate with chapter membership chair 
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September 15
•Verify that your 990N is filed and accepted.

 Help sheet available at DKG Texas / Treasurers’ Page
 last 2 pages of Filing Instructions…
 
   (This may get updated by Int’l for 2024)

Keep the printed acceptance in your                  
chapter treasurer’s files.
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September 2024 
(July 2025 with 

constitution 
change)

Check for any unpaid dues. 

Contact members who haven’t paid

It is preferable that all dues are paid by June 30

However, continue to collect and pay dues through the dues 
portal.  

International will send emails by August 1 and then September 
1 to members who haven’t paid

October 1-International will drop unpaid members

After October 1-Members can pay but you’ll need to do a 
reinstatement.

*Updated for 2025-26 by International for Drop Date 
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BREATHE!!!

• Catch your breath if…

• All members’ dues are paid
• Chapter budget and financial 

audit are done
• 990N is completed
• All forms were submitted
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Let’s take a break!
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Hope your Holiday was Great! 
January Thoughts…

ASTEF Contributions
 Eula Lee Carter Contributions
These contributions occur at the time you’re 
thinking about collecting dues again.  
Maybe it’s time to pay them and know it’s 
done by April 1st.
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Convention Recognition for Contributions:  April 1
Contribution forms on the DKG Texas website, Treasurers Page

Separate checks and forms for different funds
Mail contributions to TSO HQ

ASTEF:  3 funds – Scholarship, Leadership, Projects
• Chapter:  $1 or $2 per member 

Memorials, Honorariums (if not $1, $2)  

• Individual:  Memorials, Honorariums

• Provides funding for TSO Scholarships, TSO Leadership Seminar, ASTEF Aspiring 
Educator Grants and ASTEF Project Stipend Grants

The Eula Lee Carter Memorial Fund - created to honor Dr. Eula Lee Carter
• Scholarships awarded to members residing in a Latin American country in the                                 

Southwest Region who are pursuing educational advancement

• Chapter or Individual 
Memorial or Honorarium             
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March 1 – April 1

Dues Portal closes 
annually March 1 – April 1
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April 1

• ASTEF Contributions
• Eula Lee Carter Contribution

Both for recognition at 
Convention or Regional
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April - May

• Most Chapter Treasurers have 
a due date for the collection 
of dues 

What’s yours?
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How do you collect your dues?
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Resources Handbook of the DKG 
Society International 2023
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Sign into the 
International 
web site

www.dkg.org

USER NAME: Your 

membership number

PASSWORD: Contact 

Int’l, chapter president, 

or TSO HQ for generic 

password for 1st access

Recommended:

Change the password 

to one of your choice in 

your My DKG Account.

ACCESS CHAPTER CONNECT & THE DUES PORTAL (INTERNATIONAL)
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Open My DKG 
Open Chapter Connect
Open Dues Portal
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Order Management 
Mark members paid 
and submit orders to 
International

Member Management
Edit member 
information

Add/Transfer    
Search for members 
to add to, reinstate, 
or transfer into your 
chapter
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Order Management: View order status, mark & submit members as paid.

Orders processed by International

Orders submitted by you, but not yet processed by International

Members not yet submitted as paid in an Order
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Order Management: Create an order to submit

1.

1. Select members that have paid dues
2. Verify the number of members in New Batch Totals
3. Click Create Order

2.

3.
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4. Select “I have reviewed…”
5. Click Submit
6. See the Order Summary
7. Print the Order Summary

Order Management: Review & submit order

4.
5.

6.

7.
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Member Management: Forms Needed

Numbered forms are found on the International web site under Members.
The TSO Scholarship form is found on the DKG Texas web site on the Treasurer’s page.

Chapter treasurer uses to enter data, sends a copy to TSO 
• TSO Scholarship Calculation Form
• Form 81, New Member
• Form 83, Reinstated
• Form TR-A, Transfer Request into your chapter

Chapter treasurer uses to enter data, sends a copy to TSO & International
• Form 6, Report of a Death
• Form 18A, Report of Members Dropped
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Order Management 
Mark members paid 
and submit orders to 
International

Member Management
Edit member information

Add/Transfer    
Search for members 
to add to or transfer 
into your chapter

Member Management: Edit member information
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Member Management: Edit member information

Member Type: 
Active, Reserve, 
Collegiate, Honorary, 
Drop Member…

Member Status: 
Active, Dropped

Edit member 
information
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Edit Member Information: Member Type, Contact Information, Demographic Information

Enter mailing address for publications

Updated emails are a top priority.

Crucial for Lone Star News:      
2 annual mailings 

Indicate mailing preferences
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Member Management: Add - New Members, Transfers, or Reinstates
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Updated emails are a top priority.

Member Management: Add New Members

Enter as much information as you can 
about the new member from the 
Member Application and the New 
Member Form or Reinstate Form.

Home & Cell phone fields will show on roster.
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Check out the 
Ohio Tip Sheet

On dkgtexas.org 
Treasurers’ Page

Dues Portal Tip Sheet Management
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Check out our new Check List 
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Resources Handbook of the DKG 
Society International 2023
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Soar to the Treasurers’ page!

Use your phone’s camera 

to scan the QR code for 

quick access to the DKG 
Texas Treasurers’ Page.

Go to the Dues Portal Tip 
Sheets
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