Treasurer

Basic info and duties for the treasurer position.

Documents

Spreadsheets & Ordering

RSO & Financial Training

Bank Account

e Taxes



Documents

In the shared Google Drive, under Officers > Financial > Business Documents, you will find the EIN
Assignment number that is often needed for bank activities, donations to the club, and taxes. The
W-9 Form and the Tax Exempt Documents in this folder will be necessary for filing taxes in the
spring. Because RCCF is a nonprofit company, we are technically a charity and thus do not pay
taxes. However, this information still needs to be documented and sent to the IRS by May 15 every
year (not April 15 like personal taxes; nonprofits have a different deadline).

Under Officers > Official, you will find the club constitution. This is necessary for registering the
club and may be asked for in bank and funding settings.



Spreadsheets & Ordering

In the shared Google Drive, under Officers > Financial > [Current Semester], there is a Google
Sheets document titled "[Current Semester] Expenses" containing links to spreadsheets for every
current project, as well as sheets for Marketing, Lab, Socials, and Miscellaneous. Check all of these
sheets every few days for activity.

Within each project sheet, a product's information including justification, price, quantity, and a link
to the seller will be input by project members/leaders. Consult the .txt file of passwords the
previous treasurer has provided you for the login information for these store sites. If the club does
not have an account with a website, make one with the treasurer email address and create a
password and add it to the .txt file. Use your issued club debit card or the club PayPal account to
pay for the products. Use the address of the lab as the shipping address. Make sure to include
"Robotics Club" as the name for the order or "Robotics Club of Central Florida" as the company
name so that we can recognize the package as ours when it arrives.

If a site is requiring that you use a credit card, it is permissible to use your personal credit card and
reimburse yourself for the exact same amount of money through the PayPal. If you do not comply
with this rule, you will lose your position as officer of the club and possibly face academic and legal
consequences.

If you are unsure about a product or a seller, select "Meeting Required" on the dropdown menu in
the sheet and message the team lead for the project about the matter. WARNING: Do not buy from
sellers that ask for direct bank information (including but not limited to account numbers, receipts,
and money orders) or ask you to email them proof of payment.

After ordering products, change the corresponding dropdown menu from "Need to Order" to
"Ordered". Mail for RCCF is held in the front of the office. Only officers should be getting the mail,
not regular members. Make sure that a package reads "Robotics Club of Central Florida" (or
"Robotics Club", etc.) on the shipping label so you don't take someone else's mail. It is considered a
federal crime to steal someone else's mail. When the products arrive, the officer that receives the
package will change the corresponding dropdown menu on the spreadsheet from "Ordered" to
"Received".

If a product is bought in-person, the person who bought it is responsible for putting it in the
appropriate spreadsheet and selecting "In Store Purchase". If they did not use club funds to buy it,
you must reimburse them through the RCCF PayPal for the exact same amount of money.

Overall, maintain open communication with other officers, team leads, and members of the club. If
you are unsure of anything, do not hesitate to talk to anyone, including past officers. You got this :3



RSO & Financial Training

It will likely be you and the club president who complete the RSO Authorized Officer Orientation
course in Canvas in order to re-register the club. This course and relevant information can be found

here: https://osi.ucf.edu/rso/

You and one other officer must complete the SG A&SF Financial Training course on Canvas in order
to receive funding from Student Government. This course and relevant information can be found

here: https://asf.sdes.ucf.edu/training/



https://osi.ucf.edu/rso/
https://asf.sdes.ucf.edu/training/

Bank Account

You and the club president should go to an Addition Financial branch and apply for your own debit
cards. You personally will need a valid ID and your social security number to be added to the
business bank account. You as a club will need a copy of your club constitution, W-9, EIN,



Taxes

RCCEF is classified as a charitable organization and thus is tax exempt under the Internal Revenue
Code Section 501(c)(3). However, we must file annual returns as a 990 (or 990-N or 990-EZ) Form.
The deadline for nonprofits is May 15, not April 15 like personal taxes. Further information can

be found here and here. Relevant documents including our W9, Tax Exempt Document, EIN

Assignment, and copies of previous 990-N e-Postcards can be found in the google drive under
Officers > Financial > Business Documents.

In order to fill out the 990-N, you need:

e Employer identification number (EIN), also known as a Taxpayer Identification Number
(TIN)

e Tax year (calendar or fiscal filer)

Legal name and mailing address

Any other names the organization uses

Name and address of a principal officer

Website address if the organization has one

Confirmation that the organization's annual gross receipts are $50,000 or less

If applicable, a statement that the organization has terminated or is terminating (going
out of business)

Instructions are given by the IRS here. Check that all information is up to date as you enter it.


https://www.irs.gov/charities-non-profits/annual-filing-and-forms
https://www.irs.gov/charities-non-profits/exempt-organizations-required-filings
https://www.irs.gov/charities-non-profits/employer-identification-number
https://www.irs.gov/charities-non-profits/exempt-organizations-annual-reporting-requirements-filing-procedures-tax-year
https://www.irs.gov/pub/irs-pdf/p5248.pdf

