Detachment Officer Orientation

Understanding the Duties
of the
Detachment
Adjutant/Paymaster



Detachment Paymaster

Maintains the detachment
financial reports

Manages all bank transactions

Submits all new member and
renewals to the department
paymaster

Completes the detachment annual
IRS entry through a 990-N

Completes the annual Texas
Franchise report

Prepares all Financial monthly
reports for the annual audit

Maintains a local Post Office Box
and monitors its contents

Prepares a financial Report
monthly for the Commandant to
distribute to the membership prior
to the meeting.

e Detachment Paymaster




Financial Reports

Monthly reports Copy of bank Statement

* The monthly reports are to  An easy way to track all
be submitted to the finances is through the
detachment commandant in monthly bank statements.

a digital format or a hard

copy

e The reportis completed
each month a week prior to
the detachment meeting.

A copy of the report is to be
maintained for every month




Bank Statements

e Saving a digital copy of a bank statement is
the easiest means of having a monthly
financial report.

e Every year at the time of the officer
installation an audit of the annual, monthly
finances must be completed and signed off
that the detachment finances are in order and
all transactions are correct.



Bank Statement

e Every bank statement has the check numbers
that have been written and they should
coincide with your check ledger.



Detachment Adjutant

e The detachment  The minutes of the
adjutant is the person meeting are kept as
that maintains the part of the Paymaster
detachment activity report and must be part
history. of the annual audit.

e A monthly report must ¢ The format should
be completed a week follow the Detachment
before the detachment meeting guidelines

with the detachment
prior meeting Minutes



June 114, 2016 Detachment Minutes
O pening ceremony: Attention to Colors fChaplkins opening prayer

Spedd Note: The June meeting wasa working meeting for the Department of Texas ate convention,
Mo of fid d meeting was condud ed on June 11, 2016

Roll @ll of officers:

Adjutant: Fresent

Attendees

15

Appliations for membership
Neone

Minutes of Previous meeting
Mone

Correspondence

Hone

Report of Paymaster

Neone

Report of any members sick or indistress
Report of Officers

Neone

Report of Standing Committees

Unfinished Business
Naone

New Business

Good of the League
Announcements

Closing Cereamaony:
Closing ceremony was on ducted and meetngended at 15:00

Sumimany
Commandant's minute

Detachment Minutes sample



Detachment 990N

e The detachment 990-N KIS
iS a n a n n u a I re p O rt t h at Ing dayments emnas [edits eductions EWS VENIS orms ups elp esources
h a S tO be S u b m itte d to P, igious Small Exempt Organizations — Form 990-N (e-Postcard)

To electronicz

Annual Electronic Filing Requirement for

Private Foundations
vebsite to IRS.gov i
ing their next Form 990-N. Tl

the IRS, ‘:C'therr-lon-lf’mr ‘
* The 990-N can be done T EEEREEEERE
electronically through e

ould continue efforts to file, even if late

h I RS b . ? i Prior to filing your form, please review the following information:
L) ta Cyele
the web site: B

annual

htt ps ://WWW' I rs. gOV/C h C rltl €s-non- ‘ > a fo file Fomil ;90 or Form 990?%1\:9{“&? by secoricaly sibmiting Fom 54
profits/annual-electronic-filing-requirement-for- o Exemptand  Exceptons to this reqirement include
small-exempt-organizations-form-990-n-e- incudd n a group et y

harities & Non-Profits grated nd conventions or ¢ ions of churches, and
postcard Home

Form 990-N filing due date
Form 990-N is due every year by the 15th day of the 5th manth after the close of your fax year. You
cannot file the e-Postcard until after your tax year ends.




990-N Filing Date

Form 990-N filing due date e Example: If your tax year ended
Form 990-N is due every year by o December 31, the e-

the 15th day of the 5th month Postcard is due May 15 of the
after the close of your tax year following year. If the due date

falls on a Saturday, Sunday, or
legal holiday, the due date is the
next business day.

You cannot file the e-
Postcard until after your tax year
ends.

Information Needed to File e-Postcard

Completing the e-Postcard requires the eight items listed below:

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

Tax year

Legal name and mailing address

Any other names the organization uses

Name and address of a principal officer

Web site 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)




Franchise Tax Report

e If your incorporated in * Annual Franchise Tax

the state, you will be Reports
required to submit an e The annual franchise
annual Franchise tax tax report is due May
report. 15. If May 15 falls on a

e https://comptroller.texa weekend or holiday, the
s.gov/taxes/franchise// due date will be the

next business day.



Franchise Tax Report

Penalties and Interest

A S50 penalty is assessed
on each report filed after
the due date.

If tax is paid 1-30 days
after the due date, a 5
percent penalty is
assessed.

If tax is paid over 30 days
after the due date, a 10
percent penalty is
assessed.

Ewebfile

eSystems Login

Forms
Publications
FAQs

|_ dW5s ?

» Rules

STAR

State Tax Automated
Research System




Officer Installation Report

Each year the Adjutant must prepare
the Officer Installation report.

The Report must be available when
the installation takes place

The Installing officer must sign the
report and it is submitted to the
department paymaster.

Marine Corps League

REPORT OF OFFICER INSTALLATION

[ vewcwevwwe [ oewowens | oowmenor

AL AILFUTANT PAYMASTER
ARTMENT ATRIUTANT

DATE OF ELECTIONS DATEPLACE OF INSTALLATION INSTALLING OFFICER & TITLE SIGMATURE OF INSTALLING OFFICER

YT e T
- = 7 |

E-MAIL OFFICIAL CORRESPONDENCE TO:

FaX OFFICIAL CORRESPONDENCE TO:{ ) MARK FOR THE ATTH;

“Mota: Tha ADDRESS nformabion calied for in Ih- nllowing seciion does nol necassariy minr o the Ofcars peesonal mailing addenss, but mifss fhe address af
which The Cilicos will rocerso ollices o :‘ﬂmrmru [rom Maalonal and Dopaiimont Hessdgquarions. 11 e DoperbmanbDobachemoen] has a singie addeoss, Lo, PO BO,
A wihich all efiicial comaspondance should ba send, lisi ihal addmss or all Gificers. e
Tt ollicos MLEST Bo instaliod lo b bslod om lonm.

JUNIOR PAST

COMMARDANT

ADJUTANT

PAYMASTER
———

Total renewal duss ara 5 . This amount is the total of Detachment, Dapartment and
National dues and will appear on the Direct Biling Motices.

L ——- . - [ - I c— |

PLEASE READ CAREFULLY
Detach and retain bottorm copy. Forward balance to Department Adjutant.
Diepartment retaan bottom copy and forward original to National HE
ardd remaining copy to Mational Division Vice Commandant
22004 Marine Comns Lesave. Ino. For Ofhcial Marine Coms Lesoue use anhe All other use is omohibibed.




Death Notice

Anytime there is a death of
a member in the
detachment, a death
notice must be submitted
to National through the
department paymaster,

The report is very simple.

You will also have to adjust
your PLM report if he/she
was a life member

— NOTICE OF DEATH — (i@,—,- :

2o

MARINE CORPS LEAGUE s

of the
(Leapuers Mame)

Detachment, Marine Corps League did answer his/her final Earthly Roll Call on

. The deceased is survived by
(hate) (Relation’s Nawe)

who resides at;
(Relmiionship)
Street
Gy Zip
Membership No. Detachment No.

Commenls:

Submitted By:

Drate:

Title:

Street:

Cily: Stale Zip

(1) A sympathy card will be sent il this notice is received within sixty (60) days
from the date of death, unless otherwise requested.

(2) A replacement form will be sent o the individual submitting this form.

Detach and retain bottom copy. Forward halance to Department Chaplain.
Department Chaplain retain bottom copy and forward balance 1o National
Headquarters. National Headquarters will forward form o National Chaplain.




Membership Transmittal
form

The Renewal and new member
report is a very simple report to
fill out.

A check to National and a check
to State must be submitted with
the report.

A PDF file of the membership
dues Transmittal form is on the
department web site.

4 Copies must be made of the
transmittal.

3 to State and National.
1 to keep and file

This form is also used to make a
change of address of a member

MARINE CORPS LEAGUE
MEMBERSHIPI NUES TRAMSMITTAL & CHANGE NOTIFICATION FORM
FROM. AdpilamiPaymestor ol Dilmsc vl

TO: Haiional & er, D BDX 3070 MERRIFIELD VA 22116 .
VilA: Dale
. PALEUGE TVRE (5 FREN WEATLY h) Traraminal ¢
b eyl s e oy s b b nqllm 1 Bl ol 3, 1T B el s | s s s it e - — -
e [SbEr? now Soquanca an
: hﬁﬁhﬁi“‘ﬂﬁmmﬁmm iy 1 each fGizcal yoar)
(LR mllﬂlﬂm’ e e R P T LR IR -
. EIRAE JITHIHHWTMHH:-I Jmse s o el el ] el e sl

e e b
- ket o] ke Sl g - e b o | e
Tyt el

- e W g el ] Db b N

Fionowal Arsncela 400 00
Mew Ao & 2500
Fisnawal Dual & 210.00
Mow [he @ 245 00

Lifis Mesmbar by aiga-
35 and usdar @ 500
36 o L0 & 800
54 o EA & 500
&5 and owar @ 3

o e O s

Sl g et i Wi LY o) vy




Annual PLM Report

e The department annual
PLM report is a report
that will bring back funds
from national on all the
detachment life
members.

e |tis aroster of all the life
members that has to be
verified by the paymaster
and the detachment
commandant




Activity Report

Marine Corps League

e The activity report that is _
submitted by the Sr. Vice d petacment At oo
Commandant. A monthly
submission that has to be
submitted and a copy
maintained by the Adjutant

e The activity report consists
of 3 Pages,

e The report can be
downloaded from the
department web page



All Forms are located on
the web page
DEPARTMENT DOCUMENTS
Web page location:

Installation . Application for Transmittal

Americanism Americanism Americanism
& Judging &

Charter 3
Cover Sheet Instructions

Application

Criteria

Department Department Jr Vice
- ACtIVIty Avard - ACtIVIty Report & Trensterform

National League Scholarshi

4 MCL &, Uniform for 3 yarship

. . Application
Uniforms Dummies

Future - PLM ; i
4 Marine of the Membership 4X6 Renewal




Semper Fl



Marines_Hymn

United States Marine Band

Ceremonial Music, track 11

Other

59.061775

berStandard - UberNet.org
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