
Detachment Officer Orientation 

Understanding the Duties 
of the  

Detachment 
Adjutant/Paymaster 



Detachment 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. 



Financial Reports 

Monthly reports 
• The monthly reports are to 

be submitted to the 
detachment commandant in 
a digital format or a hard 
copy 

• The report is completed 
each month a week prior to 
the detachment meeting. 

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

Copy of bank Statement 
• An easy way to track all 

finances is through the 
monthly bank statements. 
 



Bank Statements 

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

• 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 

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



Detachment Adjutant 

• The detachment 
adjutant is the person 
that maintains the 
detachment activity 
history. 

• A monthly report must 
be completed a week 
before the detachment 
with the detachment 
prior meeting Minutes 

• The minutes of the 
meeting are kept as 
part of the Paymaster 
report and must be part 
of the annual audit. 

• The format should 
follow the Detachment 
meeting guidelines 



Detachment Minutes sample 



Detachment 990N 

• The detachment 990-N 
is an annual report that 
has to be submitted to 
the IRS.  

• The 990-N can be done 
electronically through 
the IRS web site: 
https://www.irs.gov/charities-non-
profits/annual-electronic-filing-requirement-for-
small-exempt-organizations-form-990-n-e-
postcard 



990-N Filing Date 
• Form 990-N filing due date 
• Form 990-N is due every year by 

the 15th day of the 5th month 
after the close of your tax year  

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

 

• Example: If your tax year ended 
on December 31, the e-
Postcard is due May 15 of the 
following year. If the due date 
falls on a Saturday, Sunday, or 
legal holiday, the due date is the 
next business day.  

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 

• If your incorporated in 
the state , you will be 
required to submit an 
annual Franchise tax 
report. 

• https://comptroller.texa
s.gov/taxes/franchise// 

• Annual Franchise Tax 
Reports 

• The annual franchise 
tax report is due May 
15. If May 15 falls on a 
weekend or holiday, the 
due date will be the 
next business day. 
 



Franchise Tax Report 
• Penalties and Interest 
• A $50 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. 
 



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. 



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 



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 



Annual PLM Report 
• The department annual 

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

• It is a roster of all the life 
members that has to be 
verified by the paymaster 
and the detachment 
commandant 



Activity Report 

• The activity report  that is 
submitted by the Sr. Vice 
Commandant.  A monthly 
submission that has to be 
submitted and a copy 
maintained by the Adjutant 

• The activity report consists 
of 3 Pages, 

• The report can be 
downloaded from the 
department web page 



All Forms are located on 
the web page 

Web page location: 
http://texasmcl.org/forms-documents 
 
 
 



“Thank you for all you do” 

Semper FI 


Marines_Hymn

United States Marine Band

Ceremonial Music, track 11

Other

59.061775

berStandard - UberNet.org




	Detachment Officer Orientation
	Detachment Paymaster
	Financial Reports
	Bank Statements
	Bank Statement
	Detachment Adjutant
	Detachment Minutes sample
	Detachment 990N
	990-N Filing Date
	Franchise Tax Report
	Franchise Tax Report
	Officer Installation Report
	Death Notice
	Membership Transmittal form
	Annual PLM Report
	Activity Report
	All Forms are located on the web page
	“Thank you for all you do”

