Financial Coordinator

The financial coordinator balances the books.  He/she keeps track of how much we spend on the stuff we buy and how much we bring in on the stuff we sell.  He/she also applies to the school for money from the student activities budget.

Position Description

-Maintain a record of what the Co-op spends and what it makes.


-Enter information in a spreadsheet that is broken up into categories

-Deposit Co-op revenues and keep track of our ASLC accounts

-Reimburse Coordinators and outside vendors for spending

-keep other coordinators and co-op members informed about the finances of the Co-op

How to

1. How to maintain financial records


Every other day go to the Co-op and count what money has been made over the past two days. Put this money in the safe and enter the information into an organized Excel spreadsheet.  The main purpose of the spreadsheet is to keep track of the Co-op financial balance and make sure we are not spending beyond our budget.  In addition, it is important for the spreadsheet to be easily accessible and readable for other co-op members.

2. Deposit Co-op revenues


Once a week, the financial coordinator should take all the money out of the safe and deposit it into the Co-op bank account at the Cashier’s office in Templeton.  

3. Reimburse Coordinators and outside vendors


All receipts for spending should be put in the “Reimbursement Request” folder under the cash register.  Every few days, or at least once a week, take these receipts and 1) record in the spreadsheet these spendings, and 2) file a reimbursement request with ASLC.  This is done by getting a check request form from outside the ASLC office and filing it out appropriately.  If it is a reimbursement for a Coffee shop expenditure (such as coffee from Café Mam), then the money should be taken out of the coffee shop account (look on webdisk).  If it is spending for any other part of the co-op, then take it out of the “Co-op Lounge” account (webdisk).  Remember to attach the original and a copy of the receipt if the check is being sent to an outside vendor (such as Café Mam).

4. Keeping other coordinators and member informed


In keeping with the spirit and mission of the Co-op, the financial information should be available to everyone involved with the Co-op.  It is good to send out a few emails throughout the semester, updating member/workers/coordinators on the financial situation of the Co-op.  

Coordinator Position Description: Financial

WEEKLY:

1) Balance the books: keep track of all of the money that flows in and out of the co-op.


a) the coop has two (2) accounts: the coffee shop account and the CBC/CBB 
account



i) the coffee shop account (0004400-xxxx) is STRICTLY for funding the 



operation of the co-op coffee shop. 




- use funds for buying supplies of all kinds to operate the coffee 



shop




- money deposited in the Coffee shop account from the coffee 



shops activity (selling whatever the co-op decides to sell)



ii) the CBC/CBB account (0004401-xxxx) is for all of the other 




operations of the co-op




- funds coordinator positions, projects, activities, misc, etc.




-no money is put into the CBC/CBB account accept by the school 



admin.


b) the co-op purchases supplies and other “stuff” (pay for activites, etc.) in two 
ways:



i) directly from the coffee shop account 




-requires filling out a “check request” including: the purpose of 



the purchase, the vendor (and their address) and how much $ is 



owed



ii) through students “fronting” the money and then being paid back (i.e. 


the student buys the item and then is reimbursed)




-requires filling out a check request including: the students name, 



the students i.d. number, the purpose, the amount of money, etc.


c) once the check requests for a purchase are filled out:



i) make one copy of the original reciet and keep it for the co-ops record in 


a binder,



ii) deliver the check request to the (President/ Vice President for Budget 


and Finance: part of ASLC)



iii)UPDADTE THE CO-OPS RECORDS 




-we have been using Microsoft Excel to keep our records





*keep track of:

1) the data the transaction happens on, 

2) what account the transaction happens in, 

3) whether money is coming in our out, 

4) what is being purchased/paid for, 

5) who is being paid for “it”. 

6)(there are old spreadsheets to give an example)

2) Pay vendors / reimburse students (i.e. DO CHECK REQUEST PROCESS)


a) vendors and student reimbursements come from either one of the co-op 

accounts depending on the item purchased and its purpose 


b) a check request is required to transfer and money out of either of the co-op’s 
accounts



i) pick up check requests at the ASLC office in Templeton 



ii) drop off completed check requests at the ASLC office in Templeton 


with the pres./vice pres. of budget and finance.


c) do check requests / reimbursements at least once a week



i) pick up check requests from students and from the inventory co-



coordinator in the co-op in the filing drawer labeled “reimbursement 


requests” (by the cash register)

3) transfer money from the lock box to the safe


a) workers deposit the co-ops earnings for each day in the lock-box (in envelops)



i) go to the co-op a few times a week to move money from the lock box 


into the safe ( you will be given the key to the lock box and the safe 


combo.)

4) deposit money from the safe in the co-ops coffee shop account


a) money will accumulate in the safe as the co-op earns back money from what it
sells



i) depending on the rate of inventory turnover money will accumulate 


more or less quickly




 - deposit funds from the co-op safe at least once a month


b) count the $ in the safe and then go to the Cashier and Credit Office in lower 
templton



i) give them the co-op coffee shop account # and tell them that the $ is for 


the “LC community co-op”

5) do baker payouts


a) meet with the baking co-coordinator to pay bakers what they are owed



i) keep track of the total amount (in the excel  spreadsheet): no need to do 

per baker tally – just keep the total



ii) you can pay bakers directly from the safe in cash and the baking co-


coordinator will put the $ in an envelope and deliver it to their mailbox

6) communicate with other coordinators and members about purchasing decisions, questions about co-op financial decision, etc.

7) Occasionally cross check with ASLC to make sure the records you keep are “in sync” with their’s

SEMESTER:

1) Organize/initiate budget request and allocation process


a) at the begining of every semester each co-op coordinator must submit a budget 
request to you (their dream budget)



i) compile these budgets and report to the members and coordinators via 


email and at the coordinator meeting 



ii) work with all of the coordinators to decide on an actual/final budget for 


the semester that tells each coordinator how much money that have to 


spend for that semester
2) Apply to ASLC for student group funding


a) once per semester every student group/club has to apply for funding for the 
next semester 



i) follow the procedure outlined by ASLC to apply for funding  – THINK 


BIG!

