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Best Practices



Title

Custody of all documents

Minutes

Seal of the Local

Correspondence

Membership Roster

Maintain Records and File Reports

Duties of the Secretary



Title

Local Minutes Book/File

Notebook/Computer to take rough minutes

Manual of Common Procedures

Local Union Constitution and Bylaws (CBL) and Policies/Procedures

Current Collective Bargaining Agreement (CBA)

Committee Reports Files

IAFF CBL

Atwoods or Roberts Rules of Order

Items to have on hand for Minutes and Meetings



Title Meeting Planning



Title

See IAFF Roster Example

Roster Management 



Title IAFF.ORG GST Resource page



Title

• Plan and gather budget-related data

• Estimate revenue, expenses, and cash flow 

• Create a draft budget

• Review and refine the draft

• Get final approval

 Apply a 5-step process for creating a budget



Title

Does your local currently have a budgeting process? 

If so, in what ways has the budget process been beneficial for your local? If not, 
how could a budget potentially benefit your local? 

Budgeting



Title

Fiscal Year - The twelve-month period for which financial results are 
prepared and reported. If the organization chooses, it may be different from 
the calendar year. The IAFF fiscal year is October 1 - September 30. 

Budget



Title

• Develop or review plans for the coming budget period and determine what resources you will 
need to carry out your goals and objectives.

• Gather and examine past budgets (if they exist).

• Gather and examine information about how money was actually spent in the previous year(s).

• Obtain information from vendors (i.e. price lists, estimates, etc.) and whether or not their fees are 
likely to change.

• Obtain information about expected income and whether it is likely to increase, decrease, or stay 
the same.

Before creating your budget, you should:



Title

What is Cash Flow and why is that a consideration for your Fiscal year?

What is the Locals Budget Approval Process and where is it outlined?

Budget









Title
Checks should have 2 signatures

PAC Fund(s) in separate accounts

At no time should there be Co-Mingling of Funds

Monies received should be received by check or other electronic means (not cash)

Petty cash should not exceed $100

Have a list of Local assets

Keep invoices of all purchases

Make periodic inspections to ensure the Local can still account for all equipment

Tag all Union owned property

Safeguarding Local Union Assets



Title

Formal Credit Card Policy

Substantiation of purchases

Regular statement reviews

Set reasonable credit limits

Disallow Cash Advances

Prohibit use for personal charges

Review expense/usage trends and compare to budgeted amounts

DISCUSSION

Credit Cards



Title Bonding





Title

Reports/Filing for any 501c3

ANY QUESTIONS

Reports and other Filings
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