
OFFICE MANAGER’S REPORT for November 17, 2019 Board Meeting 
 

STARTER PACKS SENT OUT: 0  

NEW GROUP REGISTRATIONS: 0 

Groups Closed: 1 -Virtual Thursday Evening Women's Group meeting 

 

STATUS:  

1. Vacation: N/A 

 

NEW ITEMS: 

 

1. Tutorial on QuickBooks 

Dan, the GSA accountant, kindly provided a tutorial on the QuickBooks online program. It is a first step in my understanding and learning how 

to generate reports for board meetings.  

 

2. Accounting and Financial Reports 

I informed Dan of the Board’s request for more detailed financial statements including actuals vs budget, forecasts and comparisons to the 

previous year.  

 Dan stated that, until we have 2 full years in QB, he is not able to provide comparisons. Hopefully in next fiscal year, he will have the 

data required to complete this. 

 He was not provided a budget by the previous Treasurer and as such was not able to input that data. This has been corrected based on a 

budget not yet approved by the Board. 

 Dan states that he is not able to provide projections or forecasts and that these would have to be completed manually by myself which 

would require more time.  

 Given the small scale of the GSA’s operation, Dan suggests that we categorize sales into 5 areas – books, pamphlets, CD’s, medallions 

and tokens – instead of tracking sales of each inventory item as that would be extremely time consuming, expensive and would not 

provide value added information. 

 

3. Financial Duties 

If I am to take on financial tasks which is outside my current contract agreement, I will require more hours. I anticipate an additional 2 hours 

per week may suffice; however, this will need to be confirmed after a few months of completing these tasks. The financial component 

includes, but is not limited to, the following: 

 

i. preparing financial documents and files 

ii. downloading, scanning and emailing all monthly expense and revenue receipts/invoices to the accountant 

iii. answering questions, clarifying information and providing more specifics as requested 



iv. generating monthly, quarterly, comparative, etc. reports on QB for board meetings 

v. generating regular (routine) PayPal reports in Excel and in PDF and emailing them to the accountant 

vi. generating or liaising for special (retreat) PayPal reports in Excel and PDF and emailing them to the accountant 

vii. requesting, downloading and emailing bank statements to the accountant 

viii. meeting with the accountant as needed 

ix. providing available funds calculations 

x. calculating projections/forecasts based on previous year/month financials 

 

 

OLD ITEMS: 

 

1. Office Hours  

I would like to request an additional five hours per week. I have struggled with hours since I began in this position. It is difficult to complete 

the regular OM tasks, let alone the unexpected tasks that arise every week.  

 

 

 

Written in service by, 

Shahin S. 

Office Manager 

 


