
Winchester Chapter of the Izaak Walton League

Operating Procedures as of 9/10/2017



  WIWL – GENERATE RENEWAL
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Adjust Dues 
Structure if needed

Modify 
Membership 

Renewal Form and 
item list in QB

Set up batches by 
member type and 

discount

Receive Renewal 
package from 

National

Run batches to 
generate WIWL 

Membership 
Renewal Forms

Receive National 
Renewal Forms

Receive WIWL 
Membership 

Renewal Forms

Match WIWL and 
National Renewal 

Forms

Stuff Envelopes, 
separate out-of-
area, and Mail

Collate Volunteer 
forms and 

generate list for 
discount

Provide Volunteer 
Forms

Print USPS permit 
on National 
envelopes



  WIWL – MEMBERSHIP RENEWAL
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Receive Renewal 
request from 

WIWL

Turn in Gate Card, 
if any, to 

Membership

Drop off 
Renewal at 
Field House

Seal Renewal and 
check in envelope 

and place in 
Treasury Drop Box

Yes Yes

Mail renewal with 
payment check to 
WIWL P.O. Box

No

Retrieve Renewals
From Treasury 

Drop Box

Renewal 
validated?

Correction 
satisfactory?

Contact Member 
for assistance

Prepare deposit 
batch in QB

Print deposit slip
Deposit in Bank

Record payment in 
QB

Dues income
Dues payable

Open envelope
Verify Renewal 
and payment

Correct Renewal 
and/or payment

Seal in envelope, 
place in Treasury 

Drop Box

Enter Check 
payment in QB
Print check to 

National

Renew?

No

Receive Renewals 
form P.O. Box

Yes

No

Yes

No

Prepare & print 
Renewal List and 

Tally Sheet 
Calculator

Mail check, 
Renewal List  and 

Tally Sheet to 
National

Receive copy of 
Renewal List as 

pending receipt of 
ID cards

Receive ID cards 
from National
Check off on 
Renewal List.

Add gate key,
give/send ID cards 

to Member, 

Receive ID Card
Enjoy Park

This subject to change



  WIWL – NEW MEMBER
B
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M
e

m
b

er Complete 
Membership 
Application

Obtain sponsor 
signature on 
Application

Receive 
Application

Review Application

Mail to PO Box or 
place in Field 

House Drop Box

Application 
Complete?

Vet applicant
Meets 

requirements?
Yes

Correct Application

No

Review Application 
& recommendation

Yes

Approve 
application?

Advise Applicant, 
schedule 

Orientation

Attend Orientation
Provide Dues 

check

Provide 
Orientation

Receive dues
Place approved 
application and 

dues in Treasury 
Drop Box

Mail check, Tally 
Sheet and Dues 

Calculator to 
National

Prepare & print 
Tally Sheet & 

Dues Calculator

Enter Check 
payment in QB
Print check to 

Nation

Record receipt of 
payment in QB
Dues income
Dues payable

Prepare deposit 
batch in QB

Print deposit slip
Deposit in Bank

Record new 
member data in 
QB membership 

records
Generate Invoice

Advise Applicant 
of disapproval

No

No

Receive ID Card 
from National, 

Record ID # in QB,
Send ID to new 

member

Receive ID Card
Enjoy Park

Applicant receives 
apology for 
disapproval

Yes



  WIWL – EVENT CHECK AND CASH RECEIPTS
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Member collects 
Cash & checks 

from event

Place cash/checks 
in envelope with 

Source, Purpose, 
Amount and Date

Seal envelope and 
deposited in 

Treasury Drop Box

Retrieve envelope, 
Verify Cash/check 

count

Record in QB,
Accumulated Cash 

in next bank 
deposit

Treasury Drop Box

Secure cash 
pending deposit

Record in QB and 
print deposit slip

Remove Cash 
from Safe and 

bundle with other 
items on deposit 

slip

Deposit in Bank 
Account

File Member 
Envelope and 

Deposit Receipt

Cash Count 
Correct?

Yes

Resolve Difference 
with Member

No



  WIWL – ISSUANCE OF PURCHASE ORDERS
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Identify Purchase 
Needs

Request Purchase 
Order

Review for Budget 
Provision

Within 
Existing 
Budget?

Request Bids from 
Three Sources

Exceeds Sole 
Source Limit?

Yes Yes

Request Board 
Approval for 

Budget Excess

No

Board 
Approves?

Yes

Identify Vendor in 
collaboration with 

Committee

Review Bids for 
compliance with 

Needs

Collaborative 
Review

Acceptable 
Vendor 

selected?

No

Issue Purchase 
Order in QB
Issue down 

payment check if 
required

Yes

Give/send 
Purchase Order to 

Vendor

Goods or 
Services 
Conform?

Issue Check 
through QB

Yes

Sign Check and 
Mail to Vendor

Work with Vendor 
and/or Treasurer 
and/or Board to 

Resolve

No

File Transaction 
Documents

Board declines 
purchase and 
refers back to 

Committee 

No

No

Receive Goods or 
Services

Verify acceptable

Receive bids
Review Bids

Select winning bid



  WIWL – EXPENSE REIMBURSEMENT
B
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rd
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ry
M

e
m

b
er Purchase Goods 

or Services on 
behalf of WIWL

Complete Expense 
Report Form and 
attach receipts

Review Expense 
Report and 
Supporting 
Documents

Expenses 
Appropriate and 

Supported?

Review expense

Enter Approved 
reimbursement 

into QB 
Yes

Print 
Reimbursement 

Check

Resolve with 
Member

Send Check to 
Member

File Transaction 
Documentation

Yes

Receive 
Reimbursement 

Check and 
Deposit/Cash

No

Seal in envelope 
and place in 

Treasury Drop Box

Retrieve envelope 
from Drop Box

Approve 
reimbursement

?

No

Yes

Resolve with 
Board

No

Approve 
reimbursement

?

Reject 
reimbursement 

request



  WIWL – VENDOR PAYMENTS
T

re
a

su
ry

C
o

m
m

itt
e

e
V

en
d

or

Sends Periodic 
Statement/Invoice

Receive Invoice in 
P.O. Box or 

Treasury Drop Box

Invoice 
conforms?

Record in QB
Generate Check

Issue 
resolved?

Mail to Vendor

Receive Check
Deposit Check

Update Account

Yes

Resolve with 
Vendor

No

Yes

Resolve 
discrepancy

No



 WIWL – VENDOR PAYMENTS - Alternate
P
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V
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Yes

No

Payment 
Approved?

Print Check
Mail to Vendor

Receive Check
Deposit Check

Update Account

Resolve with 
Vendor

Receive Invoice in 
Accounting Drop 
Box or P.O. Box

Invoice 
Conforms?

Record Payment 
in QB

Sends Statement/
Invoice

Yes

No

Cancel entry in QB
Advise Vendor of 

Rejection

Vendor files small 
claims case

Routine 
Service?

Purchase 
Order?

No

Goods/Service 
Received?

No

Yes

Record Invoice in 
QB

Yes Yes

Vendor Corrects

Problem 
Resolved?

Review Purchase

No

Yes

No



  WIWL – BUDGETING PROCESS
T
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B
oa

rd Approves Finance 
Committee 

Membership

Review prior year 
expenses, consult 

with Operating 
Committees

Prepare Budget 
and present to the 
Board for approval

Review Budget 
Proposal

Approve 
Budget?

No

Present Budget to 
Membership

Record Budget in 
QuickBooks

Yes

Yes

Periodically 
prepare Actual vs. 
Budget Reports

Distribute Reports 
to Membership

Review Actual vs. 
Budget

Collaborate



  WIWL – BOARD DECISION MAKING PROCESS
B
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e
M

e
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b
er Raise an issue 

requiring a 
Decision

Identify issue
Request Decision

Board member 
identify issue

Request Decision

Members review/ 
discuss issue 

informally

Decision 
warranted?

Discuss informally 
Draft and edit

Resolution

Consensus 
reached?

Yes

Finalize Resolution 
Move, second, and 

vote

Yes

No

Resolution 
approved?

Resolution failed

No

Add Resolution to 
agenda for next 
Board Meeting

Yes

Report Resolution 
and record in the 

Minutes

Advise rejection to 
source

No

or

or

Source advised.

Implement 
Resolution as 

needed

or

or

Assign and 
implement 

Resolution as 
needed

or

Post Resolution on 
web site



  WIWL – DISCIPLINE PROCESS
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M
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dangerous, 
disruptive or 

prohibited activity

Offender 
cooperative?

Problem corrected, 
no further action

Corrects his/her 
actions

Yes

Member writes up 
incident report, 

notes witnesses/
proof, notifies 

Committee

No

Receive incident 
report, review for 
severity/impact

Incident was 
dangerous?

Provide 
explanation/justify 

actions

Verify witnesses/
proof

Request offender 
to meet to explain 

incident

Yes

Repeat 
offence?

No

Yes

Issue letter to 
offender explaining 

the rule broken 
and the reason for 

its existence

No

Explanation 
satisfactory?

Yes

Review incident 
report, supporting 
documentation, 

Committee 
findings

No

Decide on 
probable 

disciplinary action 
required, if any

Request offender 
to attend 

disciplinary 
meeting

Meet with Board 
and provide 

defense against 
disciplinary action

Mitigating 
circumstances? 

Dismiss or 
impose lesser 

disciplinary 
action

Impose full 
disciplinary 

action

Yes

No



  WIWL – ELECTION PROCESS
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Define election 
procedures within 

By-Laws 
framework

Review proposed 
election 

procedures

Consistent with 
By-Laws?

No

Approve and 
publish election 
procedures at 

least 60 days prior 
to election

Yes

Receive and 
review election 

procedures

Willing to run 
for office?

Prepare 
application and CV

Yes

Receive and 
publish 

applications

Review candidates

Identify successful 
candidates

Complete and 
submit ballot

Seat new Board 
and select Officers

No

Submit application 
at least 30 days 
prior to election 

Publish new Board 
and Officers

Distribute ballots


