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Introduction: The purpose of this document is to guide treasurer/joint treasurer and finance team
members to conduct JCNJ operations in the best/efficient possible manner. The topics covered
are culmination of past several years of real life challenges and experiences. The intended
outcome is proper documentation, trarisparency and streamlined processes.

Topics:

1. Additional / Excessive Amount of Donation
Cash Donations (Maximum & Minimum)
End of Year Donations and Receipts
Loan Money to JCNJ
Precious Metal Inventory
Expense Reimbursement

Outbound checks
General donation, Modes of payment for Donation and tracking
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a. Modes of Payment

i. Check

i. Zelle

ii. Cash

iv.  Credit Cards
v.  Stock Transfer
vi.  E-Check
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1. Additional / Excessive Amount of Donation

JCNJ patrons are encouraged to submit payments against their pledges only.
By October month end of each year, Treasurer/Jt. Treasurer should review all
members' accounts.

In an event that any member/patron has an additional amount over the pledged
items on their account, then the Finance team should contact each individual
member via Email & Phone call, detailing the excessive amount.

¢ Finance team should offer the individual with the following options.

o Take Laabh/Pledge - If a member/patron would like to take any
laabh/pledge for the remaining amount by the end of year, then do so.

o Get Refund - If a member/patron may not have any plans to pledge
anything and would like to receive the remaining amount back, s/he has to

notify the finance team by email before December 5th of that same year.

So that treasurer can immediately issue a check which has to be encashed
before the end of year.

o Attribute to Sadharan - If for any reason, the end of year approaches and no
action is taken by the member, then the remaining amount will be attributed
to the “Sadharan” khata on JCNJ books for that member’s account to close

the year. End of year receipt for the member should reflect such details.

Rational

Please note that JCNJ is neither a banking institution nor in lending business.
Though there may be a very few cases right now where JCNJ books have patron’s
money as advance payment, it can become a trend. In that case, JCNJ will
potentially carry a substantial amount of financial liability and additional burden for
the Governing body. Don't forget the annual audit and keeping that amount on the
books.
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2. Cash Donations ( Maximum & Minimum )

e Though there may not be an IRS / NJ state mandated limit of how much cash a
patron/member can donate to JCNJ, it is recommended to keep the amount to
$9999 per member per calendar year. This is to avoid any audit/red flag from any
governmental agencies.

JCNJ finance team encourages members to donate by check or any other
trackable means to avoid any mistrust issues. It also helps to expedite record
keeping, or avert additional responsibilities such as reducing time to count cash,
keeping money secure until it gets deposited in the bank, fees in case of depositing
coins etc.

It is customary to acknowledge any cash donation by issuing a receipt.

In the case of a large amount of cash, the JCNJ finance team may have to issue on
the spot one or more receipts (equivalent to the sum of donation) to acknowledge
the cash donation. The member has to provide necessary details of pledge, laabh
or purpose of such donation.

The finance team WILL NOT accept the large sum of cash money without issuing
receipt.

In the case of smaller cash donations ($50/- or less), the finance team may ask

patrons if they would like to get a receipt, if not patrons are encouraged to put the
cash into Bhandar/collection boxes.
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