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Foreword

Part of the new series of Guides for our BMWED
Lodge officers, Handling Lodge Finances & Reports
will  give our Lodge Secretary-Treasurers,
Presidents, Audit Committees, and all our members
a task-focused resource they can use to understand
and fulfill their responsibilities in this critical work.

The content of this Guide condenses material previously found in the BMWED
Secretary-Treasurer’'s Manual, offering our members a more accessible tool
they can put to use in figuring out how to handle Lodge financial
transactions, necessary reports, and potential audits.

When in doubt, our Lodge officers should know they have a team of experts
within our union on their side, dedicated to supporting them and ensuring our
Lodge officers are set up for success in what we do, together.

Any inquiries regarding the roles and tasks laid out in this Guide should be
directed to our BMWED Secretary-Treasurer’'s Department or our BMWED
Field Auditors. Their contact information can be found at

https://www.bmwe.org/directory.
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Getting Started

This Guide does not replace the governing documents which guide our union.
While using this Guide, understand it supplements our BMWED Bylaws, your
System Division’s or Federation’s bylaws, our IBT Constitution, and our
BMWE/IBT Merger Agreement. The intent of this Guide is to offer you a useful
tool that makes the information in our governing documents more accessible
for day-to-day work at the Lodge level.

This Guide works with others as a “toolbox” our Lodge officers can use. We
learn by doing, and by focusing on tasks, not titles. At the Lodge level, our
officers may lend each other a hand or hold more than one job within their
Lodge. Whether you are holding a Lodge election, managing a Quarterly
Audit Report, or building a meeting Agenda, we will have a Guide for that.

Remember! You are not alone in doing union work! Never hesitate to reach
out to your sisters or brothers for assistance in finding out how you can act
to build on the work that sustains our collective strength. We work together,
we learn together, we stand together.

As we all learn by doing, it is essential
that you take charge of your role and
responsibilities. Find ways you can act
in line with our overall mission and
values. Where you need pointers or to
understand our legal obligations, reach
out to your elected leaders. As a Lodge
officer, it's up to you to DO work that
makes a positive impact on your Lodge
and for your fellow members. It is
important to know that your action
matters! You are the leading edge of
our strength as a union.

Know your agreement. Know our &
Bylaws and understand what we are FEBD'UNP WITH 0
here to accomplish together. Then, SF

. . . T
refer to this Guide as you find ways to | WANTED: A Fa"c N
ACT within your Lodge. e _
BURNOR System Federation Vice Chairman
Josh Merrier at an action in KC, May 2022
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Gathering Your Tools

Register for Member As a Lodge officer, you will do a

more effective job, and your job
Access to our BMWED will be easier, if you have all the

Websitel! tools for the work at hand.
bmwe.org/account.aspx

While our union has its roots in

* Find information the 19th century, we work and act
e Order Material in the 215t century! We now use
) online platforms and technology
*  Submit Reports to be more agile and reduce
e Review Records unnecessary costs to our
members.

® f B& © NsTorRE

BMWED-IBT
i

About Us News / Media Member Benefits Department System / Federations

Image capture of https://www.bmwe.org from November 17, 2024

All BMWED members have access to special online tools and resources, if
they register. Lodge Presidents, Vice Presidents, and Secretary-Treasurers
can also access unique and important tools for reviewing or submitting
reports, ordering supplies, notifying their Lodges about meetings, and more.

Creating a Member account at bmwe.org requires a personal e-mail address

(not a railroad-provided account). You can create a free e-mail address for
yourself with Gmail, Yahoo, Outlook (Hotmail) or other services.
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Gathering Your Tools

#3 BMWED-IBT

Members Welcome BMWED MEMBER

App @ Change My Password
2 My Membership Info

Home

g My Contact Info
Lodges/Members

& My Payment History

Logout & My Lodge Officers
g My System Officers
g My Web Messages

With your Member access account set up, you can access the part of our
bmwe.org website shown above.

Here you can review personal information, update your own contact data
with our union (your phone number, mailing address, or email) and find
information about your own Lodge officers, your System Division or
Federation officers, and other information.

Our Lodges should encourage all our members to sign up for this access. It's
quick, easy, and helps our members stay informed.

As a Lodge President, VP, or Secretary-Treasurer, more tools are available
to you by clicking the Lodges/Members link in the left-hand column.

Lodges/Members « Tools for Lodge Officers!
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Gathering Your Tools

Tools available to our
Lodge officers on
bmwe.org!

Find our NE

Quarterly Audit
Report here!

g Form Downloads

g Member Search

® Lodge Officers

@ Order Labels/Cards
& Order Supplies

g Picket Locations

& Print Labels/Cards
= Quicken

g Submit Election Results

& Training

Find digital, printable copies of
common like the ES-1
(Statement of Expenses and
Salary) and F-32 (Quarterly
Audit Report).

If your Lodge uses
Deluxe (not required) you can

download your Lodges .qdf file
for keep track of lodge
finances.

Find additional

resources on OLMS reports,
officer manuals, using Quicken
for Lodge finances, and the
BMWED voting system (an
electronic system for use at
Conventions).

Other tools available here are
covered in separate Guides. To
learn more about ordering or
printing meeting cards,
updating Lodge Picket
locations, submitting election
results, or other tasks you can
perform from this site, refer to
the appropriate Guide!

For additional guidance on using these tools, reach out
to your BMWED Field Auditors or look for an Ed. Dept.

training event!

Handling Lodge Finances & Reports



Gathering Your Tools

While online tools will
help you perform your

o : B
work, it's important to : YLAwg
remember that they do BMWED trtion o
not replace our : s i

You should always have
these accessible for your

governing documents. | BYLAWS & =i,

Lodge’s business!

For conducting any Lodge You may also want to
business, you should always refer to:
have access to:

« Our BMWED Bylaws * Functions and
e Our BMWED Ritual Structure of the
*  Your System Division or BMWED
Federation Bylaws * BMWED Lodge
« Your Lodge’s Rules Elections Guide
* Your Lodge’s Meeting Minutes * BMWED Secretary-
Your Lodge’s Committee Reports Treasurer
*  Financial Records and Reports Instructional Video
« Bank Statements Collection
« BMWED Ritual and
Parliamentary

Motions Guide

«  BMWE/IBT Merger
Agreement

* IBT Constitution

« BMWED ACTS! Guide

Find these at bmwe.org/library!
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So, What’s My Job Here?

Article XVIIl of our BMWED Bylaws establishes how our Local Lodges are
governed. As a BMWED Local Lodge officer, you should take time to read and
understand the provisions within our Bylaws and in Article XVIII.

The Lodge Secretary-Treasurer is the responsible officer for many of the
tasks laid out in this Guide. A full description of the Secretary-Treasurer’'s
responsibilities is provided in Article XVIII of our Bylaws. These
responsibilities include:

* Maintaining the Lodge’s accounts. The
Secretary-Treasurer keeps track of payments,
deposits, investments, interest earned, and
keeps their Lodge informed on their accounts at
least every quarter.

* Receiving all official letters, requests, or
notifications to the Lodge. This includes bank
statements, bills, or checks.

* Sending out all official letters, remittances,
reports, or other financial correspondence from
the Lodge.

* Keeping accurate records of Lodge finances.
This includes complying with all laws regarding
how long such records must be kept.

*  Filing necessary reports from the Lodge, like the
Quarterly Audit Reports.

*  Properly transferring all records, accounts,
property, and other Lodge files to successors.

The Secretary-Treasurer may be supported by the Recording Secretary for
Lodge records and minutes, if the Lodge didn't combine those offices. The
Auditing Committee reviews and approves Quarterly Audit Reports and
examines financial records with the Secretary-Treasurer, and the Lodge
President oversees the Lodge’s legal obligations and ensures all this work is
done in the event the Secretary-Treasurer is unable or needs assistance.
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Who Else Can Help?

Your BMWED Secretary-Treasurer’s Department has

subject matter experts that can help you understand ,

the work you need to get done at the Local Lodge
level. You can get guidance and assistance on how
to properly prepare reports, navigate issues with
adding, changing, or removing signatories to your
Lodge’s bank account, opening or closing Lodge
accounts, navigating audits, and learning how all
this work fits together for our union.

Your System Division or Federation also has a
Secretary-Treasurer and may have support staff to
deal with administrative issues. Reaching out to
your System Division or Federation can help you in
nearly every task you perform. Contact your
General Chairperson for more guidance.

Within the Secretary-Treasurer’'s Department, our
BMWED Field Auditors are your greatest allies when
it comes to ensuring your required Lodge records
are properly maintained. Whether it's a Quarterly
Audit Report, a Department of Labor LM report, or
understanding what to do with your day-to-day
responsibilities, your Field Auditors are on your
side!

The BMWED Education Department works with all
parts of our union to build tools we can use to
sharpen our skills and teach one another. Guides
like this one, online or in-person training, or
specialized tools are all available by reaching out to
your Education Department.

Handling Lodge Finances & Reports

Bank Accounts
Membership
Services
Check-Off Reports
Payments or
Reimbursements
to Lodge members

Status Updates
Lodge Rosters
Member Dues
Issues or Refunds

Audit Reports
LM Reports
Reconciling Bank
Statements
General Support

Training Tools and
Support
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Who Else Can Help?

Your BMWED Field Auditors, members just like you, can help
you figure out issues with your financial records. They can also
give you and your Lodge pointers on many aspects of your
work with both Lodge finances and other tasks performed by
our Secretary-Treasurers!

Susan Hunt

Government Reporting
Services

(248) 662-6254

shunt@bmwe.org Eric Rose

BMWED Field Auditor
(734) 731-6055 Joe Corley

BMWED Field Auditor
erose@bmwe.org (586) 942-0547

jcorley@bmwe.org

If you have questions on your Quarterly Audit Report, receive a
letter from the Department of Labor, need guidance on Lodge
bank accounts, or even tips on putting together Lodge meeting
cards, reach out to your Field Auditors.

They're here to help you succeed!

Handling Lodge Finances & Reports
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Quarterly Audit Reports

BROTHERHOOD OF MAINTENANCE OF WAY EMPLOYES DIVISION

QUARTERLY AUDIT REPORT
SYSTEM DIV/FEDERATION: LODGE NO.
QUARTER BEGINNING QUARTER ENDING
1 |Checking Account 1 |Checking Account
2 |savings Acount 2 |savings Acount
3 |[cps 3 |co's
4 linvestments (stocks, money market etc.) 4 |investments
5 |Lodge Assets (Computer equip, fumiture) 5 |Lodge Assets
6 |TOTAL ASSETS (LINES 1-5) 6 |TOTALASSETS (LINES 1-5)
RECEIPTS
[Money in bank account(s) last report quarter
A [ending: la |Salary payments to Officers
D |Lodge Refund received from National Division la |Expense payments to Officers
Fa |interest received Ib |Expense payments to Employees
Fb [Other income (Donations, money returned) K [Local Lodge General Expenses
L |Contributions
Ma |Other Lodge Disbursements
Mb |Lodge Debit Balance payment
TOTAL RECEIPTS (A - F) TOTAL DISBURSEMENTS (1a - Mb)
N |Money on hand Quarter Ending:

Per our Bylaws, your Auditing Committee has a responsibility to review the
Lodge’s financial affairs no later than thirty (30) days after the end of each
fiscal quarter.

For the BMWED, the fiscal year begins on April 1 and ends March 31 of the
following year (Bylaws Article I, Section 12). As an example, fiscal quarters
the 2023 fiscal year for BMWED would be:

1st Quarter - April 1 through June 30, 2023

2" Quarter - July 1 through September 30, 2023
3rd Quarter - October 1 through December 31, 2023
4th Quarter - January 1 through March 31, 2024

So, your Auditing Committee should meet at least 4 times per year, likely in
July, October, January, and April, to go over your records for the previous
qguarter and ensure your books are accurate. The Committee would then sign
off on the Quarterly Audit Report that the Secretary-Treasurer prepares.

Often, the Secretary-Treasurer will complete the Quarterly Audit Report
themselves, sending copies of each report to National Division and to their
General Chairperson. The Secretary-Treasurer will provide the report to the
Lodge at the next meeting for their review and approval by the Auditing
Committee.

Handling Lodge Finances & Reports 13



Quarterly Audit Reports

What'’s the Point of an Auditing Committee?

A more engaged, stronger, more informed local Lodge!

A properly formed Auditing Committee is composed of at least three (3)
members of the Lodge and will include an Auditing Committee Chairperson.
The purpose for this Auditing Committee is to maintain accountability and
transparency in how the Lodge conducts its financial business. By having
active members responsible for reviewing Lodge finances and approving the
work of the Secretary-Treasurer, Lodges can stay on top of their accounts,
better understand what resources they have available, and prevent rumor or
misinformation from hurting their ability to effectively act as a Lodge.

The Auditing Committee has become a “paper” job in some Lodges, where
these offices are filled simply for the purpose of keeping a full roster of
officers as the Auditing Committee officers perform no real work. While the
Lodge President maintains the authority to oversee Lodge business within
our Bylaws, Article XVIII specifies their responsibility to ensure that correct
Lodge-level audits are performed. An actively engaged Auditing Committee
helps keep members involved, prevents the “grapevine” from spreading
misinformation about Lodge business or finances, and strengthens our union!

In filling these Lodge offices, keep in mind that it makes no sense to have a
Secretary-Treasurer also be a member of the Auditing Committee, since they
would effectively be auditing their own work. The intent is for Lodge
members to support one another and double-check any issues that could
cause problems later while conducting Lodge business or navigating
possible government audits.

Handling Lodge Finances & Reports 14



Quarterly Audit Reports

Completing the Quarterly Audit Report

What you will need:

« Copies of Form F-32 (the Quarterly Audit
Report).

« Copies of your Lodge’s bank statements (for all
Lodge accounts).

* Copies of your local Lodge minutes.

» If necessary and available, copies of receipts
and/or voided checks or check stubs for all
Lodge disbursements (spending).

While the Quarterly Audit Report form looks pretty intimidating, it's really
just a tool to ensure that your financial records are accurate and up to date
with what's actually going on in your accounts.

While Form F-32 has a lot of different places to put information, these all
make sense to account for different types of transactions your Lodge may
conduct over three months of activity. The Quarterly Audit Report has space
to record things like refund deposits made to your Lodge’s account by
National Division for members' dues, space to show where you may have
purchased items or compensated a Lodge officer, and space to account for
assets your Lodge purchased (or disposed of) in the fiscal quarter.

Take a look at the example Quarterly Audit Report on the next page for
guidance on what should be included in your completed reports.
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BROTHERHOOD OF MAINTENANCE OF WAY EMPLOYES DIVISION
QUARTERLY AUDIT REPORT

LODGE NO. 4447

SYSTEM DIV/FEDERATION: ﬁéSF

[=p TS o TN~ U T R

Fa
Fb

QUARTER BEGINNING

QUARTER ENDING

Checking Account 42725237 1 |checking Account 279435
Savings Acount 0.00 2 |savings Acount 0.00
CD's 0.00 3 |cos 0.00
Investments (stocks, money market etc.) 0.00 4 |investments 0.00
Lodge Assets (Computer equip, furniture) 0.00 5 |Lodge Assets 580.74
TOTAL ASSETS (LINES 1-5) AD D527 6 |TOTAL ASSETS (LINES 1-5) 223011412
RECEIPTS DISBURSEMENTS
Money in bank account(s) last report quarter
ending: 12-31-2025 4727532 la |salary payments to Officers 0.00
Lodge Refund received from National Division 234.00 la |Expense payments to Officers 25FF7F
Interest received D0.25 Ib |Expense payments to Employees 0.00
Other income (Donations, money returned) 0.00 K |Local Lodge General Expenses 230.9
L |contributions 500.00
Ma |Other Lodge Disbursements AL F4
Mb |Lodge Debit Balance payment 0.00
TOTAL RECEIPTS (A - F) 4000.57 TOTAL DISBURSEMENTS (la - Mb) 115149
N Money on hand Quarter Ending: 2-21-2 ( 2334 3D

farl Bugar |

Signature of Secretary-Treasurer

27 Buttersworth Lane |

Street Address

LONG BEACH. A ap224

City, State, Zip Code

Telephone (Prefer Call or Text)

(555) &67-5209

Email: Supercool ADDFOWmaillymwe

ADDITIONAL NOTES FOR AUDITORS

THIS IS THE NEW, IMPROVED F-22
DESIGNED TO BE EASY TO USE
FOR BUSY LODGE OFFLCERS!
Add or Subract assets
ADD LAPTOP PURCHASED FOR LODGE
($596.74)

Line 1 should equal ending balance last quarter
Total Receipts should equal Total Disbursements

Quarter 1: April - June

Quarter 2: July - September
Quarter 3: October - December
Quarter 4: January - March

N= A+ Receipts - Disbursements

Attaching receipts/copies of checks saves time later

**Please submit within 45 days of quarter end**
Text/email quarters to auditors:

Joe Corley 586-942-0547 jcorley@bmwe.org
Eric Rose 734-731-6055 erose@bmwe.org

BMWED Officer's Guide to Whistleblowe
Protections for BMWED Members
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Quarterly Audit Reports

Form F-32, Line by Line
Quarter Beginning LEFT SIDE, TOP

Line 1 - Checking Account:
Your Lodge’s Checking Account Balance at the beginning
of the Quarter you are reporting. This would equal to and
“carry over” from the ending balance from your previous
Quarterly Audit Report.
Line 2 - Savings Account
Your Lodge’s Savings Account Balance at the beginning of
the Quarter you are reporting.
Line 3 - CD’s
The balance on any Certificates of Deposit held by your
Lodge at the beginning of the quarter you are reporting.
Line 4 - Investments (stocks, money market, etc.)
If your Lodge holds any funds outside a normal checking
account, savings account, or CD, list that value here.
Line 5 - Lodge Assets (Computer equip. furniture, etc.)
Computers, printers, furniture, or other items or property
held by your Lodge (not personally owned). When in doubt,
reach out to your Nat. Div. Secretary-Treasurer’s Dept.
Line 6 - TOTAL ASSETS (LINES 1-5)
Add up the previous items and report that sum here.

Note: Adding a copy of your various account statements to your Quarterly
Audit Report will support the information you report and assist our BMWED
Field Auditors with their work, keeping you in compliance with our Bylaws
and federal laws and regulations!

Handling Lodge Finances & Reports 17



Quarterly Audit Reports

Form F-32, Line by Line

Quarter Ending RIGHT SIDE, TOP

Line 1 - Checking Account:
Your Lodge’s Checking Account Balance at the end of the

Quarter you are reporting.

Line 2 - Savings Account
Your Lodge’s Savings Account Balance at the end of the
Quarter you are reporting. This may be different from
Quarter Beginning due to interest, deposits, or
withdrawals

Line 3 - CD’s
The balance on any Certificates of Deposit held by your
Lodge at the beginning of the quarter you are reporting.
This may be different due to interest accrued or CD
purchases, withdrawals, penalties, or maturity

Line 4 - Investments
If your Lodge holds any funds outside a normal checking
account, savings account, or CD, list the ending balance of
those holdings after any changes (interest, withdrawals,
etc.) here.

Line 5 - Lodge Assets
Computers, printers, furniture, or other items or property
held by your Lodge, or purchased within the quarter you
are reporting (not personally owned). When in doubt,
reach out to your Nat. Div. Secretary-Treasurer’s Dept.

Line 6 - TOTAL ASSETS (LINES 1-5)
Add up the previous items and report that sum here.

Note: The values you list in Quarter Ending change from their Quarter
Beginning values if you had any transactions related to any of these accounts
or holdings. If no transactions occurred or interest accrued, they may remain
the same.
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Quarterly Audit Reports

Receipts

Form F-32, Line by Line
LEFT SIDE, MIDDLE

Line A - Money in bank account(s) last report quarter ending:

This value should match the value you reported in Line 6
or Quarter Beginning just above, but also the value your
reported in your Last Quarterly Audit Report in Line N.

Line D - Lodge Refund received from National Division

This is where you would enter the amount of money your
Lodge received from National Division through the dues
check-off refund. If you have not received one for this
quarter, contact the Secretary-Treasurer’s Department for
guidance. For ease, you should work with the Secretary-
Treasurer’s Department to set this transaction up as an
electronic deposit, if your Lodge has not already done so.

Line F P Interest

If any of the accounts your Lodge holds accrued interest
within the quarter, you should list it here. If you have more
than one account that accrued interest (like a checking
account and a savings account), sum the values of interest
earned this quarter for all these accounts and list the total
here.

Line F, - Other Income (Donations, money returned)

Your Lodge may receive funds for things like donations,
raffles, or other ways. If it can't fit elsewhere in the table,
add it here.

TOTAL RECEIPTS (A-F)

Add up all the items in this table and record that amount
here.

Note: This table captures all the money coming to your Lodge for the quarter
you are reporting. If you're wondering where Lines B, C, and E are, they were
on the old F-32 and no are no longer useful to how we help you account for

Lodge funds.
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Quarterly Audit Reports

Form F-32, Line by Line

Disbursements

Line I, - Salary Payments to Officers
Your Lodge may directly pay a salary to your officers from
Lodge funds. This would be a Salary you process using
Form F-5, not an ES-1. If your Lodge does that, place the
quarterly sum for those salaries.

Line I, - Expense Payments to Officers
This part of the report would allow you to list any direct
reimbursements you paid to your officers for expenses
they incurred conducting union business. Remember that
these reimbursements must have approval from the Lodge
on record in your Lodge minutes!

Line I, - Expense Payments to Employees
If your Lodge offers reimbursement for expenses incurred
by members, appointed positions, or similar folks in your
Lodge, list those here. These would also need approval
recorded in your Lodge’s minutes.

Line K - Local Lodge General Expenses
Your Lodge regularly consumes items like stamps, paper,
office supplies, and so on. Your Lodge’s quarterly
purchases of necessary supplies go here.

Line L - Contributions
If your Lodge donated to a cause, event, or organization,
list that here. The approval for this should also be in the
Lodge minutes.

Line M, - Other Lodge Disbursements
Your Lodge may purchase food or beverages for members
during meetings. You may buy special items for events or
as door prizes, or similar irregular expenses or purchases.
List those here and make sure to have approval for these
recorded in your Lodge minutes!
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Quarterly Audit Reports

Form F-32, Line by Line

Disbursements (continued)
Line My, - Lodge Debit Balance Payment
If your Lodge closes out an account you hold locally,
turning in those funds to the National Division, you would
use this section to account for that.

TOTAL DISBURSEMENTS (Lines I~My, )
This will sum up the entries you made in this table.

Money on Hand Quarter Ending:
This will match the value you had above in Quarter Ending,
Line 1. If you subtract the entry for TOTAL
DISBURSEMENTS (la-Mb) from TOTAL RECEIPTS (A-F),
you should also see the same amount.

Wait, what?!

Yeah! By accounting for the carryover in your accounts from
your last quarterly report (Line A and Line 1) and based off a
correct accounting of the money that went out or stayed in the
account (Line N and Line 1), you should end up with receipts and
disbursements matching up for a zero balance.

If your entries aren’t matching up or cancelling out properly,
your books aren’t balanced! There’'s some missing information
you need to track down. Check your statements for all your
accounts (including interest), any receipts, your Lodge minutes,

or the reports you receive from National Division. If you can'’t
find the missing information, call your BMWED Field
Auditors!
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Quarterly Audit Reports

Form F-32, Other Notes

« If you purchased new equipment (say, a laptop) or got rid of old
equipment (say, a typewriter), list those changes at the bottom of Page 1
(see the example), also listing their value and a + or - to indicate whether
this asset was added or removed.

* While it's not a requirement, if you add copies of your bank statements,
receipts, or Lodge minutes records detailing purchase or expense
motions and votes, these can be compiled with your Quarterly Audit
Reports at National Division to assist in conducting internal BMWED
Audits and assisting our National Division team in completing required
Department of Labor reports on your Lodge’s behalf.

Save time, stress, and confusion later by making
copies or scans of receipts and Lodge approval
records (in your Minutes) and adding them to your
Quarterly Audit Report!

« Send one copy (email is fine) of your Quarterly Audit Report (with copies
of all necessary statements or records) to National Division.

« Send one copy (email is fine) of your Quarterly Audit Report to your
System Division or Federation.

* Keep one copy of your Quarterly Audit Report in your Lodge records
along with the physical copies of receipts or records you have.

* At the next meeting following your completion of the Quarterly Audit
Report, make it available for your members’ review.

By completing your Quarterly Audit Reports and
submitting them on time, you are automatically
complying with many of your responsibilities as a
Lodge! Good Work!
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Lodge Accounts

Bank Accounts

If you are newly elected to your office, you will need to work
with the departing officers to change signatories on your
Lodge’s bank accounts. Each account should have two (2)
signatories, most likely your Lodge President and your Lodge
Secretary-Treasurer. This ensures that your Lodge can access
your funds and records in case one officer is unavailable.

Lodges are encouraged to set up their bank accounts for Direct
Deposit with National Division for the dues refund payments
that come from monthly dues check-off of the Lodge’s
members. This can save time and hassle for your Lodge
Secretary-Treasurer, who won't have to deposit paper checks.

If your Lodge’s checking account offers a debit card, Lodges are
encouraged to use these options for making payments. Checks
are also valid, as long as you maintain good records with a
check register, voided checks, or check stubs.

If you need to open a new account with a bank, reach out to the
National Division Secretary-Treasurer’s office for assistance.
Federal law requires your Lodge to list a tax identification
number for a new account. National Division can supply you
with that information, as well as a letter of introduction to the
bank regarding your Lodge’s account.

refunds until you are up to date.

Handling Lodge Finances & Reports

Lodge Account with National Division

Your Lodge has an account with National Division,
where dues remittances payable to the Lodge are
kept until they can be paid out to your Lodge. If you
are behind on Quarterly Audit Reports or having
up-to-date records of your Lodge’s officers on file,
National Division will hold back your Lodge's dues



BMWED Audits

United Passenger Rail Federation Lodge 2857
members meeting in 2012

DON'T PANIC!

Your Lodge will be audited by our union from time to time. This work is done
by our BMWED Field Auditors, who are here to help you stay in good shape
financially.

If you receive a letter in the mail from National Division indicating that your
Lodge will be audited, it's not because you are suspected of doing something
wrong or are in trouble at all. Audits happen at all levels of our union and are
a useful tool to ensure we are meeting our legal and regulatory obligations.

Think of a BMWED Audit as a chance to double-check the work you're doing
and a chance to get a better understanding of how your work fits in with our
overall business as a union!

If you've been adding copies of bank statements, receipts, and Lodge minutes
to your Quarterly Audit Reports when you send them to National Division, our
Field Auditors may already have almost everything they need to complete
your Lodge’s Audit! They'll reach out if they need further information or
clarification on any particular item.
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LM Reports or DOL Audits

LM Reports

The Labor-Management Reporting and
Disclosure Act (LMRDA) requires each
labor organization to file an
appropriate financial report. These are
referred to as “LM Reports.”

The great news is that your BMWED
Field Auditors can file these required
government reports on your Lodge’s
behalf! If you keep up with your
Quarterly Audit Reports and provide
the additional information (statements,
receipts, etc.), our Field Auditors have
what they need to complete and file
your Lodge’s appropriate LM Report
(likely and LM-3 or LM-4, depending on

your Lodge’s size and yearly receipts). DOL Audits

The Department of Labor’s Office of Labor-Management Standards
(OLMS) conducts Compliance audits of all unions, like ours, covered
under LMRDA. These audits ensure unions are within regulatory and

legal requirements, investigate potential issues.

Getting selected for a Compliance audit does not necessarily mean
your Lodge is under additional scrutiny or there’s something wrong.

If you receive notice from the Department of Labor that your Lodge
has been selected for a Compliance audit, reach out to your General
Chairperson and your National Division Secretary-Treasurer’s
Department for support and assistance. Again, getting your Quarterly
Audit Reports submitted accurately and on time will help ensure any
DOL Audit proceeds smoothly, but know that you have help on your
side to meet your Lodge’s legal obligations!

Handling Lodge Finances & Reports
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Lodge Financial Records

S KA R e Cash Record book

CASH RECORD

SUBORDINATE LODGE Mo

A Lodge Cash Record Book is a
straightforward tool to help you keep

money your Lodge receives and pays
out. It's a ledger book, with places to
describe the transaction and indicate
what Item it would be reported under
on the Quarterly Audit Report.

You can get a physical Cash Record
book by reaching out to National
Division or using your Member Access
on bmwe.org to Order Supplies.

Quarterly Refunds & Detail Reports

National Division maintains a Lodge account for your Lodge, where
dues money is kept until it's refunded to your Lodge via check or
direct deposit. If there are expenses that need to come out of your
Lodge’s account, for member reimbursement, bond premiums, or
similar, National Division will also debit your account. Your Lodge will
receive Detail Reports on the status of your Lodge’s National Division
account, so you understand what Lodge funds are being held there
and what transactions, if any, have occurred.

Quarterly refunds are scheduled to go out to Lodges in January, April,
July, and October. If you have not received a Lodge refund, it is likely
that your Quarterly Audit Reports are out of date or there is some
other issue. Reach out to our Secretary-Treasurer’'s Department to
learn the issue and how to resolve it so your Lodge can access your
funds.

Handling Lodge Finances & Reports
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How Long Do | Keep Financial
Records?

Records to keep forever

Your Lodge’s minutes are the most important record to maintain. This
is the official record of everything your Lodge does together, including
when you make financial decisions.

Election records for your Lodge, including Form F-53, must also be
kept permanently.

If your Lodge has copies of its LM-1 Information Form from the
Department of Labor, or other government identifying or authorization
documents (tax IDs, SS-4 Forms, etc.) these should be kept
permanently, too. You may be able to send these to National Division,
to be kept in our union’s vault there, if needed.

Records you must keep for 7 years

Some of your Lodge’s records are important to have handy in case of
an audit or to maintain continuity, but you don’t need to keep them
forever. After 7 years, you can shred and dispose of:

* Financial report submission forms like the LM-2, IRS tax forms
like the W-2 or W-4, and similar.

* Banks statements.

* Cancelled checks and receipts.

« Correspondence (letters, bulletins, advisories, etc.)

* Quarterly Audit Reports

* Anyremittance reports or duplicate m-u- ‘ m
copies of dues receipts your Lodge i TN

np
L RO G
- T DI

When in doubt, ask!

i
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Paying BMWED Members

Avoid the Hassle! Let National Division Help You!

Compensation - As a BMWED Lodge officer, you likely do not
have time to navigate all the obligations regarding taxes, withholding,
or other issues that come with a decision to pay money to your
members or other officers. While it's your Lodges decision whether
you want to compensate anyone for work they've done for your Lodge,
know that doing so comes with legal obligations for tax withholding
and reporting. Something as simple as an expense allowance is legally
considered compensation, subject to RRB withholding, tax reporting,
and record keeping!

Instead of processing this all yourself, using Form ES-1 to handle any
compensation or reimbursement will allow our expert team at
National Division to handle the withholding and tax issues for your
Lodge! The money would be debited from your Lodge’s Nat. Div.
account, with the necessary taxes and withholding deducted from
payment sent to the member by check from our Nat. Div.
headquarters. Any member compensated this way should have their
IRS W-4 on file with National Division.

If you choose to compensate your member directly from your Lodge’s
local account, you should complete Form F-5 and reach out to
National Division for guidance on withholding and taxes. It's a safer
bet to use an ES-1 instead!

Reimbursement for supplies, beverages, etc. - If a
member bought donuts for the Lodge meeting, covered an unexpected
expense like a package mailed out, or something similar, get the
receipt! If you reimburse your member for this sort of non-
compensation expense, it's vital to have a record of the purchase for
your Lodge'’s records or Quarterly Audit Report. Let them know that, if
they have no receipt for the donuts, they just donated them to the
Lodge.

Again - When in doubt, ask!
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Using Form ES-1

The ES-1 Statement of Expenses and Salary

This form helps all levels of our union accurately account for how
money is spent to compensate or reimburse our members for any
expenses they incur while doing union work.

Looking at the example to the left, here are some important things to
remember about using and ES-1:

There should be three (3) copies of a completed ES-1
when you member completes it!

* One copy should stay with the member.

* One copy should go to National Division for
processing, and

* One copy should go to your System Division or
Federation (or, in some cases, your Lodge) for
approval and recordkeeping.

While there is a space for adding a Social Security
Number, if the member has their IRS W-4 on file with
National Division (which they will need to do for proper
withholding), this is not necessary for this form.

* If this is the first time your member is getting paid
or reimbursed by National Division, have them
send a completed W-4 along with their ES-1!

Not all fields will be filled in, and the rows match up to
calendar dates.

Wages, if reimbursed, are listed at the lower left by
days paid. Unless your Lodge pays a set daily rate for
union business, your member can multiply their hourly
rate by regular scheduled work hours to get a daily
rate.

RECEIPTS SHOULD ALWAYS GO WITH THE ES-1!

Handling Lodge Finances & Reports
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Spending Lodge Money

Article XVIII, Section 7 of our BMWED
Bylaws lays out how Lodges can use or
invest their Lodge funds. If you haven't
read this section, do so before making
decisions about how to spend your
Lodge's money!

Basically, your Lodge can use your funds
in any way you determine will benefit
your members or our union. However,
you have to be good stewards of your
Lodge funds to ensure that you can meet
all your financial obligations.

Lodge funds can never be used to pay off
fines assessed against an individual

) A member of BMWED Lodge
member or officer. Lodges should never 1320 at an action in November

get into contracts with any person, 2022
officer, or agency that depletes their

Lodge funds to the point of going broke .

or getting a lien placed against the When in doubt, ask!

Lodge.

Outside of your usual costs of doing Lodge business, mainly postage
and supply costs, any money spent by the Lodge should have an
approval for that expense recorded in the Lodge minutes. Indicate
who made the motion for the expense or purchase, who seconded, and
the vote results. This is important to keep all your Lodge members
informed, stay transparent, and ensure smooth sailing for any audits
you have down the road.

Bottom line, your Lodge is empowered to make its own financial
decisions, staying within your legal obligations and the governance of
our Bylaws. Keep in mind that items like sending a Delegate to our
BMWED Convention or supporting union actions, training, or events
will take precedence over buying jackets or meals for members. Good
stewardship and discretion will allow you to do all the things you want

to do as a Lodge.
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Other Items

Hey! What about all that other
stuff in our old Secretary-
Treasurer’s Manual?!

The BMWED Secretary-Treasurer’s
Manual contained a lot of information
and resources for work that, frankly, is
no longer done at our Lodge level. Our
Lodge officers seldom collect dues from
members, send remittances to National Soaaian Traacurors Man;a%j
Division, complete OLMS reports by

themselves, or handle Merit Awards. If
you want to learn more about this work,
contact your Secretary-Treasurer’s
Department!

Some of the content in the old Manual can now be found in other, more
task-focused tools. The material that was collected into one big binder
is now located in several smaller, easier to use Guides like this one. You

can also find resources online at https://www.bmwe.org/library.

Instead of trying to be an encyclopedia for Lodge business, these
Guides are intended to be handy and accessible tools you can use right
away. There will always be more to learn and teach one another, and
this Guide will be one tool of many. The best way to learn, for many of
us, is to ask questions and to get our hands on the work. Don’t be afraid
to reach out if you need more tools or information for your Lodge!

..and morel!
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THIS FORM HAS THIS IS THE OLD
BEEN UPDATED ¥ Sample ¥ | VERSION OF F-32
BY A NEW |BROTHERHOOD OF MAINTENANCE OF WAY EMPLOYES DIvIsioN | FOR USE AS A

VERSION! QUARTERLY AUDIT REPORT REFERENCE!

System Div. or Fed. A&BQL-_M_& Lodge No. / (0@ LI

OUR LAWS REQUIRE that the President of the Lodge shall see that a correct audit of the Secrelary-Treasurer’s books is made by the Auditing Committee not later than thirty

(30) days after the end of each quarter. If necessary, they may employ the services of a competent auditor to dSSlSl them in making such aundit, the expense thereby incurred to
be paid from the Local Lodge funds.

_— ASSETS AND LIABILITIES B A W f‘%@”fq
no. ASSETS

: *_ﬁhackmgj_&qmngs_CD_m anq |15 s 3] 909

. 2. Loans and Notes Receivable

3. Other Investments \MS hofdf) @Qﬁ‘f_ lhluﬁ (b*o'e em .ﬂds / 0 O O o 7 fa_ i
4 Octise Asseis ORI Dﬂﬂfﬁf 3100” '/ 14 50 o7 S0 -

5, TOTAL ASSETS (Add lines 1 through 4) y ..& b} IQ’ " qg , 05 $ a& +3 5 IL]

LIABILITIES
6 $ s S I
5 N )
8. TOTAL LIABILITIES _____ LN $ $ 5
9. NET ASSETS |l..inc 5 less line 8) % $ &-l 'q\‘)" (05' 3 a&. \5'8&. ",

] ==
RECEIPTS $ ¢ DISBURSEMENTS $ ¢

A-—-Money on Hand and in Banks, -

last report quarter ending__L&L' ZCqu a I,ﬂl"q )5 G —Fees and Dues remitted to National Division
B —Receipts from Dues H —Fees and Dues remitted to System Div. or Fed .

S 'd 350| o0
C—(a) Receipts from Initiation Fees e I —(a) Payments ta Officers (Over-Sch #1) L,
(b) Receipts from Special Asscssments “ 00 (b) Payments to Employes (Over-Sch #1) o

D — Cash received from National Divisio '. l &g : 7 ZTaxes (Proper(y Railroad Ret., thholdmg\

00
E — Cash received from Sys. Div. or Fed. K —Local Lodge Expense, Generﬂm 0lds L) ”g e
F— Other Receipts Fn - ‘n+e‘es+ o ”? L —Contributions (Over-S %R%a&oss g‘, /oo oo
FB- All other deposits M.—Other Disbu e

to_lodae. Qoo Dnzes Flowets laptopls] o | 20
fle ¥¢ eapons,

ot (0230 10 |qaoq €M .
Total Receipts (Add lines A through F) &ag L/oq (.ol'l {\ Total Disbursements (Add lines G through N) \' ég‘z q07 UL, =

= NOTE —TOTAL RECEIPTS MUST EQUML TOTAL manRSEMENTs.ma us mairzch
UNUSED OFFICIAL DUES RECEIPTS ON HAND 4
AUDITING COMMITTEE'S STATEMENT

No. Through No. No. Through No.
' . . We, the undersigned members of the Auditing Committee, hereby affirm that we
'lv’ 0 !\J | = have personally examined and checked the accounts and records of this lodge,
verified the funds, bonds and lodge property and that this Audit Report is true and
S correct to our best knowledge and belief.

1 hereby affirm that this Audit Report shows a true and correct record of the
funds, bonds and property of this lodge.

Sectetarn — Treasure info oMM

(Signature of Local Lodge Secretary - Treasurer)

(Street Address)

(City) (State) (Zip Code No.) ML_QWML_ ——e g

Telephone No. Area Code ( ) Y

This report must be made out in triplicate: Original to be sent to National Division Secretary-Treasurer, duplicate to System Office,
and third copy retained with Local Lodge Records.

BE SURE TO HAVE BANK BALANCE CERTIFIED ON OTHER SIDE OF THIS FORM.
Form F-32 500 4/05

AP [ subtract Assets | 0ffice equipment
(Pxi:%;lj:) + } - 'B HWU“"- (OVER)
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Notes

Lodge Bank Information:

Bank Name:

Phone Number:

Signatories:

Notes:

Last BMWED Lodge Audit:

BMWED Secretary-Treasurer Instructional Video
collection: ;
https://www.bmwe.org/secondary.aspx?id=484 | &8 Youlube

BMWED Educational Library:
https://www.bmwe.org/library

Vad
ﬁ"\)
R NG o )

Secretary-Treasurer’'s Department Contacts:
https://www.bmwe.org/directory
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