LMIC Treasurer's Guide

7 Days before the Meeting…
1. Transfer funds 
a. Transfer all available cash from BuyAndHold to Charter One
b. Login to BuyAndHold (http://www.buyandhold.com/) using UID lmiclub
c. Click on view

d. In the drop-down menu list that is available, select "Withdrawals" and click the "Go" icon.
e. Enter the Maximum withdraw amount mentioned in table item 1 in the text box provided under table item 2.  Click continue. 
2. Pay BIVIO Annual Subscription Fees

Bivio Annual Subscription Fees are due the 2nd week of August every year.  Make a payment to Bivio (through Bivio) for $99 using your personal credit card.  Then attribute this as a payment in your name and show as expenses for the club. 

1 Day before the Meeting…
1. Update Bivio accounting records

a. Login to Bivio (http://www.bivio.com/)

b. Add dividend deposits as necessary   [Account Synch does this now]
i. Click on accounting, then investments

ii. Select income

iii. Enter ticker

iv. Enter dividend date

v. Distribution type is dividend

vi. Click on Ex-dividend date lookup

vii. Enter gross dividend amount

viii. Enter account as BuyAndHold

ix. Enter remark as <xyz> dividend from <date>
x. Click OK

c. Subtract monthly expenses as necessary  [Account Synch does this now]
i. Click on accounting, then accounts

ii. Select expense

iii. Account is Charter One (checking)

iv. Enter transaction date (usually MM/26/YY)

v. Enter amount as 6.99.

vi. Enter category as Service charges & fees

vii. Enter remark as Monthly service charge from BuyAndHold

viii. Click OK

d. Subtract annual expenses as necessary [Account Synch does this now]
i. Click on accounting, then accounts

ii. Select expense

iii. Account is Charter One (checking)

iv. Enter transaction date (usually MM/26/YY)

v. Enter amount as $69 (will change to $99 in the future).

vi. Enter category as Bivio Subscription

vii. Enter remark as Annual fee for Bivio online accounting service.

viii. Click OK


2. Determine Charter-One balance

a. Login to Charter One using account number "lmic checking" (https://www.totallyfreebusiness.com/).  The current cash balance will be displayed on the main screen.

b. Print Transaction History for the Date Range from the 1st day of the previous month to the current date, in Landscape format. 


3. Determine BuyAndHold balance

a. Login to BuyAndHold (http://www.buyandhold.com/).  To obtain current cash balance click on view.

b. Review “transaction history” for the month.  Print Transaction History for the Date Range from the 1st day of the previous month to the current date, in Landscape format.


4. Print Bivio Reports

a. Click on accounting, then reports.  Select NAV

i. Enter report date as MM/31/YYYY (last day of previous month)

ii. Click Generate, Print in landscape.  Click back on browser.

b. Select Member Status

i. Click Generate, Print in landscape.  Click back on browser

c. Set report year to Current year.  Select Member Contributions and Withdrawals

i. Click Generate

ii. Click Show Units

iii. Print in landscape

iv. Click back on browser, twice.

d. Select Balance Sheet

i. Click Generate, Print in Landscape.  Click back on browser.


5. Gather information for Treasurer’s Report

a. Tax Basis – use Tax Basis from Member Status report

b. Market Value of Investments – use Market Value from Member Status report

c. Capital Gains/Losses – Use Unrealized gains/losses found at bottom of Balance Sheet

d. Dividends this Month – from Transaction History for previous month
e. Dividends YTD – From Income Statement or Transaction History for the Year (add Total and Total Qualified Dividend values)

f. Current Share Value – Unit Price found at bottom of Member Status report

g. Previous Month Value – from previous month's data/reports

h. All Time High Share Value – compare with previous All Time High and determine

i. Total Cash in the Bank – use Total Cash under Assets on Balance Sheet


Day of the Meeting…
1. Compute cash available (before the meeting)
a. Login to BuyAndHold (http://www.buyandhold.com/) with UID lmiclub.  To obtain current cash balance click on view.

b. Login to Charter One using UID "lmic checking" (https://www.totallyfreebusiness.com/login.jsp?scriptEnabled=true&newBrowser=true).  The current cash balance will be displayed on the main screen.

c. The sum of 1a, 2a, 2b, minus $6.99 for monthly fee (plus the annual fee of $69 in May), is the amount of cash available for investing.

2. Deposit investments (after the meeting)

a. Deposit investments at Charter One the afternoon of the monthly meeting

3. Record deposits (after the meeting)
a. Login to Bivio (http://www.bivio.com/) with Your UID
b. Click on accounting, then members, then payments

c. Make sure the member valuation date is set to one day before the meeting date.
d. Account is Charter One (checking)

e. Enter the individual investments, with remark of "cash", "check #x", "part of check #x", or "balance of check #x"

4. Buy/Sell stocks (after the meeting)

a. Login to BuyAndHold (http://www.buyandhold.com/) with UID lmiclub

b. Select Window Trades

c. Specify stock symbol

d. Specify investment amount and window time for trade

5. Record transfer (after the meeting)
a. Login to Bivio (http://www.bivio.com/) with Your UID
b. Click on accounting, then accounts, then transfer

c. Source account is Charter One (checking)

d. Target account is BuyAndHold

e. Enter amount

f. Enter remark as "Transfer of MM deposits for purchase of <symbol>"

6. Record stock transactions (after the meeting)
a. Login to Bivio (http://www.bivio.com/) with Your UID
b. Click on accounting, then investments, then bought

c. Enter ticker symbol

d. Enter account as BuyAndHold

e. Enter shares and principal.  Price will be computed automatically

f. Enter remark as "<Month> <year> purchase"
How to Reimburse Minor Expenses incurred by a member
1. Record the expense in Bivio

a. Login to Bivio (http://www.bivio.com/) with Your UID

b. Click on accounting, then accounts, then expense

c. Select the Suspense account.  Make sure the "Show Inactive Accounts" box is checked to be able to see the account listed on the accounts page.
d. Enter the transaction date for the expense

e. Enter the amount

f. Select the category, such as "envelopes and stamps"

g. Do NOT check "allocate equally among members"

h. Enter details for the expense in the Remark box. Highlite the text you have entered in the box, and then use "Edit, Copy" (or type Ctrl-C) to clip the text (you'll use it in step 2).
i. Click OK

2. Enter an investment transaction for the member to offset the expense
a. Click on accounting, then members
b. From the list of active members, click on the small payment link to the right of that member's name

c. Enter the transaction date

d. Enter the valuation date (should be 1 day before the most recent meeting)

e. In the Account dropbox, select Suspense

f. Enter the expense amount

g. Enter a matching remark as was entered in the Expense entry in step 1 (use Edit, Paste or Ctrl-V)
h. Click OK.

3. Verify the expense transactions
a. Click on Reports at the top of the page
b. Enter the current date in the Report Date box

c. Select Transaction History

d. Click the Generate button

e. The expense(s) should be at the top of the report, listed under "Cash Accounts – Income and Expenses"

f. The reimbursement should be listed at the bottom of the display pages under "Member contributions and Withdrawals".
4. Verify the Suspense account balance

a. Click on Accounts at the top of the page

b. Three accounts should be listed:

i. Buy and Hold

ii. Charter One

iii. Suspense

c. Verify the cash balance listed for Suspense is back to 0.00
How to assess the missed payment late fee against a member's shares

1. Record the late fee as a Partial Withdrawal in Bivio

a. Login to Bivio (http://www.bivio.com/) with Your UID

b. Click on Accounting, then Members.  Make note of the current share value before assessing the fee.

c. Click on the member's name

d. Click on the Withdraw icon

e. Make sure the member's name is in the first box

f. Enter the transaction date as the first of the month after the missed month (i.e., 4/1 after March was missed)

g. Enter the member valuation date as the last day of the prior month.

h. Select Charter One acct (but it doesn't really come into play here)

i. Select Partial Withdrawal, and enter the late fee in the box ($10 for LMIC, $15 for TPC)

j. Enter the same amount in the Fee box ($10.00 or $15.00)

k. Select type: Cash

l. Enter the transfer valuation date as the first of the month (i.e. 4/1 in our example)
m. Enter a detailed remark explaining the assessed fee:  " $15 late fee assessed against <member> for missing the March investment"   etc

n. Click the OK button to save the transaction.
o. Click the Members menu option again, and note the new Unit value.  It should be a bit higher now, showing that the assessed fee has been distributed to everyone as a higher share value.
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