Purser Instruction Manual

Washington Yacht Club

University of Washington

Updated February 25, 2008

Upon Hire:

Add to Signer’s List at WSECU

Add Login to QuickBooks

Contact Information:

Washington Yacht Club

SAO 235, Box 352238

Seattle, WA 98195

Phone: (206) 543-2219

Fax: (206) 616-2470

General Operating Policies

Time spent talking on the phone, in person, or checking email related to your club duties is paid. I found it easiest to figure out the average time I'd spend on email or on the phone per message or call, and then multiply by the number of messages or calls I went through. This also applies to any time you might spend walking between the office and bank to make deposits, the bookstore to purchase supplies/stamps, or the WAC to collect/drop off materials. Round your daily hours worked to the nearest 15 minutes.

As far as breaks go, Washington State requires you to take a break at least every 4 hours, and a lunch break for each 6 hours of work. You will probably never work 6 hours at one time. 

I encourage you to work in the office whenever possible; it will make the job feel more like a job and less like something follows you around.

Duties

Weekly/Bi-Weekly

Create an Invoice

Invoices are created generally for the HUB Ticket Office and Keelboat Reservations.

HUB Ticket Office

Each month, the HUB Ticket Office sends us a check for all members 

who signed up for WYC registration there.  A fee of $1 is deducted for 

each member who signs up because the HUB Ticket Office is required to 

also collect a Liability Waiver.

· Select “Recurring Template List” under “Company” in QuickBooks

Receive Payments Against an Invoice

KB Reservations 

When members rent WYC Keelboats (Charlotte and Rascal), they must create a reservation on the online Keelboat Calendar.  The link to the calendar is below:


http://www.washingtonyachtclub.org/calendar/kb/reservationinfo.php?resid=XXX
Purser Responsibilities:

· Enter KB reservation invoices in QuickBooks (weekly)
· Regularly empty KB payment box (weekly)
· Record payments from payment box against invoices 

· Deposit funds to checking account
· Report unpaid/underpaid invoices and returned checks to KBFC



KB Fleet Captain Responsibilities:

· Contact members who have unpaid KB reservation invoices
· Cancel reservations for and/or suspend memberships of
non/under-paying members.
Bank Deposits

On a regular basis – at least every two weeks – you will need to deposit and checks and cash received at the local WSECU on NE 45th St and 11th Ave.

· In QuickBooks, under the “Banking” tab, select “Make Deposits” 

· Enter the actual date of deposit 

· Select each payment received that you will deposit

· Print a Deposit Summary to carry to WSECU

· After depositing the funds, attach the WSECU deposit receipt to the Deposit Summary and file

Accounts Payable

Several vendor invoices arrive by mail and the Program Director will place these in your box.  It is important to pay attention to the due date of the invoice, which must be entered promptly.  

· In QuickBooks, select “Enter Bills” under the “Vendors” tab

· Enter the name of the vendor (either Firstname, Lastname or Company Name)

· Enter the invoice number in “Ref #”

· “Bill Date” is the date specified on the invoice

· Select the terms of payment, usually Net 30

· Enter the amount due

· Itemize the purchase if necessary and assign the correct budget number and class to each item

· Save

· Hold onto invoice for payment

Common Invoices

University of Washington – C & C: office phone service

Fisheries Supply: WYC purchases (made by KB Fleet Captain or 

       Quartermaster)

Reporting Fund Balances at WYC Meetings

For each WYC meeting, usually once every two weeks, you will need to prepare a report of the Fund Balances.  In QuickBooks, open the “Memorized Reports” under the “Reports” tab, where you will find “Fund Balances.”  Make note of the total (rounded) for each fund and either bring this summary information with you to the meeting or e-mail it to the Commodore or Program Director.

Writing Checks
Generally, you will use the “Write Checks” function in QuickBooks under the “Banking” tab to issue a member reimbursement.  When paying vendor invoices, there is a different process.


Member Reimbursements

A purchase reimbursement form and receipts from the member are 

required before reimbursement is issued.

· Audit the receipt to ensure that we are reimbursing them for the correct amount

· Itemize the purchase and assign the correct budget number and class to each item

· Write your initials or an “OK” next to the total

Open QuickBooks:

· Enter member’s name as Lastname, Firstnname

· Enter check number, today’s date, and the total amount of the check

· Under “Account” choose the appropriate account number for the expense

· Enter the amount of each expense and a short description, usually provided on the reimbursement form

· Physically write out and sign the corresponding check

· Save

· Deliver the reimbursement check to the Purser Outbox in the Sail Locker

Vendor Invoices

Most invoices are due 30 days from the invoice date (Net 30), but you should pay these as soon as possible to avoid fees.

· Select “Pay One Vendor” under the “Vendors” tab in QuickBooks
· Once you enter the name of the vendor (either Firstname, Lastname or Company Name), all outstanding invoices will appear below.
· Select the invoices to be paid
· Enter the check number and today’s date
· Physically write out and sign the corresponding check
· Save
· Mail out the check along with any remittance slips provided by the vendor 
· Make a note of the check number and date paid on the invoice, then file
Monthly

Receiving HUB Ticket Office monies

Review payroll

Reconciling bank accounts

Reconciling fisheries account

Quarterly

Creating and maintaining the budget

Annually

Writing financial reports

Access Information

Here is a list of account numbers, passwords, and access codes you will find useful:

HUB Office

HUB SB-24
Lockbox on doorknob holds key
Combo: 4-7-8-0

SSH Secure File Transfer (UW UA account)


Purser files stored on dante.u.washington.edu in ~/purser
login: sailing
password: aredYawl 

Sail locker


Keypad combo: 2-7-1-8


KB Locker 


Padlock combo: 5-5-1-8

KB Payment Box

Padlock combo: 7-3-7-3

Washington State Employees' Credit Union (for monthly bank reconciliations)


www.wsecu.org
Account number: 2563989
CUOnline PIN: 4673

Tax Filing Information

State Taxes (filed on a quarterly basis)

State of Washington
Uniform Business ID (UBI) number: 601 571 475

Labor & Industries Express Filling

https://secureaccess.wa.gov/myAccess/saw/select.do
login: uwyc
password: 4rt1cro$3

Unemployment Insurance

Annual 990 Filings

efile.form990.org
Login ID: 23708784501
Password: uCm7NG3L
Internal Revenue Service
Employer/Taxpayer ID number (EIN/TIN): 23-7087845

W-2 and W-3 Filings

To file annual the W-2s and W-3 with the SSA, you must have been
an employee of the club during the previous calendar year.  2007 Employees with access to registration and login setup for the 2008-filing year are: 

1) Krystle Chow (purser),

2) Kira Fickenscher (program director), 

3) Kevin Hawkinson (quartermaster), 

4) Mike Klaczynski (commodore, previous program director), 

5) Mike O’Leary (previous program director),

6) Geoff Wales (ratings examiner)

7) Jill Yotz (previous purser)



Employment Security Department (ESD) number:
277587-00 2


Fisheries Supply


https://www.fisheriessupply.com/online/login/login.asp
login: purser@washingtonyachtclub.org
password: 70tGinIGNu

