GFWC/Ohio Federation of Women’s Clubs

Instructions for the Treasurer’s Sheet

The Treasurer’s Sheet should always accompany any money sent by your club to the GFWC/Ohio Treasurer. If you are sending in dues payments, you must accompany this report with a complete listing of the members for whom you are paying these dues. One of your most important tasks in the fall is sending your Treasurer’s Sheet, with your dues and your club’s membership list, to the GFWC/Ohio Federation of Women's Clubs Treasurer by October 10 for extra Honor Roll Points or by November 13 at the latest.  You should also send in reports during the year whenever your membership changes. Having correct membership data in a timely manner is significant for the smooth functioning of the GFWC/Ohio Federation of Women's Clubs Board of Directors as well as for the accurate distribution of The Buckeye Magazine.
In an effort to improve the process of membership identification, the Treasurer’s Membership List Spreadsheet was created in Excel to replace the former requirement of typing 3 alphabetized lists.  Many clubs were already maintaining their member data in spreadsheet format. This now standardizes this format so that the data can be submitted directly. It is our intent that clubs can use the Treasurer’s Spreadsheet not only for submitting the data to the State, but also for other information that a club might want to maintain. If you want to maintain additional data on your members, you can create your own spreadsheet in the standard format, add columns on to the right for such things as birthday, active status, etc. or have extra rows at the bottom for honorary members. Then you can just copy the relevant cells for the OFWC report and paste them into the Treasurer’s Spreadsheet that you then submit.  This should make your job as club treasurer easier, entering data only once. 

Don’t hesitate to ask for help if you are unsure of how to use Excel.  Extra Honor Roll Points on the Pink Pages are available for clubs that electronically submit their membership lists on this standardized spread sheet.  Your District President will be able to suggest people who can help you. Of course, you can still type your membership list in the old way, if all else fails.

I. To submit money to OFWC Treasurer:

1. Download the Treasurer’s Sheet from the website or use a copy of the Treasurer’s Sheet found in the GFWC/OFWC Directory and complete as indicated.

2. Mail the sheet and your check to GFWC/ OFWC Treasurer Carolyn Adams, 414 E. Columbia Ave., Cincinnati, Ohio  45215
3. If you are paying dues, note that you must also submit membership information, either electronically on the Treasurer’s Membership List Spreadsheet, or by mailing 3 typed copies.  Both processes are described below.

4. Note that the club’s annual GFWC/OFWC dues are due November 13, and you get extra Honor Roll Points you have them postmarked by October 10. 

II. To access the Treasurer’s Membership List Spreadsheet Template:

1. Download the Treasurer’s Membership List Spreadsheet from the GFWC/Ohio Federation of  

       Women’s Clubs website:  www.gfwcohio.org.  Note that it is an Excel file in a standardized   

       format. You cannot change the format. 

2. Identify your club and your district at the top.

3. Enter your club membership data in the appropriate columns:  Note that you should list ONLY those  
     members for whom you are paying dues.  

   Exception: Please include information on Resigned and Deceased members so we may remove from mailing lists.
A. Number your entries.

B. Enter the appropriate code ONLY for members who need special identification: Remember that the OFWC year is the same as the calendar year. Mark those members who have Joined, Resigned or passed away since January 1 of the current year.


N – New Member



T – Treasurer


R – Resigned




D – Deceased


* – New Address since last report


P – President


C – Contact Person (the club member who can be contacted in case there are questions about the  

             Membership List

C.   Enter member’s last name.

D. Enter member’s first name.

E. Enter member’s street address.

F. Enter member’s city.

G. Enter member’s state.

H. Enter member’s zip code.

I. Enter member’s phone number.

J. Enter member’s email address.  Leave blank if the member has no email address or chooses 


     not to submit it.

                 (Note that any columns after this are available for your club to use however it wishes.)

4. Print out one copy of the completed spreadsheet to enclose with your Treasurer’s sheet and dues check.  Send to Carolyn Adams, 414 E. Columbia Ave., Cincinnati, Ohio  45215..

5. Send the completed spreadsheet as an email attachment to GFWC Ohio Treasurer Carolyn Adams:  adamsc143@yahoo.com.  You will receive an email reply in confirmation when the spreadsheet is received.  Be sure to retain a copy of the completed report for your files.  

6. Whenever membership data is submitted, at any time of year, please use this Excel Spreadsheet. Submit only the name(s) of the member(s) who are new or whose status or information has changed.

III. To submit membership information in hard copy as in previous years:

1. Create three (3) copies of the club’s PER CAPITA membership list, NUMBERED and in ALPHABETICAL ORDER by last name. Include first and last name, address, phone number, and email, if any. TYPE or PRINT clearly.  Note that you should list ONLY those members for whom you are paying dues.  

Exception—Please include information on Resigned and Deceased members so we may remove from mailing lists.
2. In the margin to the left of the members’ last names, place the appropriate code ONLY for members who need special identification: Remember that the OFWC year is the same as the calendar year. Mark those members who have Joined, Resigned or passed away since January 1 of the current year.  Use the following code letters:



N – New Member



T – Treasurer



R – Resigned




D – Deceased



* – New Address since last report


P – President



C – Contact Person 




(The club member who can be contacted in case there are questions about the Membership List

Enclose all copies with the Treasurer’s Sheet and the check that you are mailing to the GFWC/OFWC Treasurer.

