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PRELIMINARY ACCOUNTING PROCEDURES
LWVEF Energy Education Projects

1. The first payment of the grant is $500 start-up money. Subsequent
advances will be in larger portions--at least $1000 increments, depending
on the amount of the total grant. Each succeeding advance will be sent

to you only after you have accounted for approximately 75% of the preceed-
ing advance. (One person, either the project manager or treasurer,

should be responsible for all checks and for accounting for all expendi-

tures. The project manager, however, has final authority for expenditure
of all grant funds.) :

2. We ask that you set up a separate bank account and keep separate
financial records for the project,

Vouchers

5. You will be sent a set of project vouchers on which must be recorded
all project expenditures. Be sure to ask for and keep a receipt or

bill for all expenditures of $5.00 and over. This receipt or bill must
be an original rather than a xerox or other copy and it must be attached
to the voucher on which that expenditure is recorded.

4. Every person who requests reimbursement should complete a separate .
voucher but that person's expenditures can be grouped together on one
voucher. Any direct payments made by the manager/treasurer can also

be grouped together as much as seems practicable on one voucher. This
will reduce the amount of paperwork for the project manager/treasurer
and the LWVEE. : :

5. Each pre-printed voucher consists of an original and four self-
carboning duplicates. The copies should be handled as follows:

yellow copy--retained by person who requests reimburse-
ment by submitting the voucher

green copy--corrected and returned by the manager/trea-
surer to the person who submitted the voucher

blue copy--retained by the project manager/treasurer
for her/his recordkeeping

white and pink copies-mailed to the LWVEF project manager (Florence
Chichester)



6. After the person requesting reimbursement submits the remaining
portions of a voucher, the treasurer should check it over to be sure
it has been completed correctly and is accurate. Any necessary cor-
rections should be made on the entire remaining set. Then the green
copy that is returned to the person being reimbursed will show any
corrections that were made. Be sure all required receipts or bills
are attached to each voucher.

7. As each voucher is paid, you should number each one consecutively
in the space provided in the lower left corner of the voucher. This
will enable you and the LWVEF to keep track of every voucher.

8. At the same time as each voucher is paid and numbered, it should

be listed on a summary list of paid vouchers. This list should include
the number of the voucher, the person or persons paid, the amount paid,
and the amount of LWVEF funds remaining. A copy of this list should

be sent to the LWVEF with the accumulated vouchers. In this way a
running balance of grant funds and a check on every voucher can be
maintained.

9. 1If the state League passes grant funds through to local Leagues,

you and the local League person responsible for the funds will probably
want to devise a way of keeping track of the vouchers used by that League.
In any case, the same accounting procedures are necessary for all funds
expended by a local League as for those spent on a state project.

10. Rather than sending vouchers to the LWVEF one by one as they are
paid, submit them in groups along with the project reports submitted
by the project manager. If a number have collected before a report is
due and you are ready for the next advance, you may send them when
corresponding with the LWVEF or whenever convenient.

































TEXAS ENVIRONMENTAL COALITION

ENERGY CONFERENCE ON ALTERNATE ENERGY SOURCES

1978 BUDGET

Income
Funds budgeted from T.E.C. Grants Acct in 1978: $638.80
Registration at conference: 338.00
Total Income: $976.80
Cash Expenditures
Salary: $ 70.50
Sharon Shaheen, secretary for typing'
and assistance at conference $978..50
Travel: 182.63
Wilfred Higgins, trip to Dallas
for special paper 11:.70
Elizabeth Gunter, hotel room (1 night)
($11.25) and meals ($8.12) for conference 19.37
Bobette Higgins, hotel room (2 nights)
($49.64) and meals ($12.04) 61.68
Andrew Sansom, hotel room during conference 42.80

Richard A. Shannon, Pres T.E.C., hotel room 47.08

Supplies: 120.44
Paper for program announcements | 57.24A
Folders for conference 12,95
Zerox paper 8.30
Miscellaneous, posterboard, etc. 15095
Cassettes 5.00

Chart pak 4.00





















EXPENSE VOUCHER

(name of project)
LEAGUE OF WOMEN VOTERS EDUCATION FUND

(sponsoring League)

INSTRUCTIONS: To comply with federal grant and contract requirements, all expenditures of
project funds must be recorded on LWVEF expense vouchers. ALl receipts for expenses claimed
on the voucher must be stapled to the voucher. Be certain that the date, item or service
purchased, and the amount are clearly shown on each receipt.

The yellow copy should be retained by the person seeking reimbursement. The other four
copies should be sent to the state or local project manager or treasurer if there is one.

Travel Amount Amount
Air, bus, Train Telephone
Private auto: mi les at Space rental
I5¢ a mile Equipment rental (boat, bus,
origin: typewriter, microphone, etc.)
dest: Pr[nT!ng : E
: ~ s Xeroxing and mimeographing
Taxi or [imousine
: Postage
Parking = e
Supplies
Hotel ;
Research and study materials
Meals -
Wit Other (specify)

Grant manager's stipend
Secretarial services
Other fechnical or
professional services
Speaker's fees

TOTAL EXPENDITURES

Minus advance, if any, from state
or local project manager

Balance due payee (OR)

Balance owed by payee

Name and address of person requesting
reimbursement:

Signed:

Date:

Approved by stafte or local project

manager or designee:

Signed:
Title:
;?ucher *Date paid: *Check #:

*Paid by R+ ial)k

Balance remaining in project
account:

(*Do not complete if voucher is
to be sent to LWVEF for reimburse-
ment.)

(for LWVEF use only)

Approved by:

Date: Acc't charged:

Date paid:
Pald by (initial):

Check #:























































EXPENSE VOUCHER

(name of project)
LEAGUE OF WOMEN VOTERS EDUCATION FUND

(sponsoring League)

INSTRUCTIONS: To comply with federal grant and contract requirvements, all expenditures of
project funds must be recorded on LWVEF expense vouchers. ALl receipts for expenses claimed
on the voucher must be stapled to the voucher. Be certain that the date, item or service
purchased, and the amount are clearly shown on each receipt.

The yellow copy should be retained by the person seeking retmbursement. The other four
copies should be sent to the state or local project manager or treasurer if there is one.

Travel Amount Amount
A i bUSsENikallin Telephone
Private aufo: miles at Space rental
[5¢ a mile Equipment rental (beat, bus,
origin: typewriter, microphone, efc.)
Ty Printing -
s ol - - Xeroxing and mimeographing
Taxi or |imousine
: Postage
Parking S -
Hote | lppiles .
Research and study materials
Meals ]
Mice Other (specify)

Grant manager's stipend
Secretarial services
Other technical or
professional services
Speaker's fees

TOTAL EXPENDITURES

Minus advance, if any, from state
or local project manager

Balance due payee (OR)

Balance owed by payee

Name and address of person requesting
reimbursement:

Signed:
Date:

Approved by state or local project

manager or designee:

Signed:
Title:
;?ucher ¥Date paid: /= /7 *Check #:

(for LWVEF use only)

*Paid by Cinitial): Approved by:

Balance remaining in project Date:
account:

Ace't charged:

Date pald: Check #:

(*Do not complete if voucher is
to be sent to LWVEF for reimburse- | Pald by (initial):
ment. )





































EXPENSE VOUCHER
LEAGUE OF WOMEN VOTERS EDUCATION FUND

INSTRUCTIONS:

project funds must be recorded on LWVEF expense vouchers.
on the voucher must be stapled to the voucher.

(name of project)

(sponsoring League)

purchased, and the amount are clearly shown on each receipt.

The yellow copy should be retained by the person seeking reimbursement.

To comply with federal grant and contract requirements, all expenditures qf
All receipts for expenses claimed

Be certain that the date, item or service

The other four

copies should be sent to the state or local project manager or treasurer tf there is one.

Travel
Air, bus, ftrain
Private auto: miles at
I5¢ a mile
olflgiiim:

Amount

dest:
Taxi or |limousine
Parking
Hotel
Meals
Misc.

Grant manager's stipend
Secretarial services
Other fechnical or

professional services
Speaker's fees

Telephone

Space rental

Equipment rental (boat, bus,
typewriter, microphone, etc.)

Printing

Xeroxing and mimeographing

Postage :

Supplies

Research and sfudy materials

Other (specify)

Amount

TOTAL EXPENDITURES

Minus advance, if any, from state

or local project manager
Balance due payee (OR)
Balance owed by pavee

Name and address of person requesting
reimbursement:

Signed:

Date:

Approved by state or local project
manager or designee:

Signed:
Title:
;?UCher *Date paid: *Check #:

*Paild by Cinitialla

Balance remaining in project
account:

(*Do not complete if voucher is

To be sent To LWVEF for reimburse-

ment.)

(for LWVEF use only)

Approved by:

Date: Acc't charged:

Date paid:
Pald by (initial):

Check #:













10 State Board LWV of Texas
FROM Bobette April 8, 1977
RE: Financial report on Project SAFEWATER SB Mailing

I am enclosing the original budget estimate and the actual expenditures, which will be
a bit confusing since the categoriss to not quite match. (For instance, paper was
budgeted separately in the estimate, but in fact this cost is included in printing and
there was no way to indicate its cost. The phone calls I made from my office were re-
imbursed to the Institute and show up under that category, but should have gone under
Task Force expenses, etc.)

Also, in many cases there was postage, phone calls or unspecified categories on the same
voucher. If these amounts were not significant, I counted them all as "postage" or
"phone" or whatever, in order to keep from shuffling paper interminably.

All of the vouchers, together with memos, etc. related to the project are on file in
the state office for your inspection.

Clarification: The League received $1000 indirect costs, plus all outright expenditures
involved in getting the material distributed, plus a $1000 postage allotment to cover
the cost of sending out the slide show, (which will be much more than we will use for
that, I think). So our "profit" will be more than the original $1000.

I have not yet received the final financial report from LWVUS. It could vary from the
one I enclose, since there are many vouchers, and the system is comp lex. But there
will not be a significant difference, if any. And the final amounts will tally.

If you have questions, feel free to ask!



BRIEF FINANCIAL REPORT ON PROJECT SAFEWATER
(all vouchers on file in state office)
Task Force Expenses 52077.75

State League (inc. $1000 postage, plus
reimbursement for other postage;

secretarial help; copy work, etc.) 2380.00
Institute of Applied Science,NTSU 1088.14
Preparation of Materials (slide show,

packets, posters, etc.) 4111.57

SUBTOTAL 9657.46
Member contribution (Higgins): phone 56.68

calls ($12.68); 2 trips to Ft. Worth,
1 to Dallas ($24); lunch for Task
Force (520). All unreimbursed.

TOTAL 9714.32

LWV of Texas
April 8, 1977

(Extra funding--beyond the original amount of $9000--in the amount of $657.46

was supplied out of the grant monies by LWVEF-US).


















IN SUMMARY, we believe that this project has been a valuable service to the peoplec
of Texas. It has been a worthwhile learning experience for League members. It

has been financially rewarding to the League. It has been an interesting experimen:
in grantsmanship. While the whole process has been not without complications, since
most League members closely involved were inexperienced in grant management, it hac,
in my opinion, been a necessary first step in a new direction, furthering the
maturation and professionalization of 'the League way" of accomplishing objectivecs.




































SAMPLE ONLY SAMPLE ONLY

Sample Budgets for State with a Total Grant of $2,250

A. Project: Traveling Energy Exhibit with Slide Show

Project Manager's Stipend $ 225
Secretarial Services 125
50 hours @ $2.50/hr.
Office Supplies 100
Telephone 250
Postage 150
Printing § Duplicating 100
Planning 50
Travel 450
Production of Slide Show 600
Materials to distribute 200

(Try to use free materials)
TOTAL $2,250

B. Project: 5 Area Workshops (1-day) and Slide Show for Presentation
at workshops

Project Manager's Stipend $ 225
Secretarial Services

30 hours @ $2.50/hr. 75
Office Supplies 50
Telephone 150
Postage 200
Printing & Duplicating 200
Planning Meeting 100
Travel for Committee Members (4) 300
Workshop Expenses 250
Production of Slide Show 600
Other Professional § Technical Assistance 100

TOTAL $2,250






3 August 1977

VIVEF Energy Education Outreach Grants™®

State Total Crant State Total Grant
Alabama $ 2800 iiontana $ 2200
Alaska 2200 Nebraska 2475
Arizona 2575 Nevada 2200
Arkansas 2500 New Hampshire 2350
California 4000 New Jersey 3550
Colorado 3000 New Mexico 2575
Connecticut 3400 New York 3700
Delaware 1909 North Carolina 3000
Florida 3450 tiorth Dakota 2100
Georgia 3000 Chio 3700
Hawaii 1975 Oklahoma 3000
Idako 2475 Oregon 3300
I1linois 3700 Pennsylvania 3700
Indiana 3300 Rhode Island 2350
Iowa 3300 South Carolina 2800
Kansas 2790 South Dakota 2100
Kentucky 2800 Tennessee e 2800
Louisiana 2800 Texas 3780
Haine 2275 Utah 2475
Maryland 2850 Vermont 2125
Massachusetts 3400 Virginia 3300
Michigan 3450 Washington 3200
riinnesota 3650 West Virginia 2275
mississippi 2125 Wisconsin 3300
lissouti 3500 Wyoming 2200

Puerto Rico, the Virgin Islands and the District of Columbia will receive $500
each from the Consortium pass-through funds and $200 each has been set aside
from the EEDA pass-through funds.

* Consortium Funds--53 Laagues @ ;500 = $26,500
The ERDA funds were apportioned among the state Leagues using a formula
based on the number of Leagues and number of League members within the
state, population, and the geographic area of the state. Of those factors,
number of Leagues and state population were weighted most heavily.
Total ERDA pass-through funds = §119,250









13 July 1877
page 3

IV. Further Information

If you have any questions, please do not hesitate to contact the LWVEF
Energy staff. We will be available to assist you by mail or phone,

and may even be able to provide some on-site assistance later on, if
necessary. Address correspondence to Isavelle P. Weber, Coordinator,

or Florence Cnichester, staff of the Energy Department, 1730 i St., W.W.,
Washington, D.C. 20036 or call collect at (202)2%-1770, ext. 300 or 310.

We have long wanted to be able to provide Leagues with some monetary
assistance for their energy education programs and we're pleased that
the opportunity has now come. Leagues should be able to develop useful
contacts with state (or local) energy officials and other energy organi-
zations, to become more involved in energy activities, and those Leagues
that have them should be able to expand on-going energy education acti-
vities. e look forward to hearing from each of you about your projects.

cc: national Board
dational Energy Conference Participants









own judgement, and no donor may influence the program by anything other
than advice, (of which there is a super abundance from many more
sources than there are donors).

THE PROPOSED STRENGTHENING OF THE PROGRAM

The purpose of the national and the state/regional energy education
program is to build a corps of energy experts who can effectively educate
and provide citizens with information about the nature of our energy
problems and alternative solutions from international, national regional
and state perspectives.

The unique strength of the Education Fund's plan for grant money
expenditure, indeed of the whole program, lies in the fact that these
leaders can combine the expertise acquired at the national conference,
with their intimate knowledge of the peculiarities of their local
communities to design activities to fit local situations and needs. We
have found over many years that it is far more effective to furnish the
state and local Leagues with the tools to tailor activities to their
local needs, than it is to try to impose a plan from the national level.
And no other organization has this capability to the extent that the
League has it because of the Leagues' years of working with the power
structure in their communities.

The enhancement of League energy awareness programs would take
place in the follow1ng ways:

1. Increasing the money available for the state/reglonal _energy
education programs.

Participants who attend the LWVEF national energy conference will
be expected to help organize and carry out a follow-up state or
regional energy education program. An opportunity will be
provided during the conference for preliminary planning. At that
time participants within each of the 10 federal regions will
decide whether they want to proceed with separate state energy
education programs or cooperate on regional programs, or a com-
bination of both.  State and regional energy education programs
may or may not include a training conference devending on the
need of the states and regions.

Funds will be made available to each state League for the expenses
of state projects; those funds can be pooled if participants have
elected to undertake a regional progranm.

2. Providing Technical Assistance from National Office

At the national office of the Education Fund, a full time staff
specialist backed by a secretary would be assigned to render
technical assistance to every League seeking help with its program.
Assistance to increase their communication tools would be given

by telephone, by mail, and some on-site visits by energy committee
members close to the site in question and occasionally by the staff.

As the need arises, this team would produce Energy Briefs on
appropriate topics, and occasionally "how to" tools such as:
--discussion guides to carry suggestions for ways to help
people consider an issue, how to organize and conduct

discussion groups
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--activity guides to explain how to bring a subject to people's
attention and how to help them understand how to communicate ;
their views and to whom

--reading lists to give sources of free and inexpensive materials
of help to citizens in understanding energy issues as considered
from a number of viewpoints.

The beauty of these publications would be that they would always
respond to needs which have arisen from the operation of the program.

ORGANIZATIONAL CAPABILITY

The League of Women Voters has had more than 50 years experience
in public education on important national and local issues. Individually,
the Leagues are locally organized groups. Together they comprise a
nationwide network of 1,350 local, state and inter-League organizations.
According to an internal survey of the League's membership 68% hold
college degrees, while 50% of the spouses_of members are professionals
and another 27% are in business. Thus, the League is comprised largely
of opinion leaders and is a significant force in generating public
avareness of issues of the day especially among that portion of the
public most attentive to national and regional policy issues. With
membership of over 140,000 these local Leagues are backed up by a com-
petent professional staff in the League's national office in Washington.
ilembers and staff know how to reach peonle, how to promote public
discussion and how to organize conferences and community programs.

The League of Women Voters Education Fund was established in
1958 as a complementary organization to the League of Women Voters
of the United States. It provides the League and the general public
with research, publications and other educational services, both on
current issues and on citizen participation techniques.

As a non-partisan, multi-purpose organization, the LWVEF has been
a bridge between a variety of interests that have ilittle in common.
It is experienced in working with key local, state and regional
institutions. But perhaps our greatest assest, the one which should
most attract support from ERDA, is the credibility of the Education
Fund which is built on over fifty years experience in public education
on national and regional public policy issues.





