PASADENA -SAN GABRIEL VALLEY BRIDGE UNIT 559 DISTRICT 23

TREASURER DUTIES FOR UNIT GAME: 
CHECK IN & MONEY COLLECTION, DOCUMENTATION AND DISTRIBUTION

1. Money Bag kept by the treasurer has the check book and a “bank” envelope with $50 in cash ($20 (2 x $10), $10 (2x$5), $20 (20 x $1)
2. The director will print a list of players who have signed up with the seating assignments.
3. When players enter, Place a check mark to the left of their name when they arrive 
4. Write Pd to the right of their name once payment has been received.
This is necessary because sometimes, the first player to arrive will pay for both players.  The director needs to know who has not arrived when it is close to game time so he/she can perhaps contact the late arrivals or be on the lookout for them in the parking lot.
5. IF for some reason a player is given a free play, mark an F or write free to the right of their name. 

AFTER THE GAME:
1. Make sure there is $50 in the bank envelope for the next unit game.
2. Write a check out to: Pasadena Bridge Club and record in the check register. 
a. the check amount is the sum of:  
i. rental fee for the club     $125.00 (as of 2026)
ii. ACBL sanction fee ($2.50 x the # of tables)  e.g. 10 tables = $25.00
In this example Total = $150
3. Count the funds collected and note the total $ amount
4. Pay the director in cash $150.  
5. Note all the amounts on the work sheet for the treasurer (make certain the amounts add up correctly)
6. Place the completed worksheet in the money bag to give to the treasurer for safekeeping and 

WORK SHEET FOR HANDLING OF MONEY AT THE UNIT GAMES

Date ____/____/______

TOTAL AMOUNT COLLECTED				$
Amount of cash given to director			$_150__
Amount of cash remaining from collected funds	$
(do not include the $50 in the “bank” envelope in this total)

Total number of tables: __________ x $2.50 = $________ = ACBL sanction fee
Pasadena Bridge Clube Facility rental    	     $125 	
Check # _______ in the amount of  $_______  given to the director
