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Welcome 
 
Thank you for your participation in the Pioneer Accounting Center (PAC) 
Finance Basics Training Program.  In your financial role as a Pioneer, you have 
the opportunity to manage the Pioneers fundraising activities and funds. 
 
When you manage your unit’s financial activity, you are representing and 
raising funds for the Pioneers to support the organization’s efforts to address 
community needs.  The information in this training is provided in order to 
ensure the Pioneers have the tools they need to effectively manage the funds 
given and received from these activities.   
 

Program Objectives 
 
Once the participants have completed this session, they will be able to: 

   
 
 
 
 
 
 
 
 
 
 
 

Finance Basics Training 
 
Agenda: 

 Voucher Compliance 
 Monthly Reports 
 PAC Turnaround Times 
 Document Retention 
 Q & A 

     
 

Accurately submit vouchers 
 
 Reconcile monthly reports. 

 

Let’s Get Started!
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Voucher Compliance 
 
What do all Vouchers require? 
 

1. Chapter Name & No. 
2. Unit Name 
3. Unit Number 
4. Transaction Type 
5. Submitted By 
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Expenses 
 
 What must be submitted with all expense vouchers, 

and what can I provide if I don’t have them?  
Receipts or invoices. A copy of the cleared transaction 
or a letter may be submitted if missing. 
 
 The payee for an expense cannot approve that 

expense. 
 

 Expenses > =5000.00 must have a second approval by 
the Region Manager or Region VP          . 

 
If you are donating to the American Red Cross during 
the year: 
February $3000 
October  $1000 
November $500.00 
December $500.00 
Does the Region Manager or VP need to approve these 
expenses?  Yes, accumulative is $5000.00 

  
If you are donating $100 a month to the American Red 
Cross does the Region Manager or VP need to approve 
these expenses? No, accumulative is $1200.00 
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Expense Voucher 

 
Deposits 
 Why should deposits be made within 5 business 

days? To prevent losses and gain additional interest.
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Deposit Voucher 

 

Transfers 
A movement of funds within the organization.  May be 
from one unit to another, or from one bank account to 
another bank account.  
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Unit Transfer Voucher (same bank) 

 
Transfer Voucher (different bank) 
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Advance Voucher 
 
 Not all chapters allow advances.  

 
 An individual can have one open advance at a time. 

 
 Must be closed within 30 days of the event.  

o No additional advances will be issued to the 
Unit until past due advances are closed.  

 
 Cannot be issued to non-pioneers or organizations.   

Advance Clearing – Amount Due 
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Advance Clearing – Amount Returned 
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Monthly Reports 
 
What is a balance sheet report? A listing of unit cash, 
investment, asset, and liability balances. 
 
 

What is a transaction report? Checkbooks register 
showing the available balance. 
 
 

What is an Income statement (I&E) report? Allocation of 
income/expenses per account code. Net Income for the month 
& year. 
 

What is an Advance Report? All open, closed, and partially 
closed advances for the month. 
 
What is the Unknown Deposit report? Deposits missing 
documentation. The unit is unknown.  

 
 

 Chapter Reports    Unit Reports 
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Pioneer Accounting Center Turnaround Times 
 
What is the PAC turnaround time for vouchers? 
48 hours.  
 
 
What is the PAC turnaround time for reports? 
20th of the month following the statement. 
 
Document Retention 
 

 
How long should the chapter retain files? Originals must 
be kept for the full term. Photocopies should be kept 
until books are closed and audit is complete.  
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Training Material Contacts 
 

All forms and training materials can be found online. 
www.pioneersvolunteer.org 
 Member Center  
 Volunteer Leadership Resources 
 Finance 
 Pioneer Accounting Center 
 
Please contact your chapter’s PAC Finance Associate to obtain 
soft copies or hardcopies of any forms or documents. 
 
If you would like to obtain a PowerPoint copy of the presentation 
or additional copies of this activity book, please contact Liz 
Sparks 1-888-477-3158 lsparks@pioneersvolunteer.org. 
 
For any questions regarding specific fundraising practices or 
regulations, please contact the Pioneers Headquarters Office at  
1-800-872-5995. 
 

Helpful Resources 
 

www.irs.gov – For federal regulations on fundraising, 501(c)(3) 
information, and form W9. 
 
http://www.aicpa.org/yellow/yptsgus.htm this page contains links 
to each state’s Department of Revenue website. 
 
http://www.pioneersvolunteer.org/ Pioneers official website. 
 


