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To all Treasurers: 

I am attempting to get information out to you about record keeping, and Tax requirements to aid our State in streamlining our accounts. All accounts are held at Wells Fargo MN. Our banking contact is: 



Gina Couture


Tax ID# 411526035




14325 Cedar Ave



Apple Valley MN 55124



952-953-5968



gina.l.couture@wellsfargo.com
You can do business at your local Wells Fargo Branch, but for access questions please contact Gine. 

Required actions of all Treasurers of checkbooks:

 Ensure your signers are up to date. This should be your first action every January. Your current President and Treasurer should be on your account. Remove past officers. Current State President and Treasurer are also signers on all accounts. 

 Ensure you have a budget for each year. (Copy to State Treasurer) A sample is on the MN ENA web site. 

 Keep accurate records! 

Check register, (paper or electronic.) bank statements, and interest payments. receipts, I-9 forms, and reimbursement forms.   Use the reimbursement form whenever   something is bought, or someone is reimbursed. (Located on the MN web site.)  A list of categories to use for your checkbook is included, as well as on the MN ENA web site. These are the financial categories the accountant has to fit our money into for the IRS. 

Use the memo line

. There should be an explanation of all checks written on the memo line of the check. 

 Social Security numbers/ and I-9 forms. 

These are a must for any person who gets a check for a service such as speaking, teaching, or scholarship’s. A good rule of thumb is if the person does not have a store receipt, you must obtain a I-9 form. You may not be the only entity paying this person this year from MN ENA, so get the form. All of these will be collected at year-end and if a person was paid more than $600 total from MN ENA entities, it will be filed as income. 

Tax Time! The State Treasure will need all I-9 forms and a copy of the previous year checking register by January 5h to determine who will have to get a W-2 form from MN ENA. This is compiled and sent to our accountant by January 15th, IRS guidelines state we must have those to the recipient by January 31st. 

Tax Filing Documents:

 Due to State Treasurer by:  February 15th.

 Check Register:  Showing the year beginning and ending balance. 

Budget for tax year.

Interest statement for any investments/CD’s, money market accounts. 

A list of your officers/committee chairs, including name address and phone number.

Meeting minutes indicating elected officers. 

Resources: 

ENA Treasurer Manuel at: http://www.ena.org/statecouncils/Treasurers/
Questions: 

Dede Koenekamp MN State Treasurer

2523 Mayfair Ave

White Bear Lake MN 55110

651-260-3671

dekoe@comcast.net


