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Oxford House, Inc.

COMPTROLLER

Each House shall have its own duly elected Comptroller. The Comptroller must be a
member of the particular house and shall serve a term not to exceed six months. A
member may not serve as Comptroller for two consecutive terms, but may be elected to
Comptroller again six months after the completion of one term.

Comptroller’s Duties:

e The Comptroller will have the responsibility of keeping accurate and organized
records of members’ EES balances, including money owed to the house for fines or
other purposes.

e The Comptroller will fill out an Accounts Receivable Journal and update an Individual
Member Receivable Ledger every week, updating all rent, fine, and move-in fee
balances. An Individual Member Receivable Ledger will be accurately maintained
for each house member, including move-in and move-out information.

e The Comptroller will provide accurate and prompt receipts for money paid to the
house.

e The Comptroller must complete the weekly reports prior to the weekly business
meeting and present the Accounts Receivable Journal to the house at the weekly
business meeting.

e The Comptroller will assist the Treasurer in overall house financial operations.

e The Comptroller will open house bills and review them prior to informing the
Treasurer for inclusion in the Weekly Financial Status Report. The Comptroller will
also be responsible for paying and mailing the house bills once the house has
approved payment and the Treasurer has written a check.

e The President, Treasurer and Comptroller TOGETHER shall conduct a monthly
house account and audit report. The audit report results must be posted for the
entire house to examine and a monthly financial report submitted to the local
Chapter on a monthly basis.
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OXFORD HOUSES OF VIRGINIA
WEEKLY SUMMARY REPORT - ACCOUNTS RECEIVABLE JOURNAL

[COMPTROLLER'S REPORT]
NAME OF HOUSE: WEEK OF:
Beginning Date: Ending Date:
to
Member's Name s e # of Weeks EES Paid Other Credit
HO._, other person or entity Previous Balance| Expense Share | Amount Paid in Advance / Receipts Fines - Ending Balance
owing money to the House] (+/-) AAmwmv.v () Advance EES Rate (+) (-) (+/-) (+/-)
1
2
3
4
5
6
7
8
9
10
11
12
13
14

TOTALS mmmm)

This form is completed by the Comptroller each week, presented at the weekly House Meeting and made available for members to know who has paid up-to-date and who owes money.

Telephone (800) 689-6411

WEEKLY SUMMARY ACCOUNTS RECEIVABLE JOURNAL

© 2008 Oxford House World Services, 1010 Wayne Avenue, Suite 300, Silver Spring, MD 20910







Date Moved In

OXFORD HOUSES OF VIRGINIA

Name of Member

Sobriety Date INDIVIDUAL MEMBER RECEIVABLE LEDGER
Amount Due Date Paid Date Left House Reason Alumni Gift Date Awarded
Amount
Non-Refundable Move-In
Fee
. Weekly Equal ) # of Weeks EES Paid . . Other Credit or .
Week Of Previous Balance Amount Paid ) Receipts Fines ) Ending Balance .
Expense Share (EES) in Advance / Advance Debit Other Description
[SUN - SAT] (+/-) (+) (+) (-) (+/-)
(-) EES Rate (+/-)

Keep a weekly report on individual resident's payments and amounts due. Do it by week even if payments may cover a longer period.

INDIVIDUAL MEMBER RECEIVABLE LEDGER

[SIDE 1]
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NOTES AND DIRECTIONS FOR INDIVIDUAL MEMBER RECEIVABLE LEDGER AND/OR WEEKLY
SUMMARY ACCOUNTS RECEIVABLE JOURNAL

The Beginning Date for the reporting period is always a Sunday and the Ending Date is always the
following Saturday

1) Enter the Member's ending balance from the previous week, indicating whether a positive or negative
amount.

2) Enter the EES amount for the current week. If a Member paid a week or more in advance at an EES
rate lower than the current EES rate, then their EES amount for the current week will be based on the
amount the EES rate was when they paid the week or more in advance. The simple rule is that when a
Member pays their EES in advance, their future EES amounts due are calculated at the rate in effect at
the time of the advance payment if the EES increases. On the other hand, if the EES decreases, the
Member is charged the lower EES amount.

3) Enter the total amount paid for the current week. This should include the EES amount paid, any fines
from the previous week, move-in fee or other amounts due to the House by a Member. Other amounts
due to the House could be charges for items such as personal cable expense.

4) Enter the number of weeks a Member has paid their EES amount in advance, and to the right of that,
enter the EES amount at which they paid the multiple weeks. If the Member is only paying the EES
due for the current week, this number is 0, and no dollar amount will be entered to the right. If the
Member is paying the current weekly amount due and one week in advance, this number is 1. The
same procedure is followed for multiple weeks paid in advance. For example, if a Member paid four
weeks in advance, i.e., the current week plus three future weeks, this number would be 3. This
number will decrease in future weeks as the advance EES payments are credited to the Member's
weekly EES amounts due, however the EES amount at which they paid the multiple weeks will remain
the same until the advance payment has been depleted.

5) Enter the total amount for receipts submitted to the House by a Member for
AUTHORIZED/APPROVED expenses to be used as a credit for the Member's weekly EES amount or
other amounts due to the House.

6) Enter the amount of fines assessed to the Member at the previous house meeting and due this current
weekly period.

7) Enter the amounts of credits or debits due a Member for the current weekly period. Debits (charges
to a Member) might include personal cable expense, raffle tickets the Member was responsible for
selling, or other charges/costs payable by a Member.

8) Enter the Member's Ending Balance taking into account all the debits and credits for the current week.
Indicate whether the ending balance is a positive or negative amount. This amount becomes the
Member's Beginning balance for the next week.

The week a Member moves in, there will be a separate row on the form, beneath the row for their rent
payments and balance, which is for their non-refundable move-in fee. If for some reason the full amount
of the non-refundable move-in fee is not paid at the time of move-in, then the negative ending balance
should be carried over to the following week as a separate row for the move-in fee until the outstanding
balance is paid in full.

The week a Member moves in, their EES column will reflect a pro-rating for the amount they owe for the
days in the current week in addition to the following week's rent that is due by the end of the current
week.
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RECEIPT EXAMPLE

RECEIVED FROM Fred williams

DATE January 4, 2004

5200

ADDRESS 666 Fantasy Lane, Tne City, WA

Three nundred fifty and no/100

DOLLARS $350.00

FOR _awudry EES $350.00

ACCOUNT HOW PAID Fantasy Oxford House
AMT OF ACCOUNT $350.00 | casn 666 Fantasy Lave
AMT PAD $350.00 | cueex
—— $0.00 | Sacen $350.00 BY Eddie Jehnson
Conptrotler
Comptrollers

1. Complete receipts as shown

2. Endorse money order with house bank stamp

3. Enter information on Accounts Receivable Journal

4. Tum funds over to Treasurer for deposit

In order to complete an accurate audit, you must make out a receipt for ALL transactions,

including fines, donations, deposits, and sales.







Oxford Houses of Virginia
Monthly House Financial Summary Report

Reconcile your House checking account every month. This form should be completed in duplicate. Keep one copy for your House records
and one copy should be submitted to the Chapter at the regular monthly Chapter Meeting along with the most recent available bank
statement. Houses with Chapter Meetings early in the month may not have the bank statement for the reporting period available at the time
of the audit and preparation of this report.

HOUSE NAME: MONTH & YEAR: BANK STATEMENT END DATE:

LIST ALL DEPOSITS MADE FOR THE MONTH:

IS THIS DEPOSIT ON
DATE AMOUNT 3 THIS osiTo NOTES (IF NEEDED)
YOUR STATEMENT?

TOTAL DEPOSITS

BEGINNING BALANCE DEPOSITS FROM ABOVE SUBTOTAL

<+ e

The Beginning Balance should be equal to the House ending balance from the prior month
The Subtotal should be brought over to page 2

THIS MONTH'S ACCOUNTS RECEIVABLE
RECEIPT BOOK TOTAL DEPOSIT TOTAL

These two amounts should be equal
LIST ALL CHECKS WRITTEN DURING THE MONTH:

IS THIS CHECK ON

DATE PAID TO AND PURPOSE HECK # AMOUNT
0 URPOS CHEC ou YOUR STATEMENT?

SUBTOTAL THIS PAGE:

MONTHLY HOUSE FINANCIAL SUMMARY REPORT FEBRUARY 2019 PAGE 1 OF 2



Oxford Houses of Virginia
Monthly House Financial Summary Report

CONTINUED LIST OF ALL CHECKS WRITTEN DURING THE MONTH:

IS THIS CHECK ON
DATE PAID TO AND PURPOSE HECK # AMOUNT
° URPOS CHEC ou YOUR STATEMENT?

SUBTOTAL THIS PAGE:
CHECK TOTAL [PAGE 1]:
CHECK TOTAL [PAGE 2]:
TOTAL CHECKS: ENDING HOUSE

SUBTOTAL FUNDS FROM PAGE 1 TOTAL CHECKS WRITTEN BALANCE

THIS MONTH'S CHECKBOOK BALANCES THIS MONTH'S FINANCIAL TRANSACTIONS
BEGINNING BALANCE ENDING BALANCE TOTAL RECEIVED TOTAL SPENT
AFTER CHECK # AFTER CHECK #

Summary to be read at the Chapter Meeting
Beginning Balance [From Page 1]:
Total Deposits/Amount Received [From Page 1]:
Total Checks Written/Amount Paid Out [From Above]:
Ending House Balance [From Above]:

PRESIDENT: DATE:
TREASURER: DATE:
COMPTROLLER: DATE:

MONTHLY HOUSE FINANCIAL SUMMARY REPORT FEBRUARY 2019 PAGE 2 OF 2
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