
Central Office Report 

COMPLETED OFFICE MANAGER TASKS  

August/September 2020 

 
➔ Quickbooks and Bookkeeping:  

◆ Entered all of August and September so far in Quickbooks (income and 

expenses). Some hiccups. 

◆ Trained one other time with Jacquie (our accountant). Will need another training 

session to reconcile using reports and a few errors that I notices so I can get a 

more accurate number for each month and the year-to-date. 

◆ After researching and analyzing Credit Unions for a switch and a good savings 

account, we will recommend Canvas. 

◆ Met with Donna once about the Credit Unions, depositing cash, and our 

merchant. 

◆ Added inventory numbers to QB. 

◆ Worked more on a monthly budget with the goal of an annual budget starting in 

January 2021. Need to finesse QB to create one. 

➔ Central Office and Website: 
◆ Updated the website with Mail Chimp subscription service (present with 

mollyowilliams@gmail.com) 

◆ Finished Logo image (4 versions) 

◆ Updated meetings, watch volunteer needs and price list. 

◆ Created a new in-person meeting list/schedule 

◆ Reorganized back stock of books and pamphlets 

◆ Julie counted all the medallions and removed price tags 

◆ Met with Don T. about a possible online fundraising event in the late Fall. 

◆ News Updates & Announcements 

➔ Watch focus:  
◆ Worked with Julie to get 1 watch volunteer shift filled (and trained). 1 open shift 

on Thursdays 3-5pm.  

◆ Showed Julie and Wister how to use QB for entering sales and 7th tradition 

(made a volunteer account with less options). 

E.A. Stinson



◆ The substitute and 12-step calls lists need more volunteers.  

◆ Julie and Wister still working on the Volunteer Watch Reference binder. 

 

➔ Finances and Reporting (taxes)  
◆ Gathered and created August financial reports. 

◆ Deposited Venmo/PayPal/checks into the bank; treasurer does the cash. 

◆ Paid Bills and tracked income twice for August only 

◆ Scanned files and receipts and uploaded to the Drive 

➔ Miscellaneous Other Stuff 
◆ Spoke with Comcast about a possible switch. No Connexion in old town. 

◆ Attended the ICOAA seminar conference last weekend 

◆ Spoke with people starting new meetings and who are contacting us from cities in 

several counties. 

◆ Anybody have a printer laying around that works? 

 
NEXT MONTH’S GOALS: 

1. New Website 
2. More Quickbooks training 
3. Implement Volunteer Store/Central Office Procedure with QB - move computer to other 

desk 
4. Survey volunteers about re-opening 
5. Research budgets in Quickbooks 
6. Work on expanding the “Resources” section of the website, including starting a new 

meeting 
7. Finish Northern Notes Newsletter 

 


