
Central Office Report 

COMPLETED OFFICE MANAGER TASKS  

August/September 2020 

 
➔ Quickbooks and Bookkeeping:  

◆ Entered all September and October so far in Quickbooks (income and expenses). 

Fewer hiccups. Able to use their reports function. 

◆ Trained one other time with Jacquie (our accountant) about the remaining 

hiccups. Extremely helpful. 

◆ Emailed with Jacquie about bank change and the process.  

◆ Opened Canvas CU checking and savings account with Donna to prep for the 

move voted on 

◆ Created the new Canvas accounts in QB, just need to finish the linking 

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

merchant. 

◆ Debbie H. is counting the pamphlets and Julie the medallions for the inventory in 

QB. 

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

January 2021. Need to continue to finesse QB to create one. 

 

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

mollyowilliams@gmail.com) - 10 subscribers so far 
◆ Created new meeting list that includes zoom meetings NEED FEEDBACK and 

copy editing 

◆ Updated meetings on website and meeting guide app, watch volunteer needs, 

and price list. Worked on expanding the “Resources” section of the website with 

all IG meeting info and re-opening guidelines 

◆ Started on Newsletter. Any suggestions for this holiday-themed newsletter? 

◆ Julie adding price to books in pencil on the first page 

mailto:mollyowilliams@gmail.com


◆ Met with Don T., George M., and Chelsey about the upcoming Zoom fundraising 

event on either the First or Second weekend in December. Music and George as 

MC. 

◆ News Updates & Announcements 

 

➔ Watch focus:  
◆ Worked with Julie to get 2 watch volunteer shifts filled (and trained). 1 open shift 

on Thursdays 3-5pm still which Julie is currently doing.  

◆ Need to send an email out to all watch volunteers about staying vigilant about 

their shift time. 

◆ Planning a workshop with Julie to stay current. 

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

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

 

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

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

◆ Paid Bills and tracked income for September/October 

◆ Scanned files and receipts and uploaded to the Drive 

◆ Sent quarterly QB sales info to Jacquie for tax reports/payments  

 

➔ Miscellaneous Other Stuff 
◆ Met with Comcast about call forwarding. Received a quote. 

◆ Got a printer for the volunteer desk! 

 
NEXT MONTH’S GOALS: 

1. New Website, hopefully, with Jon 
2. Gather feedback and print Meeting List 
3. Fix up Central Office more and move computer to other desk with Alex 
4. Make 50 copies of the meeting list 
5. Plan watch volunteer workshop with Julie and Wister 
6. Continue research on budgets in Quickbooks 
7. Add IGRs to email subscription list 
8. Complete Canvas CU move, talk with accountant, and close Wells Fargo 
9. Finish Northern Notes Newsletter for the holidays 



 


