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Investment Club Monthly Checklists for 
Members & Treasurers

DOUG GERLACH   •    MYICLUB.COM   •    AUGUST 2024
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Handout & Questions

Handout in PDF 
format is available 
in Handouts tab.

2

Type questions in 
Questions box.
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Where’s Doug?
 Aug 24, 2024 - North Carolina BetterInvesting Chapter, High Point & Online

 Sep 09, 2024 - New Jersey BetterInvesting Chapter, Online

 Sep 14, 2024 - Heartland BetterInvesting Chapter, Des Moines
 Sep 21, 2024 - Alaska BetterInvesting Chapter,  Anchorage

 Oct 12, 2024 - Rocky Mountain BetterInvesting Chapter, Online

 Oct 26, 2024 - Puget Sound BetterInvesting, Online
 Nov 02, 2024 - LA/MS BetterInvesting Chapter, New Orleans

 Dec 07, 2024 - Philadelphia BetterInvesting Chapter, Philadelphia

See details at www.smallcapinformer.com/Resources/Upcoming-Events
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Duties of Investment Club 
Members
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INVESTMENT CLUB MONTHLY CHECKLIST 
FOR MEMBERS
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Pay Your “Dues”
 As stipulated in club’s operating documents, make minimum 

monthly member payment.
 Receiving new capital from partners regularly is key to long-term investing 

success.

 Don’t make more work for treasurer:
 Plan ahead & make arrangements if you expect to miss meeting.
 Use automated monthly e-payments if possible.

 Consider increasing your monthly payment over time (as club 
rules allow).

6



ICLUBcentral Investment Club Webinar
by Doug Gerlach, gerlach@iclub.com

8/20/2024 4

Perform Officer Tasks

 If serving in club officer position, perform required 
duties each month as required.
 President – set agenda.

 Portfolio Manager – manage schedule of updates & new stock 
studies.

 Secretary – distribute minutes.

 Treasurer – complete Treasurer tasks.
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Update SSGs & StockWatcher Reports
 For assigned stocks in club portfolio & on watch list:
 Review recent news & quarterly reports.
 Update price in each SSG.
 Update quarter/fiscal year data & judgment in SSG after company reports.

 Be prepared to discuss negative events & impact on company & 
portfolio.
 myICLUB StockWatcher Report can provide framework for review.

 Provide buy/replace/hold recommendation.
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Conduct Research on New Ideas

 In conjunction with club officers or other members, 
prepare presentation on one or more SSGs of new 
company ideas.

 Ideally should be stocks that challenge current holdings 
or fill portfolio diversification gaps.
 Random stocks that simply “look good on SSG” may not serve 

portfolio goals.
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Prepare Educational Presentation

 Many clubs allot time for education in each meeting, 
with members preparing presentations on various 
financial topics.

 Sector/industry overviews can be useful in providing 
basis for future club investments.

 Often said that best way to learn is to teach.
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Retrieve Current Club Reports from myICLUB

 After Treasurer prepares valuation, every member has access & 
can get copies of key reports.
 Treasurers use Email function on reports to notify members.

 Members can view, print, or download/save PDF versions.

 Key reports:
 Valuation Statement.

 Member Status Report (confirm your payments are recorded correctly).

 Portfolio Reports: Summary, Review, Diversification.
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QUESTIONS?
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Duties of the Investment Club 
Treasurer
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INVESTMENT CLUB MONTHLY CHECKLIST 
FOR TREASURERS
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Club Treasurer’s Duties
 Regular monthly duties (Every month or every meeting).
 Enter member deposit & cash/securities transactions.
 Create valuation & other reports.

 Occasional duties (As needed between meetings).
 Process member withdrawals & additions.

 Year-end duties.
 Close club’s books at year end.
 Organize annual members’ audit of books.
 File tax returns with IRS & State.

MONTHLY CLUB TREASURER CHECKLIST
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myICLUB Wizards Can Help
 Wizards are step-by-step aids that ensure necessary tasks aren’t missed.
 myICLUB features 5 wizards:
 Pre-meeting.
 Post-meeting.
 Startup.
 Reconcile accounts.
 Member withdrawal.

 Access from left navigation panel in Accounting section.

17
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PRE-MEETING TASKS

19

Pre-Meeting Wizard

 Helps perform common tasks prior to monthly meeting.
 Add New Members.

 Enter Member Deposits.

 Enter Member Fees.

 Enter New Cash/Security Transactions.

 Prepare Security Valuations.

 Print Reports.
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Add New Members

21

Add New Members

 Once club has approved new member, add them to myICLUB.com as 
Member.

 Require name & email address (at minimum).
 Member receive “invitation” to join club’s private website.
 New member must click special link within specified period & create 

username/password.

 May also add contact info (address, phone) for new member.
 Will also require member’s Social Security Number for tax filings, but 

don’t have to store in myICLUB.com.
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Add New Members
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Enter Member Deposits

24
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Enter Member Deposits

 Member payments (“dues”) are typically entered right 
after meeting (don’t wait until just before next meeting).

 TIP: Develop policy for recording late payments.
For instance, any member checks received after meeting 
(or after a grace period of a few days after meeting) will 
be recorded with next meeting’s checks.
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Enter Member Deposits
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Enter Member Fees
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Enter Member Fees

 Typically, member fees entered same time as member payments.

 TIP: Member fees should ONLY be used for penalty situations 
(such as bounced checks) and NOT to cover club expenses 
(which should be entered as member payments).

 TIP: Make treasurer’s job easier by not charging late fees or 
“annual club dues.”
 All monies from members ends up in same pot anyway!

 If necessary, enter any fees not entered after last meeting.
28
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Enter Member Fees

29

Enter New Transactions
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Enter New Transactions

 If necessary, enter any new cash or security/bank or 
brokerage transactions, such as:
 Interest, dividends, reinvested dividends.

 Buys, sells.

 Split, merger, spinoffs.

 TIP: To make treasurer’s job easier, don’t use dividend 
reinvestment.

31

Monthly Cash Transactions
 Enter interest received.
 Can record money market dividends as interest (probably easier) OR as money 

market dividends.

 Enter expenses paid.
 Categorize as Investment or Non-Investment.
 TIP: Investment expenses are no longer deductible on tax returns for most, so keep expenses low!

 Allocate by percentage ownership share or equally by member.
 IRS regulations require allocation by % ownership unless your partnership agreement specifically 

specifies otherwise.
 TIP: Never collect Member Fees to offset equally-allocated expense.
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Monthly Security Transactions
 Enter buys & sells of securities.
 Enter security distributions (dividends).
 Do NOT enter Cash Dividend received from Security as Cash Transaction.
 Enter as Securities Transaction – so can determine if dividend qualifies for 

lower tax treatment.

 Enter reinvested dividends.
 TIP: To make treasurer’s job easier, don’t use dividend reinvestment – especially 

for REITs or other problematic securities.

 Enter foreign tax (withheld from dividends issued by foreign companies).

TIP: Securities to Avoid in Clubs
 DO NOT HOLD PROBLEM SECURITIES:
 Anything with “partners” or “partnership” in name:

 Master Limited Partnership (MLP),  General Partnership, or Limited Partnership (LP).

 Royalty Trusts.

 Real Estate Investment Trust (REITs).

 Widely held fixed-income trusts (WHFITs)

 Commodities (including precious metals) or in Exchange Traded Funds (ETF) that 
hold them.

 Crypto-currency.

 Pre-packaged “folios” or “baskets.”
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Select Transaction Type

35

Enter Transaction Details

36



ICLUBcentral Investment Club Webinar
by Doug Gerlach, gerlach@iclub.com

8/20/2024 19

Enter Any Additional Transactions
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Prepare Security Valuations

38
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Prepare Security Valuations

 Each month (or as defined in partnership agreement), club must 
value its portfolio by determining prices of every security held.

 myICLUB will automatically bring in prices as of selected date.

 TIP: Valuations should be prepared as close to meeting as 
possible.

 TIP: Review “Price Date” for each security to spot potential 
changed/erroneous/unavailable tickers.

39

Review Security Prices

40



ICLUBcentral Investment Club Webinar
by Doug Gerlach, gerlach@iclub.com

8/20/2024 21

Print/Share Reports

 Most common monthly reports are Valuation 
Statement & Member Status Report.
 Unified Monthly Report also includes report of all cash & 

security transactions.

 TIP: With myICLUB, treasurer doesn’t need to print & 
copy reports for meeting – members log on & print 
own copies.

41

Print/Save Reports

42
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Print/Save Reports as PDF

43

End of Pre-Meeting Wizard
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Share Reports

 Go to myICLUB.com > Accounting > Reports.

 TIP: Unified Monthly Report allows most 
common reports to be printed/shared on one 
screen.

45

Unified Monthly Report

46
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Share Report

 Once Valuation has been generated, notify members by email using Email 
icon at top of any report page.

47

Email Report Link to Members
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Emailed Report

 Once email has been sent, members click link in email 
message to go to myICLUB website.

 Members log in with own username/password.

 Can then view/download/print that report or any other.

49

Member Clicks Link in Email
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Additional Monthly Task: Reconcile Accounts

 After entering all transactions, reconcile bank & brokerage 
accounts with club books each month.
 Cash balance & number of shares should match.

 Portfolio value may not match even if same dates are used due to 
normal variances in security prices.

 Monthly reconciliation prevents small errors from stacking up & 
becoming increasingly difficult to track down later.

POST-MEETING TASKS

52
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Post-Meeting Wizard

 Helps perform common tasks after monthly meeting.
 Add New Members.

 Enter Member Deposits.

 Enter Member Fees.

 Enter New Cash/Security Transactions.
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Post-Meeting Wizard
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Post-Meeting Wizard

 Follows same path & same tasks as Pre-Meeting 
Wizards for most common tasks carried out 
after each club meeting.

55

Post-Meeting Wizard
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Get Help When You Need It!

Check all of our Help & 
Support resources at:

www.myICLUB.com/support

More Questions?

CONTACT  ME  AT

GERLACH@ICLUB.COM


