Treasurer

· Maintain a checking account of club operating funds.

 

· Maintain a separate account for SCRIPS funds.  Transfer club balance to operating fund at the end of the fiscal year (August 31).

 

· Make deposits as received.

 

· Write checks on operating account (club president may also write checks) for authorized expenses.

 

· Maintain receipts for disbursements.

 

· Maintain records of all deposits and disbursements (checks, authorized check card expenses) using QuickBooks software.

 

· Maintain financial files on all member families using QuickBooks software.

 

· Balance monthly bank statement.

 

· Attend board meetings as scheduled.

 

· Prepare financial report for presentation at scheduled board meetings.  Maintain copies of financial reports.*

 

· Prepare budget proposal for annual anticipated receipts and disbursements for approval by board of directors.

 

· Prepare financial report for presentation at annual parents' meeting.*

 

· At the end of the fiscal year (August 31), present financial records to tax accountant (Jones, Pounder & Associates) for preparation of tax return.  Maintain copies of all tax returns.*

 

 

* According to the by-laws, these records should be kept by the secretary, along with copies of minutes of each board meeting, so club members and the public can view them anytime.  Perhaps the office manager can maintain a notebook of all the records required by our by-laws. 

