	JOB DESCRIPTION/COMMITTEE          INDEX # III E

	JOB TITLE:  TREASURER  

	COMMITTEE RESPONSIBILITY:  FINANCIAL COMMITTEE                                                     (FUNDRAISING AND SCHOLARSHIPS) 

	ISSUE DATE:  9/94                    REVISION DATE:  5/95  /          /

	JOB REPORTS TO: BOARD OF DIRECTORS


ACCOUNTABILITY STANDARDS:


The treasurer shall be custodian of all moneys of the Component and the Tax Exempt number which can be shared with the Districts for business and educational purposes. 
PREREQUISITES:



1.
Has been active at the District and/or component level at least one year.


2.
Agrees to a two year commitment and consents to serve the following year as a committee member/ resource person.

SPECIFIC JOB DUTIES/RESPONSIBILITIES


1.
Prepares and submits an annual budget to the Board of Directors for approval recommending:



a.
Moneys for scholarships and other financial awards.



b.
Financial assistance for Representatives to attend 




Representative Assembly meetings.



c.
Annual dues, possible investing of funds and fund-raisers 



needed to supplement treasury.


2.
Obtains a Certificate of Authority for each bank account from the bank yearly.  Fills out the form appropriately and returns it to the bank.  It is recommended that two (2) board members, one being the treasurer sign all checks.  The President or Vice-President is usually the other approved member.


3.
Collects moneys from workshops and fund-raisers.


4.
Pays all organizational bills. If appropriate, provides funding to an officer or Committee Chairperson in advance.

5.
Enters all credits and debits in the Accounting logbook to cause and purpose.


6.
Balances accounting logbook and checkbook monthly.


7.
Arranges an audit of the Association's books by a qualified, independent auditor, not related to the treasurer at the end of the fiscal year.  This should be done at least every two years.


8.
Receives moneys from ASPAN for RMPANA membership dues, records, and distributes 40% of the dues returned to the appropriate District Treasurer.
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Treasurer cont.


9.
Includes membership listings with reimbursements to the District treasurer. Gives a copy of the membership listing to the RMPANA President, Membership Chairperson, and Newsletter Editor.


10.
Reviews yearly the scholarship point system and determines money value per point.


11.
Reviews the scholarship applications and award moneys based on 


accrued points.


12.
Provides assistance to the Education Committee during seminars (workshops).



a.
Attends workshop to collect moneys of late registrants.



b.
Pays and/or reimburses all conference expenses.



c.
Makes a financial statement of Income and Expenses for each workshop and gives a copy to the Education Committee Chairperson and other Board members.



d.
Works with District treasurers for workshops co-sponsored with that District.


13.
Prepares and submits mid-year (if requested) and year-end reports (required) of the financial activity to President and the Board 


14.
Obtains reports of financial activity from the Districts using the same Tax Exempt Number to include any interest earned for the year.


15.
Keeps all records, bank statements, and receipts on file for seven (7) years.


16.
Collects receipts and the Expense Reimbursement/Extended Funding    Forms before making any reimbursements


17.
Collects receipts and the Expense Reimbursement/Extended Funding Forms as well as all unused funds from persons receiving Moneys in advance (i.e. Per diem moneys).

FILES and FORMS:

Checkbook

Accounting logbook

Membership lists

Expense Reimbursement/Extended Funding Form

Scholarship Application/Point accumulation Form

