Role of Treasurer – Sample

Treasurer:
The Treasurer is responsible for educating the chapter members about financial responsibilities,
making them aware of chapter expenses and explaining the purpose of their fees. The chapter Treasurer prepares and maintains the chapter budget. He or she tracks and collects all member balances (accounts receivable) and compiles annual and monthly financial reports.

Role of Treasurer:
· Bill and collect dues from members
· Educate members on what they are paying and what it goes towards
· Bill members at beginning of each term
· Always include a due date
· Determine forms of payment (check, cash, CC)
· Manage Chapter Bank Accounts
· Financial forms and computer work remain the responsibility of the Treasurer
· Treasurer is in charge of checking mail for bank statements and invoices
· All checks $250 and above require at least two signatures 
· Prepare Yearly Budget and Carry out Proper Financial Procedures 
· Estimate income:
· Estimate membership figures for each term 
· Based on expenses, determine how much each member will need to pay
· Estimate expenses:
· Estimate fixed and non-officer expenses 
· Involve chapter officers and advisers.
· Monitor Officer Budget  
· Approve all transactions before they are actually made
· If expenditures go over budget in any account, another committee’s expenditures must stay under budget to make up for it.




I have read and understand all expectations and roles of the Treasurer position.

Printed Name:_______________________

Signature:___________________________			Date:__________

