Treasurer
Bylaws Article:
 5.5. 	The Treasurer shall receive all funds and pay all bills as directed by the approved budget and the Board of Directors. The Treasurer shall keep a full and accurate account of all transactions and record them in permanent books or in a software program in accordance with the budget of the organization. The Treasurer will deposit all monies in such depositories as may be designated by the Board of Directors. The Treasurer will give an up-to-date report at all monthly meetings and the books and records shall be audited annually under the direction of the Board of Directors.
Purpose:
To function as financial officer and advisor to chapter’s Board of Directors. File appropriate forms for Tax.
Term of Office:
· This is a two-term position with no limit to the number of years one can hold this position.
· This is a voting position.
Election/Appointment Mechanism:
· This is an elected position.
Responsibilities:
· Prepare annual operating budget (use budget requests from others)
· Determine budget for treasurer position.
· Receive all income for SABS using deposit forms.
· Pay all bills for SABS.
· Reimburse all budgeted expenses for SABS using a reimbursement form.
· Prepare monthly reports for Board meetings (bank balance and reconciliations)
· Attend meetings with a checkbook.
· Create forms for reimbursement and deposits.
· Collect and deposit money into bank.
· Keep accurate and current records, including copies of all checks deposited and lists of the source of all cash deposits, as well as check requests or bills for all checks written in checkbook. 
· Prepare annual Year-end financial report by end of January.
· Present books and computer in March for audit committee
Qualifications:
· Must be a member of SABS.
· Must attend 7 out of 9 board meetings.
· Must be able to commit the time and resources.
· Must have effective communication, spelling, math, and grammatical skills. 
· Must be aware of keeping costs in-line with budget.
Resources Available
· Job Description & Bylaws
· Past Owner of position if available
· Book of Business
Timeline:
1. January: Prepare Year End Budget report for January Board meeting.
2. First Quarter: Present annual budget 
3. 1st & 2nd Wednesday of each month: attend meetings to write check for venue and any other reimbursement/deposit requests.
4. Within 7 days: write and mail checks for any reimbursements.
5. Monthly board meetings: Report bank balance and reconciliation to President.
Measures of Success:
· Specific Goal achievement as set for this job.
· Budget compliance.
· Tasks executed in a timely manner.
· Quality of deliverables.
· Positive feedback from members and peers.
· Personal feeling of accomplishment. 

