TREASURER

Position:

Elected 2 (two) year term

Time Commitment:
Approximately 2-4 hours per month plus travel (board meetings, etc.)




Computer skills necessary.
DUTIES:
The APIC Chapter Treasurer establishes, manages, and maintains all records related to the finances of the local APIC Chapter, and submits reports in a timely manner.  The Chapter Treasurer has a fiduciary responsibility to exercise reasonable care for the assets of the chapter.  The Chapter Treasurer’s tasks include:

I. Serves as a voting member of the Board of Directors.  Required to attend APIC-VA Board meetings and annual membership meeting.

II. Budget requests are submitted to treasurer during the fourth quarter for the following year.

III. Prepares and submits an annual report for presentation at the annual membership meeting.
IV. Reviews financial affairs of the Association as necessary with legal counsel and/or accountant.
V. Maintains financial records:
A. Maintains a copy of the chapter’s charter, bylaws, and tax ID number.

B. Organize files with five years of financial information, including budgets, financial reports, checkbooks, bank statements, cancelled checks, and receipts.

C. Establishes and maintains checking account(s).

D. Organize the accounting system.

VI. Manages financial records:
A. Manages the chapter’s finances including bank accounts.

B. Monitors financial results compared to budget, income compared to expense.

C. Works with officers and committees to develop new revenue sources.

VII. Accounting:

A. Makes deposits in bank account: records source and amount in Receipts Journal.

B. Reviews expense requests, writes checks, and maintains Disbursements Journal.

C. Maintains bank account balance and reconciles bank statements.

D. Prepares Quarterly and Annual Income and Expense Statements.

E. Prepares Quarterly and Annual Balance Sheets.

VIII. Reports financial records:

A. Presents financial reports to the chapter president, executive committee, board, committee chairs and membership as needed.

B. Forwards financial reports to APIC National.
IX. Budgeting:

A. Requests budgets from chapter officers and committees.

B. Develops next year’s budget with chapter officers and committee chairs and submits for approval at the last Board meeting of the year
C. Manages the budget approval process

D. Forwards budget to APIC National.
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