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TREASURER’S RESPONSIBLITIES 2017


According to the organization’s by-laws and treasurer’s experience the duties are:

1. Accounts for all funds collected and dispersed.
2. Prepares and signs all checks for payment except when President is acting treasurer in       absence of treasurer. Keeps ledger of checks written.
3. Maintains records of deposits with copies of checks and deposit slips. Retiring treasurer prepares the final report. In-coming treasurer prepares the budget for the new year.
4. Reconciles monthly bank statement with check ledger and deposit slips.
5. Calls a meeting of officers and committee chairs at the beginning of the year to review the old budget and prepare a new budget for the incoming year.
6. Provides the officers and committee chairs with financial reports as directed or requested. At a minimum a semi-annual budget report should be provided for the above members. Bank balance information should be available any time.
7.  Serves as a board member.
8.  Prepares annual report to IRS
9.  Provides organization’s non-profit tax status documentation to requesters.

The treasurer’s reimbursable expenses are stamps, printing ink and paper and quality stationary for official correspondence. Only stamps are required on a regular basis. Bank checks are ordered through the bank and charged directly to the account.

There are no expenses for outside help. No storage of records is required outside home of treasurer. Records are retained for 7 years per by-laws.

A CVWG member is required to review the treasurer’s records at a minimum of every 3 years. Called a financial review, not an audit, which would require a CPA and an expense to the guild.

Time required to perform treasurer’s duties is estimated at 200 hours per year including banking time.
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