Treasurer Description
The Treasurer shall make a report at each Board meeting. Treasurer shall chair the Finance committee, assist in the preparation of the budget, help develop fundraising plans, and make financial information available to Board members and the public. 
· Maintain knowledge of the organization and personal commitment to its goals and objectives   

· Understand financial accounting for nonprofit organizations 

· Serve as financial officer of the organization and as chairperson of the finance committee. 

· Manage, with the finance committee, the board's review of and action related to the board's financial responsibilities.   

· Work with the chief executive and the chief financial officer to ensure that appropriate financial reports are made available to the board on a timely basis.   

· Assist the chief executive or the chief financial officer in preparing the annual budget and presenting the budget to the board for approval.   

· Review the annual audit and answers board members' questions about the audit.

	Month
	Description
	Completed

	July
	1. Work with Finance Committee Chair and Vice Chair to complete and report the annual budgets for all committees.

2. Prepare Treasurer Report for Board Retreat.
3. Assist new President with checkbook rights and check cashing card.

4. New treasurer and previous treasurer, Wells Fargo, new checkbook/deposit slips, etc.
	

	August
	
	

	September
	1. Fall:  Annually Website domain name (may be paid for 2 years, due Fall 2010).

2. Provide membership committee the membership Roster prior to each conference.

3. Provide MACTA Post (Jerry Jensen and Carl Montzka) current membership Roster.

4. Collect fall conference fees.

5. Collect membership dues.
6. Receive copy of Ewald Contract (or others) to verify payment timelines and obligations. 
	

	October
	1. Prepare Treasurer Report for Board.
2. Prepare Treasurer Report for membership.
	

	November
	1.  Pay Ewald invoice.
	

	December
	1.  Fax W-9 forms at the request of membership fiscal agents.
	

	January
	1.  Fax W-9 forms at the request of membership fiscal agents.
2. File the 990N e postcard with the Federal Government.
	

	February
	1. Report to MN Secretary of State:  Annual amount spent lobbying. www.cfboard.state.mn.us/lobby/reportPrin.htm
2. Introduce on Board Mtg Agenda discussion of membership due amounts for upcoming year (July 1).
	

	March
	1. Collect spring conference fees.
2. Pay Ewald invoice.
	

	April
	1. Report to Internal Revenue Service (IRS) File 990N e post card if not completed in Jan.. Due April 15 of each year.

2. Prepare Treasurer Report for Board.

3. Prepare Treasurer Report for membership.
4. Finalize on Board Mtg Agenda membership due amounts for upcoming year (July 1).
	

	May
	1.  Follow up on unpaid conference fees.
	

	June
	
	

	Misc
	1. Balance checkbook.

2. Pay invoices.

3. Renew and move interest from CD to the MACTA checking account annually.

4. Work with Finance Committee.
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