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Treasurer’s Duties:

November, 2007


Instructions to manage the Club’s bank account:
1. At least monthly, the Secretary will deposit new applicants’ checks in the Club’s bank account.
2. At the close of each month, the Secretary will provide an updated EXCEL spreadsheet that outlines the checks deposited by member’s name and check number.  The Treasurer should check to see that the deposits tie out.

3. The Treasure will maintain the Club’s financial records using QUICKEN.

4. Except in an emergency, the Treasurer will obtain approval for expenses from the Board of Directors and will write all checks.  In an emergency, the President can sign the checks.
5. A receipt for all expenses shall be retained in the Club’s records.

6. The Treasurer will provide a budget update at the beginning of each Board Meeting.

7. The Treasurer will provide a budget update for each quarterly newletter publication.

