Budget and Administration Committee Chairperson
Job Description

QUALIFICATIONS:

· Must be a current member of the National Association of Housing and Redevelopment Officials (NAHRO) and be in good standing with National NAHRO, Regional and State Chapters.

· Must have an active and positive working relationship with the State Chapter.

· Must have the ability and finances to travel to regional conferences (two per year) and national conferences (three per year).

RESPONSIBILITIES:

· Coordinating the preparation of an annual budget 

· Processing cash receipts and cash disbursements 

· Maintaining bank accounts 

· Preparing financial statements 

· Preparing or having prepared and filing with the IRS appropriate form (e.g.,990) 

· Presidents and their respective officers bear the responsibility for total financial
management of their organizations. The primary responsibility for maintaining
financial records rest with the organization's treasurer. Since the treasurer's office 
may change hands biannually, the continuity and consistency of the organization's financial records are of vital importance. The president can help meet his or her responsibility by ensuring that the treasurer does, in fact, accurately and properly maintain all financial records. In addition, the president  should insist upon the following actions: 

· The treasurer prepares and presents up to date financial statements at state association board meetings. 

Budget and Administration Committee
MAINTAINING RECORDS 
An organization depends in part on the quality and continuity of its files and records in order to maintain a well-run region, chapter or state association. All records will be maintained for at least 7 years. The following files and records should be maintained and transferred to incoming officers at appropriate times: 

Financial Records 
· Copy of IRS "Determination Letter" 

· Copy of Federal Employer Identification Number (EIN) 

· Copy of By-laws or Constitution 

· Cash receipts journal 

· Cash disbursements journal 

· General Ledger 

· Bank Statements 

· Financial Reports 

· Nonprofit Reports 

· Paid invoice files 

· Cash deposit files 

· Copies of IRS Form 990/990T 
· Checkbook and deposit tickets 

· Audit reports 

Administration Records 
· A list of officers 

· A list of members 

· One set of minutes for previous four years 

· One electronic set of minutes 

· Copies of newsletters and other publications 

· Copies of conference materials 

· Committee appointments files 

· All historical data on the association 

The Budget and Administration Committee oversees the administration of the Council's budget. The committee recommends action to the Executive Board on all budget revisions and appropriate administrative policies where needed. An unspecified number of members are recommended by the president and approved by the Executive Board to serve on the committee for a two-year term.
The Treasurer shall Chair the Council's Budget Committee who shall be appointed by the Executive Board and be responsible for preparing the Council's annual operating budget for approval by the Executive Board at its Winter Meeting.

