TREASURER

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:
By-Laws: The Treasurer shall be the custodian of the funds of the Regional Council. He or she shall collect all monies payable to the Council and shall deposit the same as directed by the Executive Committee. He or she shall disburse funds of the Council upon the written approval of the President or as authorized by the Executive Committee of the Council. The Treasurer shall keep books of account of the Council and shall submit a statement of his or her accounts, with proper vouchers, at the regular meeting of the Council. He or she shall render an annual account to the officers prior to each annual conference. He or she shall perform such other duties as properly belong to the office, or as may be specified by the Executive Committee. The books of the treasurer shall be open for inspection by the officers, or any committee appointed by them, for the purpose of making an examination thereof.

Before entering upon his or her duties, the Treasurer shall enter into a good and sufficient bond, payable to Southwest Regional Council of NAHRO, in an about as determined by the Steering Committee commensurate with the funds on hand. The premiums for said bond shall be an authorized expenditure out of the Council funds.

· Coordination the preparation of an annual budget. 

· Processing receipts and disbursements. 

· Maintaining bank accounts. 

· Preparing Financial Statements. 

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

Presidents and their respective officers bear the responsibility for total financial management of their organizations. The primary responsibility for maintaining financial records rests with the organization's treasurer. Since that 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 monthly financial statements at regional, chapter, or state association board meetings. 

· All Check disbursements should have two signatures. 
· Someone other than the treasurer should prepare bank reconciliations.

The establishment of an audit committee can be useful if the region or chapter is large. The audit committee can take the place of an independent audit if it is not cost effective to pay a CPA firm. Whether or not you establish an audit committee, follow the budget and finance procedures that are outlined in the reminder of this section.
The Budget:
A budget is a plan for the coordination of resources and expenditures. It should be a strategic tool which can be used to set the structure of regional and chapter operations for many years. Each region and chapter should prepare and formally adopt a budget to guide its financial activities at all times. The treasurer should coordinate budget preparation, but should not actually prepare the budget. Other officers involved with programs that result in income should be responsible for initial budget proposals. In this fashion, everyone becomes involved with the budget process. A budget should never be prepared by one person.
Receipts and Disbursements:

All disbursements should be paid by check after receipt of the vendor's invoice. All vendor invoices should be approved by the individual ordering the merchandise or service. The treasurer must check for accuracy and approve all expense codes on bills. The invoice also should have the treasurer's signature on it as well as the check and number and date of payment. This procedure prevents the inadvertent payment of the invoice more than once. After payment, invoices are file alphabetically to facilitate easy reference. This is called a paid invoice file. This file becomes the primary support for each cash disbursements.
In processing cash receipts, all checks received should be stamped "for deposit only," marked with the appropriate income account, photocopied, and prepared for deposit to the bank. A deposit ticket is prepared and a copy is attached to the photocopies of all checks deposited that day. A deposit file is maintained by day for easy reference later on. This daily deposit record is then used to prepare a transaction entry in the cash receipts journal.
Therefore, your main support for cash disbursements becomes the paid invoice file and the main support for cash receipts becomes the deposit file of money received. The journal is totaled each month, and the summary totals are posed to the appropriate general ledger accounts. 

General journal :
 This general journal is used to make appropriate adjustments to the accounts that cannot be recorded in other journals. Since the number of these entries is generally small, this journal can be combined with the general ledger.  

General ledger:
 The ledger is used to summarize the monthly transactions for all accounts recorded in the journals. It utilized standard ledger sheet paper having debit, credit, and balance columns for each account and s separate ledger sheet for each account listed in the chart of accounts.
Internal Control Procedures:
Internal controls procedures help prevent the unethical loss of assets. Financial duties should be separated by allocation financial responsibility among various persons so that no one person is wholly responsible for any single accounting function. Persons responsible for bank deposits or disbursements should not be responsible for reconciling the bank statements. The Treasurer should approve all journal entries. Individuals responsible for income for training, services, and other activities should prepare a list of all the names of people who attended with amount they paid, the items paid for, and the total amount collected . This list should be compared to the bank statement. All cash receipts should be promptly deposited in the bank account, and an independent audit of the financial statements should be conducted annually. 
