ARMA Chapter Board Position Guide - Treasurer

	Overview
	The Treasurer is the financial officer of the chapter. This position is responsible to the President and the Board of Directors for the receipt and deposit of all funds of the chapter and for the disbursement of funds for properly vouched and approved expenditures. 

A summary of the Treasurer’s primary duties are as follows:

· Prepare and present the Chapter budget at the annual Board transition meeting.
· Prepare and present monthly financial reports at Board meetings.
· Receive and disburse Chapter funds.
· Provide required reports and forms to ARMA International, the IRS, and the State of Louisiana.
Term: 1 year – elected


	General Duties
	Step

Action

1

Deposit all receipts, membership dues, fees from meetings, etc. Record receipts in a journal and in a checkbook register with the following information: date, from who received, items covered, and the amount. Deposit receipts are kept for record. Please see the chapter retention schedule for financial records requirements.

2

Maintain a book of accounts showing receipts and expenditures, which are open at all times for inspection by the Board, officers, and membership.

3

Pay by check all the approved bills of the chapter. All payments should be accompanied by an invoice.

4

Prepare a chapter financial budget for approval by the chapter Board of Directors.

Request a budget from each committee chairman so a budget for Board approval can be prepared.

Direct the Board’s attention to expenses that are running over budget appropriation.

Below you will find a list of general duties for the office of Treasurer.


	Monthly Duties
	Below are duties that the Treasurer needs to perform each month:


	1
	Monitor monthly bank statements and compare receipts against transactions. Report and resolve any fraudulent activities on the chapter account in a timely manner. 

	2
	Prepare a monthly treasurer report for distribution to Board members. 

This report should show the previous month’s balance, all deposits for the current month, all disbursements for the current month, and the current month’s balance.


	Yearly Duties
	Below are duties that the Treasurer needs to perform each year.


	1
	Prepare annual chapter financial information forms at the end of the fiscal year. This includes documents to complete the IRS 990 Form, and is a requirement for US chapters only. Failure to file this paperwork for three consecutive years will result in the loss of non-profit status with the IRS.  

	2
	File the annual report with the LA Secretary of State on October 1 of each year. 


	Transition Duties
	Below are duties that the Treasurer needs to upon taking or leaving office.


	1
	The Treasurer, along with the President, Vice President, and Secretary, must all be listed as authorized users for the chapter bank account. The treasurer must go along with incoming board members to the bank to make this change and have a new card issued to the new treasurer. Group must bring the minutes of the chapter meeting where new board members are elected.

	2
	Receive/give the Chapter’s folders containing, receipts, banking information, and reports from/to the outgoing/incoming Treasurer. 

	3
	Update accounts with new card/name information to make sure automated revenue and expense processes are not disrupted.


