
TREASURER

Job Description
Revised April  2023
The Treasurer shall be Chief Financial Officer of the corporation and is responsible for all financial records. She shall have custody of all chapter funds, keep an account of receipts and expenditures, collect funds and pay bills according to the budget. She shall present financial reports at Board and regular meetings of the Assistance League® of Indianapolis. She shall sign checks only if 2 other signers are not available.  She shall arrange to have the books reviewed or audited annually by a Certified Public Accountant (CPA). She should be available to answer (or find answer to) any financial problem or question. She should be alert to any possible financial problems that might occur regarding programs, expenditures, tax implications, or budgeting. The Treasurer reports to the President. She is a member of the Budget Committee, Executive Committee and Finance Committee. The Donor Recorder Committee is under her direction.
Specific duties:

Serve as Chief Financial Officer of corporation.
Use QuickBooks Online computer system for receipts, expenditures, and preparation of financial statements.

Attend training as needed and budgeted. 

Be familiar with information in the Finance Handbook which is available on National website.
Attend Board training – usually in June.
Attend all Board, Regular, Executive, Budget, Finance and Donor Recorder meetings. 
Be knowledgeable of current financial information with explanations of any unusual occurrences.
Inform President in advance to be on Board or Regular meeting agenda.

Follow Assistance League of Indianapolis and National Assistance League® Policies and Standing Rules.
Follow detailed responsibilities as outlined in the Treasurer’s Timeline.
Check treasurer@alindy.org emails daily.

Pick up mail at chapter office once or twice a week.
Write articles for monthly Chapter Newsletter as needed.
Provide financial information for Chapter’s Annual Report
Provide financial reports for Board Meetings, Regular Meetings and Fiscal Year end.

Maintain custody of all Chapter funds. Manage all accounts at financial institutions to be sure sufficient balances in accounts, balances do not exceed the FDIC insured amount, and max # of transactions per account per month are not exceeded.
Enter all deposits into  Quickbooks.  These can come from  Asst. Treasurer-Donor Recorder,  event chairmen, donations, and dues through ALI website, OneCause (event donations)  and any other source of income. 

When monthly bank statements arrive, review each account with QuickBooks software. 
Appoint a member to reconcile bank accounts with statements monthly. Meet with this member to reconcile statements. 
Back up information on computer by a secure method.
Ensure that all income is placed in one of Assistance League of Indianapolis’ financial accounts by Assistance Treasurer or member selected by a fundraising activity.
Work with the Vice President Membership regarding annual dues collection, new members’ dues and dues paid to National Assistance League
At the end of each month, email an inventory report to our insurance agent.
Present financial reports at all board and regular meetings and have copies available.

· Statement of Activities (“Budget vs. Actual Report”) detail to Board: Summary to membership
· Statement of Financial Position to Board; Summary to membership

Prepare financial reports for any chairman who needs an accounting of income and expenses for area of responsibility. (Especially helpful for Holiday Luncheon, Gala, and OSB Chairmen.)
Work closely with President to send all necessary documentation to file the “Indiana Annual Report of Nonprofit Corporation” with the Secretary of State of Indiana to maintain Assistance League of Indianapolis corporate status by April 1.
Budget:
· Send out budget request forms to all elected officers and appointed chairmen and Finance Committee in time to prepare for February/March budget meetings.  

· Convene the committee to prepare budget for next year and submit to Board and membership at March meeting for approval at April board and regular meetings.  

· Call for additional meetings if needed to discuss financial problems.
· Assist VPs and Chairmen in monitoring their actual vs budgeted expenses

· All requests for funds $100 over budgeted amount, must be approved by Assistance League of Indianapolis Board. Amounts exceeding $500 need to be approved by the membership. 

Work with Vice President Marketing to prepare financial information for annual reports, community newsletters or other public information using information from the most recent Audited reports. 
Arrange to have an annual audit performed by an accredited CPA firm (currently Barnes Dennig). Arrange to have all appropriate tax forms prepared by the CPA firm.
· Meet with auditor in June and provide information for completion of annual audit. 

· Provide info as requested by tax preparer for completion of IRS 990 return – due date is 10/15
· Review audit, and tax form (IRS 990) with the Board. 
With Finance Committee, research investment opportunities for the assets placed under its jurisdiction, while adhering to the specific limitations and guidelines set forth in the Assistance League of Indianapolis Financial and Investment Policy.
Follow up with annual requests from Labyrinth, Inc to  renew states’ Charitable Solicitation Registration

Assist in educating membership on the budget, monthly reports, use of vouchers, etc. specifically at Board Training and Appointed Position Training.

Serve as a member of the Donor Recorder Committee

Revise and update job description as needed and approve changes with President-Elect.
Update Treasurer’s timeline.

Train incoming treasurer and pass on manual and timeline.
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