Treasurer Role and Transitional Activities
Title:	Treasurer

Purpose:	
· The Treasurer shall receive and supervise the handling of all receipts, income, deposits and disbursements of the Chapter's monies

Responsibilities:	In accordance with Chapter Bylaws, the Treasurer shall:
· Receive and supervise the handling of all receipts, income, deposits and disbursements of the Chapter's monies; 
· Keep accurate records of all income and expenditures; 
· Co-sign checks; 
· Submit Area and National dues, assessments and forms to the appropriate office on time; 
· Disburse funds authorized by the Chapter; 
· Submit IRS form 990 prior to September 15th; 
· Prepare an annual Chapter budget; 
· Provide a written treasurer's report at each regular meeting; 
· Submit a written itemized annual report in April; 
· Keep a file of bank statements and canceled checks; 
· Collect and file vouchers with receipts attached for all expenditures;
· Keep accurate balanced records; 
· Turn over all records to the Audit Committee when requested and other required duties. 
· All monies received will be deposited within five (5) business days. 
· Shall be the Chair of the Finance Committee.

Partners With:
· Chapter President or Designee
· Vice President
· Financial Secretary
· Each Committee Chair
· Each Facet Chair
· Financial Institutions Where the Chapter Banks
· Chapter Members
· Other as needed

Qualifications:	 

· Requires proficiency in the preparation of financial reports and in the proper handling of membership dues and fees. 
· Ability to commit time 
· Accountable, accurate and knowledgeable of standard accounting procedures.
· Willingness to learn and embrace The Links Incorporated vision, mission, strategic plan, and other guiding documents.
· Working knowledge of Roberts Rules of Order 
· Strong Oral and Written Communications Skills
· Ability to use tools that assist in operational efficiency


Other Responsibilities:
· Operations
· Meeting with the newly installed financial officers to transition bank accounts and acquire new signature cards no later than June 30th; 
· Chairs the Finance Committee with other members appointed by the Chapter President; 
· Keeps the official financial records of the Chapter; 
· Meets regularly with the Financial Secretary to ensure that records of the two are in alignment;
·  Reports the record of monies disbursed, the name of recipient, and the reason for the expenditure. All checks written must be documented with a voucher; 
· Electronic payments are acceptable provided that the payments are supported with appropriate documentation such as invoices, digital copies of receipts and vouchers which include the name of the recipient and the reason for the expenditure. The voucher approval levels are still in place and may be evidenced via email rather than a handwritten form; 
· Reconciles book balances with monthly bank statements; prepares monthly bank reconciliations; 
· Provides a complete financial report at each Executive Board meeting of the Chapter followed by a report at the monthly Chapter meeting 
· It is important that the membership receive monthly reporting that clearly shows monies collected and details of disbursements paid. This type of accountability provides confidence to members that officers are being good stewards with their dues and fundraising monies. These reports should be provided for all accounts of the Chapter; 
· Presents a year-end statement of financial operations at the Chapter meeting in May of each year. The year-end statements should cover all accounts of the Chapter and it is very helpful to compare actual to budget to assist members in their understanding 
· Provide documents via a secure electronic solution, such as Dropbox, Google Docs, or Members Only section of the Chapter website, if she elects to submit Chapter financial reports electronically; 
· Submits the National dues and assessments paid by Chapter members to National Headquarters using the member management system on the National website (the “IMIS System”); 
· Submits end-of-the-year books to the Chapter's Internal Audit Committee to ensure the timely completion of the Internal Audit at least by June 30th; 
· Prepares fiscal year-end April 30th financial reports for the Chapter and its Internal Audit Committee; 
· Files the appropriate IRS tax forms (Tax Form 990, 990-EZ or 990-N e-Postcard) with the Internal Revenue Service and The Links, Incorporated on or before September 15th of each year; 
· Files the bonding insurance by September 15th of each year, regardless of an extension being filed for IRS tax form. 
· Standard Folders 
· Work with the Technology Committee to set up standard file folder (thumb drive, other storage media) as needed by this position
· Document any online account information such as system log in information, permissions, etc. consistent with the Bylaws and Chapter transition planning process 
· Communicates in a timely manner to include but not limited to: email, voicemail and text messages.  These communications should occur within 48 hours of receipt
·  All monies received will be deposited within five (5) business days.


