
   
                     Position Description – Treasurer





    (incorporates guidelines) 





           (as of May 12, 2008)

   (Administrative Change July 21, 2011)

The Treasurer’s job requires that the individual has rudimentary financial knowledge; he/she must know an asset from a liability, know the difference between a balance statement and a profit/loss report, and can accurately balance a checking account.  Computer familiarity is a must and knowledge of software accounting systems is a definite plus.  He/she must also have knowledge of Federal and State Income Tax regulations as pertaining to our not-for-profit organization (501)(c) (19).   

He/she is required to serve on the Financial Management & Budget Committee of the organization, but is exempt from being part of the audit function of the Committee.

The Treasurer is required to provide assistance in obtaining state sales tax exemptions in support of our annual conventions.  The Treasurer will manage the AF Comm & ATC Association funds in compliance with the general and specific guidance in the Fiscal Management and Budget Policy Charter.  
Our current bank of record is the Bank of Belton (Missouri).  The Executive Director is currently a co-signatory for all CDs and the Executive Secretary is the co-signatory for the primary AF Comm & ATC checking account.  
Bank address and account numbers are available in a separate document, as well as our Federal Tax Exemption Number, or Employee ID Number, and our State of Michigan Incorporation Number.  

Specifically, the duties are:

· Upon taking office, coordinate with the chairman of the Fiscal Management and Budget Policy Committee to implement an audit of the books and establish a “going-forward” account base.

· Maintain the treasurer’s checking account.  This requires that the Treasurer record incoming money (normally checks) from the Director for Membership, incoming money from PX/BX orders, incoming money from donations, and interest income from our Certificates of Deposit.  Currently the accounting is accomplished through the use of Quicken Premier Home & Business 2005 software.

· As of the September 2005 Board of Directors meeting, the previous funds (Memorial/Automation/Special) will not be carried as separate accounting entities, but will be taken into the General Fund.  Donations will remain accountable within the General Fund, shown as one donation fund on financial statements, and used at the direction and discretion of the Board of Directors Executive Committee.  

· The Treasurer will send the names of all individuals donating funds to the AF Comm & ATC Association to the Editor & Publisher.  The names of these individuals will be published in the next issue of the AF Comm & ATC Communicator.  The amounts of donations are PRIVATE and will not be published.  Records of donations will be maintained and formal receipts with the name, amount of the donation and date of receipt will be provided when required by the IRS rules.
· Reimburse expenses incurred by officers and board members in duties required by their office(s). Expenses are logged against each officer and totaled each quarter. All expense reports (authorized in the current AF Comm & ATC Budget or approved by the Executive Director) submitted to the Treasurer for reimbursement will be accompanied by receipts.  Quarterly figures are compiled yearly for budgeting purposes, and to show where organizational expenditures take place.

· Allocate funds to the AF Comm & ATC Editor & Publisher to cover expenses necessary to publish our bi-yearly issues of the AF Comm & ATC Communicator and the periodic printing and mailing of the Membership Roster.  Checks to support the two issues of the AF Comm & ATC Communicator are normally required by 1 April and 1 October of each year. The AF Comm & ATC Editor & Publisher maintains one separate account used for publishing expense, which the treasurer must review and ensure it is balanced.  Monthly statements for this account are sent to the Treasurer, including all receipts to justify expenditures for this purpose.

· The treasurer also maintains an account covering AF Comm & ATC Communicator mailing expenses. Expense reports and receipts are forwarded by the  Editor & Publisher on an as-required basis so that this account can be balanced. The Editor is responsible for establishing a Non-Profit Bulk Mail Account and paying the annual fee for this Permit.  Also, the Editor/Publisher is required to deposit funds for the mailing of each issue of the Communicator into the Post Office Permit account.  Post Office deposit slips, receipts and Post Officer reports for mailing the issues of the AF Comm & ATC Communicator will be provided to the Treasurer.  

· Allocate funds to the Director in charge of the Perpetuity Project to meet efforts to recruit new members.  This encompasses the production of brochures, advertisements in military publications, and other related activities.

· Disburse checks for donations to charities and to cover expenses for memorials approved by the BOD.

· Balance the treasurer’s checking account. Account cutoffs and statement preparation are at month end.  Monthly check registers for the accounts are produced each month from the software and kept in account folders.

· Pay the yearly corporation fee, which must be sent to the state of Michigan by August of each year.  The current fee is $20. 

· Prepare the annual IRS Tax Form 990-EZ for submission to the IRS at the end of the fiscal year, June 30.  All required IRS Tax Forms will be coordinated with the Executive Director and the Chairman of the Financial Management Policy Committee, prior to submission to the IRS, by Oct 1. Based on the June 30 date as the end of our fiscal year, required IRS Tax Forms must be submitted to the IRS by the 15th day of the 5th month after the end of the Association’s Fiscal Year and must be received by the IRS no later than Nov 15.
· The Treasurer, as member of the BOD, is required to vote on measures brought before the board by the broad membership or by other Board members.

· Perform other similar duties as required or requested.

Approved: Stanley J. Phillips

                    Executive Director

                    July 21, 2011
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