



Cabarrus Quilters Guild – Job Description Treasurer
Term:  Two Years
Purpose:  The Treasurer has the responsibility to maintain the financial health of the guild by keeping track of all income and expenses.  The Treasurer is an administrative position that requires a working knowledge of accounting, budgeting and use of Quicken.  You will work closely with all committee chairs.
· Serve as  a member of the Board and Executive Board
· Preside at the Executive Board meeting or General meeting in the absence of the President, the Vice-President, and the Secretary
· Attend monthly meetings and pay expenses incurred for such meetings along with reimbursements to members for expenses incurred by them
·  Collect monies from committee chairs and deposit into the bank account in a timely manner
· Provide actual vs. proposed budget expenditures to the Executive Board
·  Manage all bank accounts	
· Monitor the savings account and CD accounts
· Transfer monies as needed (to keep savings account active, you need to make a deposit to the account at least once a year)
· Open new bank accounts after approval by the President or acting President
· Close bank accounts as deemed reasonable with the approval by the President or acting President
· Change Mr. Storage Debit card billing to the new Treasurer's Debit card. Change Guild’s Mr. Storage Profile to new Treasurer's phone number.
· Reconcile monthly bank statements via online statements. (Statements are no longer mailed.)
· Request from committee chairs budget amounts from the upcoming year (November)
· Develop the annual budget.  The budget is then reviewed with the Executive Board members at their December meeting.  The Executive Board must approve any major changes to the budget
· Present the annual budget and the prior year’s budget to actual at the January Business meeting
· Make available financial records of the Guild, as they are  public information, to the general membership and Executive Board members at the respective meetings as requested
· Follow the fiscal year -  January 1 through December 31
· Provide the following documents to the Audit Committee members
· See Audit Committee Job Description
· Review liability and fidelity bond insurance policy annually.  Update as necessary with approval of the board.  Paying liability insurance annually and requesting certificate of insurance for meeting and event locations as requested.  Obtain “Certificate of Insurance”  for  Mr. Storage (our storage facility) and any CQG sponsored workshops as requested
· Pay all expenses timely.  
· All expenses incurred for Guild business are submitted to the Treasurer for payment; any expenditure outside the budget must be approved by the Board.  
· Write all checks keeping copies of all receipts
· Committee Chairs use the Reimbursement Form or Deposit form  (copy can be found on Google Drive)
·  Quilt Show: The Treasurer shall prepare and supply separate cash boxes to each group. Do NOT co-mingle monies from one group (i.e. White Elephant, entrance fees, silent auction) to another.  At the end of the quilt show the Treasurer shall collect all receipts and deposit the funds.  Promptly inform all committee chairs with total receipts from the quilt show. Prepare a final report with income and expenses for the following monthly meeting. 
· Obtain new signature cards at Pinnacle Bank for the President, Vice President and Treasurer.  This is started with a letter from the Treasurer and copy of executive board minutes stating the names of the new officers of  
· File Federal land State tax returns as required.   
· Income Tax Return = File Form 990-N before April 30, only if revenue does not exceed $50,000.
· Ensure the CQG Post Office Box is checked on a regular basis (this can be delegated).  Distribute the mail appropriate
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