Treasurer
The Treasurer is responsible for planning and managing the Chapter’s financial records by working with the
· chapter bank accounts

· vendor billing

· tax exempt status

· electronic accounts

· budgets

· income and expense reports
Note:

STC is recognized by both the State of Texas and the U.S. Internal Revenue Service as a tax-exempt, nonprofit organization.
	Specific Responsibilities

	· Manage the chapter’s checking, savings, and scholarship savings accounts and certificates of deposit.
· Balance bank statements for all accounts with the chapter’s electronic accounts every month. Make a reconciliation report for the chapter’s banking records.
· Keep the signature cards for the checking account up-to-date. The President cosigns all checks with the Treasurer.
· Ensure that chapter checking and savings accounts are maintained at the minimum banking cost while earning the optimum interest.
· Keep the chapter address up-to-date on the Texas Sales Tax Exemption Certificate.

· Give copies of the Texas Sales Tax Exemption Certificate to all Admin Council members and committee managers.
· Train all Directors and committee managers about how to use tax exempt numbers and the tax-exempt certificate when purchasing supplies.

· Maintain the chapter’s tax exempt numbers with chapter vendors.

· Maintain the chapter’s bulk mailing permits at the post office. Train appropriate committees on the use of the bulk mailing permits.

· Advise the incoming President about our ability to use Post Edge’s first class pre-sort bulk rate mailing permit number in order to mail things faster.  If the President decides to use, pay Post Edge their fee.
· Maintain a list of expense and income categories that can be used by all committees for preparing budgets and submitting income and expenses for deposit and payment.

· Match actual income and expense with the categories that were originally budgeted.
· Enter all committee budgets (presented at the August and September Board meetings) into the chapter’s electronic accounting system. Form an overall chapter budget, and report on it at the October or November Board meeting.

· At the end of June, provide an end-of-year budget report for all committees and officers.
· Train all Admin Council members and committee managers about how to complete a Request for Payment/Deposit form, including the following requirements:

· receipt or invoice for all expenses 
· expense categories correctly filled out
· signature of Director

· signature of President (as necessary)
· Pay deposits for Competition Awards banquet, seminars, and monthly program meetings, and volunteer recognition event as requested.

· Make and mail payments on a timely basis.

· As you receive requests for payments and deposits, record them by committee and assign an income/expense category in the chapter’s electronic accounting system. 

· At chapter meetings and other events where money is collected, pick up the money collected by the registrar and deposit it.
· Evaluate committee and officer expenses on an item-by-item basis, and suggest possible areas where the chapter can make savings.

· Inform the Admin Council if you believe committee or officer expenses may exceed the approved budgets by a large amount.

· At the end of June, provide an end-of-year detailed actual transaction (income and expenses) report for all committees and officers.
· Attend each monthly Admin Council meeting, contributing your ideas and thoughts and vote as needed. If you cannot attend an Admin Council meeting, notify the President and submit a report to the Admin Council beforehand on your activities.

· Give each committee manager a monthly summary report on the committee’s actual expenses and income and a summary report that compares actual with budgeted expenses and income. 

· Provide detailed income and expense transaction reports on request.

· Report on the chapter’s total expenses and income for the year at the June Board meeting.

· Give each incoming committee manager a copy of last year’s budgeted and actual expenses and income at the Leadership Transition meeting. Committees will use these reports to develop next year’s budgets.
· Maintain an organized file of committee budgets, bank statements, and individual expense and income records with attached receipts for the yearly audit.

· Work with the independent auditor appointed by the Admin Council in the spring. The auditor examines copies of checks received, deposit slips, Request for Payment/Deposit Forms, receipts, bank statements, and entries to the chapter’s electronic accounting system.

· Complete and mail to STC headquarters the Chapter Financial Report Form as soon as possible after June 30th and before September 30th to get the chapter’s dues refund.
· Work with Admin Council members and committee managers to help them develop budgets for the year. Advise them as to necessary budget cuts and recommended spending amounts.
· Recruit, train, and work with registrars for chapter meetings and events; a registrar, appointed by the treasurer, should be on hand at all chapter meetings and events that involve collecting money.

· Ensure that at least one registrar is present at all chapter meetings and events.

	General Responsibilities

	· Acknowledge team for their work.

· Coach team on resolving issues.

· Give the Volunteer Name Collector information about your committees’ volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.
· Prepare a budget of expenses and income.

· Serve team by eliminating barriers to productivity. 

	Resources Needed

	· Access to a computer and database management or personal finance/accounting program. (The chapter owns a copy of Quicken for Window.)
· Access to fax machine and/or email.

· Access to a high-quality printer.

· Ability to visit the chapter’s bank frequently to make deposits and transfers.

· Ability to spend 8 to 16 hours a month on the Treasurer’s duties.

	Meeting Availability

	· Ability to attend all regular program meetings, at least to pick up the meeting fees and student scholarship donations.
· Ability to attend all Admin Council meetings.


	Deliverables
	Due Date
	Receiver

	Preliminary budget
	July Board meeting
	Administrative Council

	Final budget
	Aug Board meeting
	Treasurer, V-P, President

	Preliminary overall budget for all committees
	October Board meeting
	Administrative Council

	Final overall budget for all committees
	November Board meeting
	Administrative Council

	Monthly financial report of actual income and expenses and a comparison to budgeted income and expenses
	Monthly Admin Council meeting
	Administrative Council

	Close out financial books, produce year-end reports, and have records audited
	End of June
	Auditor

	Financial reports and IRS forms
	July, August, or September and no later than 9/30
	Society Treasurer

	Change bank signature cards
	by July 1st
	Banks

	Purchasing, expense reimbursement, accounting categories, and mailing information
	Leadership Transition meeting
	Incoming Admin Council members and committee managers

	Last year’s budgeted and actual income and expense reports
	Leadership Transition meeeting
	Incoming Admin Council members and committee managers

	Payment for chapter’s bulk rate permit renewal fee
	on or before Sept 1st
	U.S. Postal Service

	$500 scholarship payment for local high school Science & Engineering Fair Competition winner
	May program meeting
	Scholarship winner

	Annual Financial Report
	See Editorial Schedule
	Newsletter Submissions Editor

	Receivables
	Due Date
	Sender

	Preliminary budgets
	July Admin Council meeting
	Admin Council members

	Final budgets
	Aug Admin Council meeting
	Admin Council members

	Annual financial forms
	June
	Society or Chapter President

	Expense receipts and completed reimbursement forms
	As needed
	Admin Council members and committee managers
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