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Elected Offices/Positions – Duties/Responsibilities
Procedure 1.3

Treasurer






Original Date: 1976









Revision Date: 4/82,7/02

Section I:  Elected Offices

C.  Treasurer

1. Term of office is two years as stated in the San Jose District By-Laws.

2. Duties/Responsibilities

A.  Financial Reports:

1. Shall prepare financial reports for the Chapter as required by Chapter Board Policies and Procedures.

2. Shall maintain current copies of District budget and report forms.

3. Shall present District expense requests that exceed the approved District Budget to the Executive Committee for their consideration and appropriate action.

B. District financial records:

1. Shall establish a bank account.  Bank account location may be changed to facilitate transaction of District business with Executive Committee approval.

2. Shall maintain all financial records.

3. Shall pay all debts and/or expenses incurred by the District, as approved in the District budget or by action of the Executive Committee.

4. Shall provide copies of annual budget, after District Executive Committee approval, to members of the Executive Committee and Educational Program chairperson.

5. Prepare annual financial report to be made available to membership.

6. Supply expense vouchers.

C.  Attend a majority of Executive Committee meetings and District meetings.

D.  Orientation of incoming District Treasurer.

1.  Shall acquaint the new treasurer with the responsibilities and procedures associated with the office.

2.  Shall assist in changing all signature cards on bank accounts needed to expedite the transfer of signatures.

E.  Chair Budget Committee

F.  Attend a District Treasurer’s Orientation meeting when sponsored by the Chapter.
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