	Penn State Alumni Association – Philadelphia Chapter
Job Description Form

	Title:  Treasurer

	Reports to:  President & General Membership

	General Description:

The Treasurer shall be responsible for all receipts and disbursements of the Chapter and shall assist the Secretary with the Chapter’s financial records, as necessary. The Treasurer shall be responsible for overseeing that disbursements are made in accordance with the guidelines in the Chapter’s annual budget which has been approved by the Board. He/she shall be responsible for submitting a current financial statement at the monthly Board meetings. He/she shall submit an annual financial report in conjunction with the Presidents “State of the Chapter” report to the Alumni Association annually.  The Treasurer shall prepare an annual budget for the Chapter.

The budget shall be based on a fiscal year ending December 31st and shall be submitted for approval to the Board no later than the December monthly Board meeting. The Treasurer will work in conjunction with committee Directors to ensure that allocated budgets are in balance. 

The Treasurer’s records can be subject to reviews by the President, Vice President, the Penn State Alumni Association or their designees at any time. A formal request by the President and Vice President for review of the records must be given to the Treasurer 30 days prior to the review.  Any dues paying member may also request the President and Vice President review of the Treasurer records by stating a concern at the monthly Board meeting and motioning for review. 

The following are guidelines to be used by the Treasurer: 

 (1) All funds of the organization should be maintained in an account in a federally

insured financial institution. The account should be in the name of the organization

and be separate from any personal accounts. If the organization has not already

obtained a tax identification number, one should be obtained by filing Form SS-4,

Application for Employer Identification Number, with the nearest office of the IRS.

(2) A receipt should be given for all funds collected. For example, a member should be

issued a receipt for payment of dues. Copies of such receipts should be retained for

a period of three years.

(3) All funds received should be deposited as soon as possible in the account of the

organization. If this is not possible, then the Treasurer should ensure the safety of

the funds until they can be deposited, e.g., placement in a fireproof box or safe.

(4) The President, or his/her designee, should authorize the disbursement of all funds.

A receipt should accompany the disbursement of all funds. Such receipts should be

retained for a period of three years.

(5) All bank accounts of the organization should be reconciled on a regular monthly basis.

(6) Annually, an independent review of the financial transactions of the organization

should be conducted by someone other than the Treasurer.

(7) The Treasurer shall prepare an annual budget of projected revenues and expenses

for approval by the membership. Monthly, the Treasurer should prepare a report to present to the membership that compares actual revenue received and expenses incurred versus the budget.

(8) If gross revenues in any 12-month period exceed $25,000, the Treasurer should

contact the Penn State Alumni Association to determine if any reports are required to be filed with the IRS.


	Major Responsibilities:

· Maintains all financial records
· Reports financial status at monthly Chapter meetings

· Prepares annual Financial Report to Alumni Association in June

· Holds annual review of membership dues in conjunction with Membership Chair

· Oversees Recommended Committees;

Scholarship Committee: Implement and manage the scholarship award process, review and evaluate responses from applicants, contact recipients and invite them to annual event to present award, investigate possible donors/sponsors for scholarship and Chapter. 

Finance Committee to review Chapter Budget and to make suggestions for approval of the Board annually

	Helpful Skills:

· Accounting/Financial Management
· Organizational Skills

· Proficient Computer skills

	Goals: 



