CISV JACKSONVILLE

Board of Directors Job Descriptions (Draft 2: 3/06)

TREASURER:  (elected), Who Shall:

· Serve a two-year term (proposed)

· Be a member of the Executive Committee

· Have general supervision of the financial affairs subject to concurrence from the Board

· Collect and act as custodian of all funds

· Be responsible for payment of Chapter fees, dues and bills; and for deposits of funds taken in by the Chapter, to the appropriate accounts.

· Maintain all financial records according to the national organization Guidelines

· Ensure the financial records are completed and accurate, and present the Board with bi-monthly financial statements and a detailed list of expenditures. 

· Prepare a financial report semi-annually to be presented to the membership at the Fall and Spring General Meetings

· Submit a financial report annually for audit

· Work with the Budget/LRP committee to develop annual budget and long range financial planning

· Review, revise and implement financial policies

· Supervise and coordinate the following:

· Program Treasurer

· Assistant Treasure

· Supplies/Store

· Scholarship

· Travel Coordinator

· Attend fundraising and other events

· Perform other responsibilities as assigned by the Board

· Prepare a year end report describing program activities and results.
