Foothill-SLAM NJB Job Description

Treasurer
The Treasure is primarily responsible for the Chapter’s finance. It includes managing the Chapter’s bank account, registration fee, other fees to operate the entire season. This includes any gym fee, referees fee, picture day, jersey, equipment, off-season clinics and tournament fee, coach’s traveling fee and other expenses during the season for the Chapter.
Time Frame

Job Duties and Tasks







June
1.
Obtain signature authority for managing Chapter bank account from previous year’s Treasurer and Board

2. Transfer the Treasurer responsibility to the new Treasurer

3. Review last season final balance sheet

July
1.
Get familiar with the previous financial reports to manage the 


chapter finance
2. Prepare next season’s budget and determine the appropriate registration fee for the season

3. Collect payments for any summer Chapter activities

August 
1.
Registration begins and keeps track of all registration fees and bank deposits
2. Pay out any fees due during summer clinics

3. Order new checks if necessary

September
1.
Registration continues and deposit registration fees.

2.
Pay out any funds due for different Chapter activities

3.
Report to Board on current account activities and balances
October
1.
Complete High School registration and deposit fee

2. Pay out any funds due for different Chapter activities
3. Report to Board on current account activities and balances
4. Provide Tax deduction letter for all families donated to SLAM.
Time Frame

Job Duties and Tasks







November
1.
Pay out any funds due for different Chapter activities


2.
Report to Board on current account activities and balances

December
1.
Season begins; prepare weekly money envelopes for home gym monitor to pay referees. Distribute them every Sunday morning to all first-shift gym monitors.  

2.
Pay out any funds due for different Chapter activities


3.
Report to Board on current account activities and balances 
January
1.
Prepare weekly money envelopes for home gym monitor to pay referees. Distribute them every Sunday morning to all first-shift gym monitors.    


2.
Pay out any funds due for different Chapter activities


3.
Report to Board on current account activities and balances 1.


February
1.
Prepare weekly money envelopes for home gym monitor to pay referees. Distribute them every Sunday morning to all first-shift gym monitors.

2.
Pay out any funds due for different Chapter activities


3.
Report to Board on current account activities and balances 

4. 
Prepare budget for the off-season tournament and traveling expenses.

March
1.
Prepare weekly money envelopes for home gym monitor to pay referees. Distribute them every Sunday morning to all first-shift gym monitors.  


2.
Pay out any funds due for different Chapter activities


3.
Report to Board on current account activities and balances 


4. 
Prepare budget for the off-season tournament and traveling expenses.

April
1.
Pay out any funds due for different Chapter activities
2. Report to Board on current account activities and balances

May
1.
Locate your replacement if you choose not to return as the Treasurer
2. Update the Treasurer job description with changes from the past season and provide to the Chapter President.

3. Prepare to close the book for the season.

File:  Job Description – Chapter Treasurer

Page 2 of 2
Revised: Jan. 17, 2006

