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Treasurer Job Description

	Title of the Position
	Purpose of the Job

	Treasurer
	The Treasurer is responsible for maintenance of the organizations finances.  This includes maintenance of checking account and savings account, and supervision of the organization’s endowment fund.  The Treasurer reports to the President and Board of Directors and provides both a monthly report of activity and a monthly financial statement to the membership.


Responsibilities 

· Maintain all financial documents.  This includes copies of annual 990s and audits as well as a copy of the organization’s determination letter from the IRS. 

· Responsible for paying all incoming bills.

· Work with President to prepare annual budget to submit to the Board of Directors.

· Maintain all bank accounts.  Including checking account, savings account, and endowment fund.

· Responsible for insuring Annual 990 is completed in timely manner.

· Responsible for insuring annual audit is completed.

· Responsible for distributing financial information to the members (via website, newsletter, or snail mail).

· Insures that appropriate financial reports are made available to the board. Regularly reports to board on key financial events, trends, concerns, and assessment of fiscal health.

· Insures that appropriate financial records are available to the public.

· Responsible for paying sales tax.

· Maintain donor database and serves as chair of the Donations Committee.  

· Responsible for ordering BEHS merchandise and filling all orders received via the website or postal mail.

Qualifications for the Job

The candidate for this position must:

· Be paid member of Bluebonnet Equine Humane Society, Inc. for at least 6 months prior to assuming this position.

· Remain a current, paid member of Bluebonnet Equine Humane Society, Inc. in good standing.

The Treasurer will be elected in accordance with the Bylaws.
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