Job Description

Treasurer

Skating Club

March 30, 2005
The Treasurer is the custodian of the funds of the club.  All funds must be deposited in the appropriate account.  All monies paid out by the Club must be paid for by either a cheque with two signatures, one of which should be the treasurer; or by the club VISA.

1. Chair the Finance committee.

2. Prepare a budget for the coming year to present at the first Executive meeting of the year.

3. Keep a set of books which includes two bank accounts, the Lotteries or Bingo account and the General Account.

4. Work closely with the Fundraising Chair to ensure that all Bingo money and information is tracked, managed and reported in a timely and accurate manner.


5. All Bingo proceeds must be deposited in the Lotteries/Bingo Account.  Nothing else can be deposited in this account.  All cheques written from the Lotteries/Bingo account must be for expenses allowed under the Bingo license.

6. Provide quarterly reports to Societies as outlined in the Bingo License.

7. All monies paid to the Club (except Bingo proceeds) must be deposited in the General Account as soon as possible.  All deposits must be identified on a Club Deposit sheet so as to assist in the accounting of all funds.

8. Prepare cheques monthly to pay all invoices.

9. Prepare cheques for the coaches within one week of receiving their monthly invoice.

10. Financial statements must be presented at each monthly meeting.  

11. Yearly financial statements must be presented at the club’s annual general meeting.

