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Position Title: Treasurer Reports to:  President,  VP 

Communicate to:  Exe. Board, Board, Registration Committee, Sponsorship Committee 

Job Purpose: 

1. Maintain all of the association’s financial records and accounts. 
2. Chapter Financial Support: 
3. Taxes & Compliance 
4. Membership support 
5. Promote GBTA-RM 

Job Duties: 

Duties: 

1. Assist in creating the budget and goals 
2. Manage and collect all funds for the organization including meeting fees and membership dues. 
3. Manage Credit/Debit Card for the Organization. 
4. Manage Quick Books for Association  
5. Provide all necessary documentation to the outside tax preparation firm for the Chapter’s annual IRS 

filing. 
6. Reconcile Savings and Checking account monthly by the 15th of Each Month. Release P&L for Board to 

review.  
7. Prepare and monitor Budget for Association working with all Committees and Board to ensure we are 

staying within Budget Forecasts. 
8. Maintain a separate accounting for all scholarships awarded by the Chapter 
9. Prepare monthly financial statements and reports tracking actual vs. budgeted revenue and expense line 

items 
10. Monitor Checking and Savings and ensure we are keeping a good balance in both accounts. 
11. Monitor Credit Card Processing Fees and ensure the Association is getting the best value. 
12. Prepare and report the treasurer’s report and post to the website. 
13. Prepare and report the budget and financial history to the board quarterly. 
14. Issue all checks for the association and membership and collect necessary back up. 
15. Adhere to CPC reporting deadlines. 

a. The CPC requires all financial reporting for the preceding calendar year (January through December) 
be completed and submitted electronically to designate GBTA Representative January 31 annually. 
The financial reporting will include a profit and loss statement, a balance sheet using the CPC 
template. 

 

Qualifications:  Knowledge of Quickbooks, Excel, Profit and Loss Statements, Budgeting, and Forecasting. 

Member in good standing and attendance at a minimum of 75% of the meetings/conference calls during the year. 

Last Updated By: Laura Melish - VP Date/Time: 11/8/2016 

 


