Estate Planning Council

TREASURER  - JOB DESCRIPTION

(Updated 6/18/14)

· Obtain Quickbooks program from prior Treasurer and install (note that password entry is not necessary)

· Deposit funds received from membership dues, luncheon guest fees & sponsorships to checking account. Checks will be received from Charlotte Crandall.

· Pay bills for organization, including but not limited to:

· Monthly operating expenses (salary, Syracuse AIFA, SFSP Chapter of CNY)

· Luncheon charges (by check the day of the event)

· Printing charges

· National Conference expenses

· NAEPC Council dues 

· Arrange for preparation of yearly tax returns due 11/15.  Returns are for fiscal year July 1 – June 30.  The Treasurer should confirm that the bookkeeper, Lisa Mason, has delivered the Quickbooks reports through June 30 to the accountant, William Kreisel, as soon as the accounts are reconciled. 
· Federal Form 990-EZ

· NYS Form CHAR500

This function should be done by the outgoing Treasurer.  Returns should be signed by outgoing President and Treasurer. 

· Prepare Form 1099 for Council Executive and send to her by 1/31.  File 1096 by 2/28.

· Obtain W-9s for paid speakers and issue 1099s at year end.

· Prepare Treasurer’s reports for presentation at each Board Meeting:

· Balance Sheet

· Profit & Loss report for period since last report.

· Profit & Loss, Budget vs. Actual – for period 7/1 through present

· Prepare written report for Board meeting (for Charlotte’s use) if any additional topics are to be discussed or presented.

· Prepare Budget for presentation at last Board meeting of year (May-June).  Input budget information into Quickbooks program.

· Current Treasurer should retain all records for prior year.  Earlier records to be retained by Council executive.

