Job Description

Board Position: Treasurer
Brief Summary of Job: The Treasurer maintains custody of all of the funds of the HPTA, and maintains full and accurate account of receipts and expenditures.  
Specific Responsibilities: (If there are specific timeframes and contacts for an activity, please include them) – 
See Hopkinton PTA Treasurer Procedures document for complete details.
The Treasurer is responsible for ensuring that the books have been audited annually, and that the association has the proper insurance coverage.  He/she is responsible, along with the Board, for preparing the annual budget and for maintaining and presenting the following at monthly Board meetings:

· Fundraising Report

· Profit and Loss Budget Report

· School Detail Reports

· School Extracurricular Income and Expense Reports

· Detailed Income and Expense Report to President and Vice President

The Treasurer maintains a permanent file to include:

· Copy of HPTA Bylaws and standing rules

· Copy of Treasury procedures

· Copy of approved budget

· Financial records including bank account statements, check register, financial spending reports, cancelled checks, paid bills, receipts

· Permanent IRS tax information including tax exempt identification number and 501(c)(3) Letter

· Insurance records

Key Individuals You Have To Work With: Executive Board, Assistant Treasurer(s)

 Event/program Chairs
Certified Public Accountant
Documentation Attached: (Copies of flyers, forms, articles, etc)

Hopkinton PTA Treasurer
Hopkinton PTA Cash Verification Form
HPTA Financial Management Checklist

Completed by: Sheri Cesnek
Date: January 22, 2007
