Treasurer (Two-year term)
Critical Objective
The Treasurer is the financial officer of the section.
Key Duties
The Treasurer:
1. Keeps a ledger showing income, expenses, and assets of the section according to ACS guidelines.
The receipts and checks are organized for future retrieval. These records are given to the
incoming Treasurer at the end of the two-year term. Collects and deposits moneys for meeting
meals, short courses (may act as registrar), advertising income, interests, and other sources of
income.
2. Pays bills after they are received within the timeframe of the payment terms.
3. Creates and presents a treasurer’s reports on the financial status of the section at each meeting of
the Executive Committee.
4. Reviews topics that come before the Executive Committee with a focus on their impact on the
finances and tax exempt status of the section.
5. Files a request for the section's annual allotment with the ACS in November of each year.
6. Files forms with the ACS for reimbursement of Councilor travel to National ACS meetings.
7. Prepares the annual financial statement for the section in January. One copy is submitted to the
ACS Office of Local Section Activities, and one copy is submitted to the immediate past
chairman for inclusion in the section's Annual Report. Files the appropriate income tax form(s)
each year.
8. Serves as a member of the Executive Committee.
9. Updates this section of the Procedures Manual annually.

Monthly tasks
1. Attend section Executive Committee and, if desired, general section meetings as often as possible. If
unable to attend, and if checks will need to be drawn, give the checkbook to the Section Chair Make
deposits and pay bills as needed. Fill out expense form for each check written and deposit form for
each deposit. All deposits and bills are recorded in Quicken for use in quarterly reports and final
ACS Treasurer’s report.
2. Maintain records of the status of each account relative to budget, and be prepared to alert the
Executive Committee if a revised budget should be required.
3. Transfer funds from Paypal account to checking account for meeting income.
4. Submit Reimbursement forms and receipts for Councilor’s meeting travel expenses by the deadline
in the month of the National Meetings

Annual tasks
1. In November or December of the year preceding the start of the term, meet with the outgoing
treasurer. Prepare change of address requests for all banks, investments, post office accounts, ACS,
etc. Obtain signature cards for banks and investments. Prepare new expense, deposit and receipt
forms for section use. Transfer records, computer files, etc.
2. Nov/Dec - work with the outgoing and incoming chairs, and incoming Treasurer (when there is one)
to prepare a budget for the following year. This budget should be approved at the January Executive
Committee meeting if possible (no later than the Feb. meeting).

3. Remind committees, etc. that no section checks will be written after Dec. 15.
As soon as possible after the first of January, obtain the new chair's signature on the bank signature
cards and submit them.
4. By the end of January, prepare 1099 forms as needed and mail (these are only needed if we have paid
an individual $800 or more in the calendar year for services rendered, such as teaching a course).
1099's are not needed to cover payments of grants or awards, or for reimbursement of expenses. This
is the job of the Treasurer during the year that the expenses were incurred, so the outgoing Treasurer
must do this in the first year of the new Treasurer's term.
5. By Feb. 15, complete the fiscal section of the annual report for the ACS and give it to the outgoing
section chair. The annual Treasurer's report for the preceding year should be given by the past
Treasurer at the Feb. Executive Committee meeting.
6. By May 15, submit the annual tax form to the IRS. This is also done by the outgoing Treasurer in the
first year of the new Treasurer's office.
7.
8.
9.
10.

Deposit $1000 into bulk mail account as needed to mail the issues of the Del-Chem Bulletin.
Add money to Constant Contact account as needed.
Renew bulk mail account when the renewal notice is received.
Update names (and mailing address if appropriate) on Investment accounts

Items for turnover












checks & registers
Quicken on thumb drive
All bank account information
Example of treasurer’s report (Excel) on thumb drive
Login name and password, and transfer procedure for Paypal account
Login name and password, and payment procedure for USPS account
Procedure and account information for renewing bulk mail account
Procedure for adding funds to Constant Contact account
Procedure for filling out tax forms
Investment account information and procedure for updating contact information
Procedure for paying for post office box

