Duties of the Treasurer

1. RECORDS

· Take charge of all the money taken in by the club.

· Keep an accurate record of all money received and its source as well as all money paid out. Show to whom the money was paid as well as what it was paid for.

· Deposit to the club treasury account, in a local bank, all money received as soon as it is received.

2. REPORT

· Give a report of money received, bills paid and amount on hand at each meeting, when called upon by the president.

· Be ready to give an itemized account of funds, at any time, on request of members or leaders.

3. MANAGE FUNDS

· Pay money out of treasury only as approved by the club, or as specified by the by-laws of the club.

· The treasurer of the club is responsible for the club funds until a successor is elected. An auditing committee or the club leader should check the treasurer’s accounts before they are turned over to a successor.

4. PARLIAMENTARY PROCEDURE

· Call meeting to order in absence of president, vice-president, and secretary and have a temporary chairperson elected to preside. Be aware of and use parliamentary procedure to help the meetings run smoothly.
· Inform the president if it is necessary to be absent.
5. BE OBSERVANT

· All officers should make a big effort to know each member of the club. Make new members feel welcome, and help them get involved by inviting them to be on committees and give their opinion. You serve as a role model to younger members, so try to make your actions reflect the high standards of the 4-H program. Your attitude should stay positive, so others become enthusiastic about the program as well.
· Show courtesy to guests and have them properly introduced to the club.
When a treasurer’s report is made from meeting-to-meeting, it should be received. This means that the report was heard; it does not give official approval by the group. The treasurer’s report should never be accepted or approved unless the books have been audited. A treasurer’s report is audited when two or more members are requested to check all bills received and paid. All figures are checked. The auditors report that the books “are in good order and found correct.” The auditors’ report then is approved or accepted by the group.

