Mountaineers Treasurer’s Manual


Regular Monthly Treasurer Duties:

	Dances
	Membership
	Bank
	Other

	Setup Table
	Receive Membership Applications
	Make Deposits
	Make Treasurer Reports for Board

	Set out Admission Amount Sign
	Take Badge-Bar-Dangle orders
	Post Deposits to Quicken
	Attend Board Meetings

	Collect Dance Donations,
	Order Badge-Bar & Dangles
	Post checks written, to Quicken
	Present Treasurer Reports

	Collect 50/50 Pot purchases
	Pay Expense Reimbursements
	Reconcile Bank Accounts
	Pay bills (Badges, DASRDC etc)

	Set out Sign-in Sheets
	
	Cash Box: amount & denom.
	Treasurer Case: keep supplied

	Add $5 to Mtnr’s pot 
	
	
	

	Give Banner Stealing Free Passes 
	
	
	

	Pay Rent
	
	
	

	Pay Caller & Cuers
	
	
	

	Complete 9:00 Announcement Form
	
	 
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	JANUARY

· Regular Monthly Treasurer Duties
· Open Bank Acc for new Treasurers Collect New Years Eve Dance Monies and unsold tickets.

· Reconcile New Years Eve Dance & report to board.
· Meet with Review Committee.
· Budget Committee; meet with, and complete budget by Jan. 31.

· Post Budget to Quicken.

· 
	FEBRUARY
· Regular Monthly Treasurer Duties

· Review Committee: meet with and complete review by Feb. 14th.

	MARCH
· Regular Monthly Treasurer Duties


	APRIL
· Regular Monthly Treasurer Duties

· Send New members and Insurance fees to DAS&RDC

· Order their badges

· Give their names  to Corresponding Secretary to add to the Roster

· 

	MAY
· Regular Monthly Treasurer Duties
· Take money for May Madness Dance
· Make Profit/Loss Report of May Madness and present to Board.

· Make Profit/Loss Report of St John’s Hospice Dance and present to Board.
	JUNE
· Regular Monthly Treasurer Duties
· 
	JULY
· No Board Meeting
· Regular Monthly Treasurer Duties

· 
	AUGUST
· No Board Meeting
· Regular Monthly Treasurer Duties



	SEPTEMBER
· Pay Council Dues
· Pay Bulletin Calendar Listing fee.

· Regular Monthly Treasurer Duties
· 
	OCTOBER
· Collect membership dues.
· Regular Monthly Treasurer Duties
· 
	NOVEMBER
· Contact members who have not paid.
· Pay Club Insurance Dues to  Council

· Order badges/bars for next year Officers.

· Regular Monthly Treasurer Duties
· 
	DECEMBER
· Regular Monthly Treasurer Duties
· Make up name slips for Mountaineers member drawing pot.
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