California Cancer Crusher
Board of Directors Job Description: Treasurer

Key Responsibilities

® Maintains permanent records to track organization funds and financial
transactions

® Prepares annual budget for adoption by the board

e Pays all organization bills as authorized by board

e Designated as an authorized signer for checks and bank-related documents

e Prepares reports for every board meeting and an annual financial report

e Ensures taxes, reports, and insurance requirements are completed and submitted by the due
dates

e Completes and submits the California Application for Registration — Non Profit Raffle

Program form CT-NRP-1 each year

Materials Used by Treasurer

e Treasurer’s book/ledger, spreadsheets, and records

o Checkbook for organization bank account

o Check endorsement stamp, if available

® Receipt book

®  Monthly Treasurer’s Reports, Annual Financial Reports, and Budgets

e Federal and state records and government filings
e Forms: Cash Verification, Reimbursement Request, Request for Advanced Payment

How To
Preparing for new role
The first step is to review past financial reports and become familiar with the budget. The next step

is to update the signature cards for the organization’s bank account with current Chairperson of the
Board, Secretary, and Treasurer. Also, acquires and changes any usernames and passwords for
online access. Start the year right by getting organized. Create a filing system to maintain a paper

trail for records such as invoices, receipts and authorizations for payment.

Managing Funds
All board members share a fiduciary responsibility to manage California Cancer Crusher money

well. And, as one of four required officers for the organization, the treasurer is the authorized

custodian of California Cancer Crusher funds.

Monthly Activities
Tracking Funds and Reporting

®  Maintains a permanent record to track income, receipts, and disbursements
e  Submits written report for board meetings
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Collecting Funds
e Ensures monies are counted by two California Cancer Crusher Board members, using Cash

Verification forms (signed by the two members)
e Receives funds collected by volunteers and issues receipts

® Makes deposits of money and checks immediately in bank account, retaining deposit slips

Disbursing Funds
® Receives itemized bills, sales slips, and invoices for payment by check
® Prepares authorizations for payment, signed by the Chairperson of the Board and
Secretary
e |[ssues checks with two signatures to pay bills as directed by the board
o Keeps California Cancer Crusher check book up to date to show current balance
e Reconciles monthly bank statement promptly and notes any discrepancies in monthly report

and resolves any issues with the bank

Annual Tasks
e Prepares and manages budget
® Prepares Annual Financial Report, covering current fiscal year
o Ensures taxes and reports required by bylaws and insurance are submitted by the due
dates

® Preserves financial records

California Cancer Crusher Board Requirements
® Must be able to actively participate in a minimum of: (1) the Annual Fundraiser event
and/or planning for the event, and (2): at least one other board-sanctioned charitable
activity per year.
e Directors shall be elected at each annual meeting of the board for two-year terms.

e The Director shall not miss three consecutive board meetings.

e The Director shall comply with California Nonprofit Corporation
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