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1.5	TREASURER

The Treasurer is a non-elective officer of the Section.  The Treasurer is appointed annually by the Section President.  The Treasurer’s duties include the following:

Financial Records

·	Maintain financial records of the Section and be responsible for Section funds.

·	Code all debits and credits to established accounts and record in a computer software program.

·	Balance the books monthly.

·	Manage funds from workshops, seminars and the Annual Conference (with assistance of the Executive Secretary).

·	Prepare and present before the Executive Board financial statements of interim periods between Executive Board meetings.

·	Provide quarterly and annual financial statements to the Executive Board.

·	Sign checks paying all bills for the Section.  All bills must be receipted and payments for all bills (other than Newsletter expenditures, Transactions expenditures, and petty cash disbursement) must be authorized by the President.

·	Assure that all Section savings and checking accounts remain active.

Tax Records

·	Provide financial records for professional accountant services on an annual basis.

·	Make certain the Section is in compliance with federal and state tax requirements and laws (with assistance of professional accountant hired by the Section).

·	Work with the Audit Committee to prepare an annual audit of the Section financial records.

·	Submit any Federal Income Tax information and financial statements as requested by The Wildlife Society.

·	Submit financial information to the federal Internal Revenue Service or California Franchise Tax Board, as requested.

Employment Records

·	Maintain time sheets and other employment records of any Section employee, including the Executive Secretary.

·	Work with payroll service to assure state and federal income tax withholding requirements are met relative to any wages paid to Section employees or consultants.

·	Maintain funds in payroll accounts to cover expenses associated with employment of the Executive Secretary.


General

·	Attend all Executive Board meetings as a voting member.

·	Make recommendations to the Board about placement of funds in various financial institutions to benefit the Section.

·	Collect membership dues and provide membership funds to the national TWS office, as appropriate.

·	Process expense claims of Executive Board members associated with their participation in Board meetings.  Assure that reimbursements meet with the reimbursement policies established by the Board.  All such reimbursement claims must be submitted to the Treasurer within 30 days of the actual expenditure.

·	Process claims for refunds of Annual Conference registration fees.  Individuals who volunteer their labor at the Annual Conference, subject to approval and supervision of the Executive Secretary, are eligible to have their registration fees refunded.  All other refund claims must be requested in writing and received no later than two weeks prior to the Annual Conference.  A $15 handling fee will be deducted.

·	Prepare an annual budget for the Section, under the direction of the President.  Assure that the budget meets financial criteria established by the Board.

·	Assist Executive Secretary in conducting on-site registration at the Annual Conference.

·	Provide new Treasurer with a bank account signature card and address change (if necessary) at the termination of your office term.

1.5.1	During the term of office, the Treasurer will be called upon to conduct certain Section business at particular times of the year.  The following is a flowchart of these duties and times:

Quarterly

Request from the Society a copy of the membership list, if not already received.  Send copies of the membership list to the membership database coordinator.

	December/January

Notify bank and savings association of change in Treasurer.  Obtain necessary signatures prior to the Annual Conference.

Update orientation and flowchart information for Treasurer before providing him/her with files.

December - March

Perform Annual Conference responsibilities, as determined by President and President-Elect.

January

Submit annual financial statement to the Society, using the form provided by the Society.


February/March

Prepare tax forms and exempt forms.

Sort files and remove outdated correspondence and receipts.  Send required old files to Historian.

1.5.2	Annual Conference

·	Present an Annual Treasurer's Report at the Annual Business Meeting.

·	Assist Executive Secretary with Conference registration process.

1.5.3	Office of Treasurer

The following is a Bylaws index of duties, responsibilities, and other matters relating to the office of Treasurer of the Western Section of The Wildlife Society:

·	Appointment and confirmation (Article VI, Section 3, Clause A)

·	Installation (Article VI, Section 4, Clause C)

·	Executive Board post (Article VI, Section 3, Clause E)

·	Duties (Article VI, Section 3, Clause D)
*	fund records
*	membership rolls and dues records
*	annual financial report

·	Collection of dues (Article V, Section 5)

·	Member resignations (Article V, Section 6)

·	Fund management (Article VIII, Section 2)
*	bonding

·	Reports to TWS Executive Director (Article VIII, Section 3)
*	annual Section financial statement

·	Term of Office (Article VI, Section 4, Clause C)


