Middlesex Genealogical Society

Treasurer

Revised: February 13, 2015


Reports to: 
Board & Board President

Length of Term: 
3 years (unless otherwise specified) with a maximum of 9 years as a member of the MGS Board of Directors.

Purpose:

· Manages and administers all funds and securities of the Society; prepares and administers the Society’s annual budget; assures that the budget is approved by the Board of Directors prior to expending funds
Duties and Responsibilities:

· Maintains complete and accurate records of the assets, liabilities, receipts, disbursements, and other transactions of MGS in books belonging to MGS and who is responsible for the same.

· Deposit all moneys and other valuable effects in the name of and to the credit of MGS in such banks or other depositories as may be designated by the Board.

· Disburse the funds of MGS in accordance with the directions of the Board.

· Maintain all financial statements and membership lists in the permanent files. 
· Render to the President and the directors at the regular meetings of the Board an account of the financial condition of the society.

· Produce annual budget for the fiscal year of MGS which runs January 1 through December 31.

· Shall attend all Board, Program, and Special meetings of Middlesex Genealogical Society. If unable to attend, shall notify the Secretary. Three (3) consecutive unexcused absences by a director shall constitute an automatic dismissal of such director from the Board.

· In general, perform all the duties as may from time to time be assigned to the Treasurer by the President of the Board.

· If required or when MGS attains $50,000 in cash donations, the Board shall appoint an auditor, who is not an officer of MGS, to review the Treasurer’s books on an annual basis. The results of the reviewed Treasurer’s report shall be presented at the Annual Meeting.

· The Treasurer along with President and Secretary shall be designated as signatories to MGS banking and investment accounts. Any one of the designated signatories shall have authority to effect payments or withdrawals from the MGS checking account. Joint authorization by two (2) of the designated signatories shall be required to effect any transfers, payments or withdrawals from MGS investment accounts.
· Completes and submits all forms and documents required to comply with Federal and State laws and regulations, and to maintain the Society’s tax-exempt status. This includes 1099-MISC, 990-N, and CHAR500 forms when necessary.
· Files the CT Annual Business Report with updated MGS Officer information.  
· Files the 2013 IRS Form 990-N (e-Postcard) after speaking with the IRS and creating a UN & PW.
· Pays, in a timely manner, all bills and expenses for authorized events, projects, and activities of the Society, requiring appropriate documentation and justification of bills and expenses prior to payment.

· Dues to organizations of which the Society is a member, FGS membership.
· Charges for the Society’s post office box and bulk mail permit.
· Premiums for the Society’s insurance policies.
· Honoraria and expenses of speakers at the Society’s meetings.
· Expenses of printing and mailing the Society’s newsletter and publications.
· Rent for facilities used for Society meetings and functions.
· Society-related expenses that officers or members have personally incurred.
· Maintains an up-to-date inventory of assets including equipment owned and leased by the Society.

· Keeps the official file of the Society’s incorporation papers, tax-exempt determinations, insurance policies, contracts, agreements, licenses, and other important legal and financial documents. 

· Provide backup copies of all legal documents and financial statements to Librarian / Archivist in paper or electronic form.
Requirements:

Financial / Accounting experience

Knowledge of software package used

