Duties of the Treasurer
	Item
	Detail
	Time of year

	Bi-Laws
	The Treasurer shall report to the President and shall be responsible for the financial affairs of the Chapter, for the performance of all duties incident to the office of the Treasurer, and such other duties as may from time to time be assigned by the Board of Directors. The Treasurer shall have power to receive and to disburse such funds of the Chapter, subject to such restrictions as may be imposed by the Board of Directors, as shall be required in the conduct of its affairs and activities.
	On-going

	Chapter tax information
	Complete and return the Chapter tax return forms provided by ISACA International. International accumulates the results for all Chapters and submits.
	Usually around February however in 2009 this was done in two parts with several months in between.

	Annual Audit
	Anna Tomassacci has been our Chapter’s auditor for the last several years. A balance sheet and profit and loss statement must be provided with all supporting documentation for transactions.
	As soon as possible to the end of the fiscal year, June 30.

	Annual report for ISACA International
	Assist the President in preparation by providing information around any marketing reimbursements, donations to ITGI and attendance at training seminars.
	When requested, usually July-September timeframe.

	
	
	

	Throughout the Year Activities
	
	

	Board Meetings
	Report out on available balances and items of financial interest. Financial information may be required for discussions on budgeting or participation in events.
	Monthly, not less than quarterly

	Collect and deposit receipts
	First Niagara Bank hosts our Chapter’s account. Board members responsible for events and luncheons must provide adequate documentation to support receipts from those events.
	As required

	Disburse funds
	Make sure sufficient documentation is obtained for each disbursement and is properly maintained. Board members responsible for events and luncheons must provide adequate documentation to support expenditures from those events.
	As required

	Maintain records
	The Chapter has chosen to utilize Quickbooks as its record of transactions. Entries should be made as soon as transactions are known and each should have adequate documentation to support a financial review. Quickbooks requires an install to a machine available to the treasurer. Regular backups of the data maintained in Quickbooks should be performed at least monthly and saved off the computer a few times each year.
	As required.
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