STC Berkeley Treasurer Responsibilities

Updated by Ben Lukas, Feb 9, 2005

Monthly Tasks

	2nd Monday 
	Exec Meeting
	· Meeting Report for Last Month

· Count for Chapter Meeting

· Take board meeting minutes in secretary’s absence

	2nd Tuesday
	Mail Box
	· Get Mail at PO Box

· Prepare Chapter Meeting Attendance List

	2nd Wednesday
	Monthly Meeting
	· Bring change fund, sign up list, raffle tickets, name tags, pens

· Check off pre-regs, take $ from walk-ins

· Hand out raffle tickets

	20th – 25th
	Monthly Accounts
	· Run CC charges

· Deposit banking, replenish change

· Finish Meeting Report

· Post Meeting Report to Intranet

· Pay bills

· Balance accounts

· Enter activity into Quicken

	Check-off
	
	· July 

· August

· September

· October

· November

· December

· January

· February

· March

· April

· May

· June


Quarterly Tasks

	20th – 25th
	Monthly Accounts
	· Run Quarterly Financial Report in Quicken

· Post to Intranet

	Check-off
	
	· July

· October

· February

· June


Yearly Tasks

	July
	Budget
	· Prepare budget for upcoming year

· Post to Intranet

	Aug - September
	Yearly Statements
	· End of Year Report in Quicken

· End of Year Report to National

· Approve budget for upcoming year

· Post to Intranet

	Check-off
	
	· July

· September


