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TREASURER POSITION INFORMATION

Based on the NEAIR By-Laws...
The term of service for the position of Treasurer is three years with an additional half of a year

to overlap with Treasurer-elect.

The Treasurer shall be responsible for the receipt and disbursement of all funds in accordance
with established internal controls and payment card compliance standards, and for the
establishment and maintenance of appropriate records of all fiscal transactions. The Treasurer
shall be responsible for preparing an annual budget to be submitted to the Finance Committee
for its review and approval and then to the Steering Committee for final approval. The
Treasurer also presents an annual fiscal report at the Annual Meeting. The Treasurer shall
ensure that all expenditures are within the approved budget and have been properly incurred
under the policies of the Association.

Responsibilities:

e Accounts for all expenditures, signs all checks, records all financial transactions utilizing
acceptable accounting practices.

e Maintains expenditure documentation associated with each expenditure.

e Ensures that all NEAIR funds are collected and disbursed in accordance with NEAIR's
established Policies and Procedures.

e Reviews bank reconciliations prepared by the Association’s bookkeeper.

e Prepares a Treasurer's Report consisting of a financial statement of revenues and
expenditures, a comparison of the budget with actual expenditures, a comparison of the
current year with previous years, and details on conference finances for each Steering
Committee meeting.

e Prepares and presents a Treasurer's Report consisting of the above items for the just-
completed fiscal year for the Association's Annual Meeting.

e Serves ex-officio on the Finance Committee. Works with the committee to prepare and
present a draft budget for the upcoming fiscal year for review by the Steering
Committee at its Spring/Summer meeting.

e Monitors performance of the Association’s investment account and shares quarterly
results with the Finance Committee.

e Hires and supervises the part-time bookkeeper. Coordinates the preparation of a federal
tax return with the Association’s bookkeeper.

e Ensures compliance for NEAIR’s state tax exemption certificates.



Serves on the NEAIR Investment Committee.

Reviews and revises the Annual Conference budget prepared by the Managing Director,
using this to prepare future budgets.

Coordinates bank appointment for officer-signers on the organizational bank account
annually, usually at the Annual Conference.

Ensures that sufficient separation of responsibilities exist among the treasurer,
managing director, and accountant/bookkeeper to minimize the possibility of fraud.
Oversees the procedures engagement and ensures recommendations made in the
procedures engagement are instituted.

Meets with SC Officers regularly.

Skills & qualities important for the role:
Must be a NEAIR member in good standing for at least one (1) year by the start of the nominated term.

Knowledge of accounting principles preferred

Able to work in a team environment

Good listener who is willing to consider a variety of viewpoints

Commitment to engage in Steering Committee discussions and to make sound decisions
for the good of the organization

Able to follow through with tasks assigned in a timely manner

Time commitment:

There are four Steering Committee (SC) meetings (between 1.5 and 5 hours in length).
Meetings may be virtual or held in locations that are the most economical for NEAIR.

Expenses for travel and accommodations for the spring and summer meetings are
reimbursed by NEAIR when appropriate documentation is provided. Prior to each SC
meeting, a Treasurer’s Report is created to be discussed at the meeting.

Committee work requires some time but mostly through conference calls and email
discussions.

Routine record keeping, reviewing account reconciliations prepared by the bookkeeper,
paying bills, reimbursing travel expenses, issuing refunds, and reviewing deposits
requires 12 to 15 hours per month in the months surrounding the annual conference (2
months prior and 1 month after-typically September, October, November and
December). During the months in which organizational activities are held (i.e.
committee meetings requiring travel, PDS workshops -typically January, March, June
and July), this activity requires 6 to 8 hours per month. For the remaining four months of
the year, this activity requires 2 to 4 hours per month.
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