Sugar Creek Swim Club

TREASURER
PURPOSE:
To provide financial services for the receipt of all income and payment of all fees and expenses required to operate a non-profit organization.
The Treasurer shall keep correct and complete records showing accurately at all times the financial condition of the Club, shall be the legal custodian of all monies and other valuables which may from time to time come into the possession of the Club, shall collect all dues and payments from the members, shall maintain a bank account in the name of the Club and pay club costs from such account, shall furnish at meetings of the Board of Directors and membership, or whenever requested by the Board of Directors, a statement of the finan​cial condition of the Club, and shall perform such other duties as the Board of Directors may pre​scribe.
DUTIES and ACTIVITIES:
· Prepare an annual operating budget for review and adoption by the Board of Directors.

· Manage all Accounts Payable and Accounts Receivable activities in QuickBooks Pro including:

1. Postings to club member accounts for club fees, meet entry fees, swim wear, and receipt of payments.

2. Issuing periodic statements to club members

3. Issuing payments to vendors.

4. Issuing payments for entry fees for meets hosted by other clubs.

5. Posting of receipts of entry fees, gate and concessions income for meets hosted by SCSC.

6. Issuing payments for administrative fees to Indiana Swimming.

7. Deposits of all funds to club bank accounts

8. Reimbursement for expenses to coaches and BOD members.

9. Collections activities (as needed).

· Prepare and file Federal and State tax forms with the assistance of CPA service.

· Provide a monthly financial report to the Board of Directors of SCSC.

· Retrieve mail from SCSC Post Office Box and Drop Box at Crawfordsville Aquatic Center.

· Maintain history of financial records and member registration forms.

SAMPLE GOALS:
· Reduction of excessively past due A/R

· Migrate club financials to new financial reporting package/version

· Institute policy for credit card payment of team fees

