Treasurer
Treasurer Job Description and Responsibilities:

The Treasurer is responsible for the management of ABG’s cash.  The Treasurer has custody of our Organization’s funds and is accountable for maintaining the Society’s cash position.  The Treasurer pays bills, keeps all financial records of the Club, makes weekly deposits to the Faculty Students Association, and regularly prepares updated financial reports such as a balance sheet of our budget.  
How to Perform Responsibilities

1) Pay Bills
As bills come in throughout the year, it is the Treasurer’s job to pay them.  
(For more details,  ask Mentor)
2) Keep All Financial Records of Club
Through the cycle of expenses and revenues, it is the Treasurer’s responsibility to record this information; that is, to keep a record of where ABG money is being disbursed or collected, as well as the actual amount of the disbursements and receivables. The Treasurer can record these transactions on a financial statement or by other means (such as Excel Worksheet) if approved by the President or Faculty Advisers.  
3) Make weekly Deposits
Every week the Treasurer will take checks received by ABG to FSA, located in the Bookstore. The checks will be given to Alan, who also has information pertaining to the ABG FUF account; other members in the FSA department can also provide information pertaining to Senate and Forum Accounts.  Cash should be given to Mrs. Brenda Bogren, C22.
4) Prepare Financial Reports
A financial report describes the revenue and expenses of ABG.  Attached in this folder is an example of a financial report.  The Treasurer records on the financial report each expense paid and revenue (money received). Throughout the year the Treasurer updates the financial report on a computer by inputting funds received or expenses paid, thus allowing the financial report to be used as a reference to cash flow availability.   Twice a month the Treasurer will have the opportunity to brief the other Officers about account status by showing a copy of the financial report.  
Types of Accounts:


The Treasurer of ABG is responsible for keeping track of three accounts.
· Student Senate Account--Money that is allocated to ABG by the full- time Student Government to finance our mission for full-time students.  Money that is not used by the end of the year is withdrawn from our account.  

· Student Forum Account--Money that is allocated to ABG by the part- time Student Government to finance our mission for part-time students.  Money that is not used by the end of the year is withdrawn from our account.  

· FUF account—ABG’s personal account.  These funds consist of money that may be raised by ABG fundraisers or other means.  This money is rolled over from year to year and is used after funds from both the Student Senate Account and the Student Forum Account are depleted.

Important Things to Remember:
The Treasurer is a vital officer of ABG whose participation and dedication can lead to the greater success of this Business Honor Society.  

Other Responsibilities

· Office Hours

· Help with the Mailing Process

· Help with Recruitment 

· Help with Fundraising

· Miscellaneous Projects
Other Contents in this Folder
Information sheets on the Mailing Process, Recruitment, and Fundraising.

