TREASURER

Position Summary:

Acts as financial officer and advisor to chapter Board of Directors.  Oversees meeting registration, maintains chapter accounts, deposits all chapter revenues and pays all chapter bills.  Prepares periodic and annual financial reports and files appropriate forms and information with IRS.
Responsible To: 

The members of the chapter

The Chapter President and Board of Directors 

Responsibilities: 

Financial Officer and Advisor

· The treasurer, as an elected officer of the chapter, is a responsible member of the chapter's Board of Directors and must take part in discussion and action on all business of the chapter. As financial advisor of the chapter, the treasurer must be in a position to assess the financial implications of proposed actions by the Board of Directors and inform the committee prior to final decisions being made. Also, the treasurer must observe the financial direction of the chapter, recognize possible financial problems, and bring such problems to the attention of the Board of Directors for action.

· The treasurer shall receive, hold, and safeguard in the capacity of trustee and financial agent, all funds for the chapter.

· The treasurer shall disburse such funds only for normal and usual uses unless the Chapter's Board of Directors shall otherwise direct.
· Prepare budget for Board approval at the beginning of each fiscal year.

· Deposit to proper accounts all funds directly received or forwarded by Administrative Assistant.

· Promptly audit and pay all legitimate disbursements, bills and claims against the chapter.

· Manage checking, money market and long-term investment accounts authorized by the Board.

· Oversee registration and receipt of payment from attendees at all chapter meetings and special events.

· Process monthly payment to Administrative Assistant for services rendered and expenses.

· Prepare and distribute to Board and membership periodic and annual reports of all chapter financial activity.

· Participate in, and provide detailed financial information for, any audit authorized by the Board.

· Prepare and distribute any tax documents required for contractors.   

· Participate in the development and implementation of short-term and long-term strategy planning for the chapter.
· Represent the chapter in the Human Resources community.

· Attend all monthly membership and Board of Directors meetings.

Resources Available:

· SHRM supplies the following resources for Chapter Treasurers

· Chapter Financial Support Program 

· Chapter Position Descriptions

· Guide to Chapter Financial Management

· SHRM Leaders Guide 

· Treasurer’s Quick Guide

· And MUCH MORE…available online at http://www.shrm.org/chapters/resources/chaphelp.asp
GENERAL BOARD MEMBER RESPONSIBILITIES &

BENEFITS OF BEING A VOLUNTEER

Thank you for your interest in becoming involved in your local SHRM chapter.  Each Board position has a specific position description.  However, here are some general requirements that should be considered before deciding to run for office.  

· Be an active Board member.  This includes attending chapter meetings and board meetings.  It also includes being prepared for Board meetings and helping the Board come to agreement in making decisions that affect chapter membership.  Abide by attendance requirement of missing no more than 3 board meetings per year.
· Know or build your knowledge about your chapter, SHRM, and its governing bylaws.  Learn about SHRM and its role with your chapter.  An SHRM Leadership Guide will be provided to all Board members to assist you with this.  

· Stay informed of trends in the field of human resources and timely issues affecting your chapter.

· Abstain from activities that may appear to create a conflict of interest.  Follow the SHRM Code of Ethics.

· Be willing to provide contacts and resources to help your chapter grow and develop as an organization.  

· Maintain confidentiality, as appropriate, of chapter Board issues and membership data. 

· Be a chapter member in good standing.  SHRM membership is not required (except for chapter presidents), but is strongly encouraged.

Some benefits of becoming a chapter Board member include:

· The chance to make an impact and assist in the development of your chapter and the HR profession.

· An opportunity to be recognized as a leader in the field of human resources.

· Hours spent as a volunteer leader can be counted toward re-certification hours for HRCI.

· The opportunity to apply for an SHRM Foundation Scholarship.  Each Region will award up to $2,500 to individuals who apply for a scholarship for either an academic (university education, classes, tuition, etc.) scholarship, or for a certification scholarship.    ?????
· An SHRM volunteer leader is eligible to take the certification exam under the Pay-if-You-Pass policy for a fee of $120, if in one of the following chapter volunteer leadership roles:

· Chapter Presidents

· Chapter President-Elects

· Chapter Certification Chair/Director

· Faculty Advisors to Student Chapters

Please direct any questions concerning the Pay-If-You-Pass policy to HRCI at 1-800-

283-7476.

· The chance to attend SHRM’s Leadership Conference in November.  Conference is FREE for Chapter President OR President-Elect.  Other board members pay only $150.  Accommodations are FREE if you meet the requirements above.

If you have any questions regarding this information or you would like to get more information about a specific Board position, please contact your chapter President.

Thanks again for considering the donation of your time and effort to assist your chapter become the best that it can be.  We congratulate you on your interest in and willingness to serve your chapter and your profession.

