GREATER BOCA RATON ESTATE PLANNING COUNCIL

TREASURER’S

DUTIES AND MONTHLY RESPONSIBILITIES

Duties:  The Treasurer shall be responsible for all funds and property of the Council.  The Treasurer shall collect and deposit all funds of the Council in the name of the Greater Boca Raton Estate Planning Council in a Bank or Trust Company located in Florida.  All withdrawals of funds for the Council shall be on checks or orders signed by the President, President-Elect or the Treasurer.    The Treasurer shall prepare and submit a statement of financial condition of the Council at such time and in such manner as the Board of Directors may require.  The Treasurer shall be responsible for filing of the annual reports and tax returns.

May
Outgoing Treasurer shall:

· Pay Executive Secretary monthly salary on the 15th.

· Make payment of invoices as presented.

· Make deposits of any funds received.

· Review bank statement and balance checkbook.

· Attend annual event, collect payment from guests, and make any final payments for event.

· Meet with incoming Treasurer to discuss responsibilities.

June

Outgoing Treasurer shall:
· Attend Board Meeting when called.

· Present Treasurer’s report.

· Pay bill for breakfast Board meeting.

· Make payment of invoices as presented.

· Make deposits of any funds received.

· Review bank statement and balance checkbook.

· Pay Accrisoft for Internet site use; quarterly due Jan/April/July/October 1st in advance.

· Pay Executive Secretary monthly salary on the 15th. .

· Turn over checkbook, and past year’s Treasurer’s reports to incoming Treasurer, if applicable.

July

· Complete final budget report and transactions; fiscal year is June 30th.

· Start preparing proposed budget for coming year with President and President Emeritus.
· Pay Executive Secretary monthly salary on the 15th.
· Make payment of invoices as presented.

· Make deposits of any funds received.

· Review bank statement and balance checkbook.

· Attend Board meeting when called.

August

· Attend Board Meeting when called:

· Present Treasurer’s report and Proposed Budget for approval of Board Members.

· Have signature card and Corporate Resolutions (bank account) signed for the new officers.

· Pay bill for breakfast Board meeting.

· Make deposits as funds are received for membership renewals.

· Make payment of invoices presented. 

· Review bank statement and balance checkbook.

· Pay Executive Secretary monthly salary on the 15th.
· Assist in planning next year’s social event, make any “deposits” required for event : venue, music.
· Forward fiscal year budget report and monthly transactions, tax information to designated CPA to prepare Corporate tax return.
September

· Attend Board Meeting when called.

· Present Treasurer’s report.

· Prepare scholarship list for President and Board approval.

· Make deposits as funds are received for membership renewals.

· Pay Accrisoft for Internet site use; quarterly due Jan/April/July/October 1st in advance.

· Make payment of invoices presented. 

· Review bank statement and balance checkbook.

· Pay Executive Secretary monthly salary on the 15th.
· Attend New Member Cocktail Party at chosen venue.
October

· Attend Board Meeting when called.

· Present Treasurer’s report.

· Make deposits as funds are received for membership renewals, sponsorships, etc.

· Payment of invoices presented. 

· Pay Executive Secretary monthly salary on the15th.
· Review bank statement and balance checkbook.

· Attend Dinner Meeting

· Take name badges if Executive Secretary is unavailable.

· Pay dinner meeting bill if required.

· Pay annual dues for membership for Boca Raton Chamber of Commerce.

· Obtain Corporate tax return from designated CPA; return is to be filed by November 15th.

November

· Attend Board Meeting when called.

· Present Treasurer’s report.

· Make deposits as funds are received for membership renewals, sponsorships, etc.

· Make payment of invoices presented.

· Review bank statement and balance checkbook.

· Attend Dinner Meeting

· Take name badges if Executive Secretary is unavailable.

· Pay dinner meeting bill if required.

· Pay Executive Secretary monthly salary on the 15th.
December

· Make deposits as funds are received for membership renewals, sponsorships, etc.

· Make payment of invoices presented.

· Review bank statement and balance checkbook.

· Pay Accrisoft for Internet site use; quarterly due Jan/April/July/October 1st in advance.

· Ensure Domain name (gbrepc.org) registration filed and paid for due January 28th.  Go to www.register.com  to complete online.  Currently, renewed for 2 years, expires 1/28/09.  Username: gbrepc  Password:  gbrepc123

· Pay annual dues for NAEPC-cost $200, website- www.naepc.org ; Due January 1st

· Pay Executive Secretary monthly salary on the 15th.
January

· Attend Board Meeting when called.

· Present Treasurer’s report.

· Make deposits as funds are received for membership renewals, sponsorships, etc.

· Make payment of invoices presented.

· Review bank statement and balance checkbook.

· Attend Dinner Meeting

· Take name badges if Executive Secretary is unavailable.

· Pay dinner meeting bill if required.

· Issue checks for scholarship and grant recipients and give to President.

· Pay Executive Secretary monthly salary on the 15th.
· Ensure designated CPA issues a 1099 to Executive Secretary.
February

· Attend Board Meeting when called.

· Present Treasurer’s report.

· Make deposits as funds are received for membership renewals, sponsorships, etc.

· Make payment of invoices presented.

· Review bank statement and balance checkbook.

· Attend Dinner Meeting on 

· Take name badges if Executive Secretary is unavailable.

· Pay dinner meeting bill when required.

· Pay Executive Secretary monthly salary on the 15th.
March

· Attend Board Meeting when called.

· Present Treasurer’s report.

· Make deposits as funds are received for membership renewals, sponsorships, etc.

· Make payment of invoices presented.

· Review bank statement and balance checkbook.

· Pay Accrisoft for internet site use; quarterly due Jan/April/July/October 1st in advance.

· File Annual report with Division of Corporations, Tallahassee, and FL. Annual report is due by May 1st.  File online at www.sunbiz.org.  Our Document number is N21811, FEI # 59-2648074

· Pay Executive Secretary monthly salary on the 15th.
April

· Attend Board Meeting when called.

· Present Treasurer’s report.

· Make deposits as funds are received for membership renewals, sponsorships, etc.

· Make payment of invoices presented.

· Review bank statement and balance checkbook.

· Attend Dinner Meeting

· Take name badges if Executive Secretary is unavailable.

· Pay dinner meeting bill when required.

· Pay Executive Secretary monthly salary on the 15th.
Additional Notes:

The Board Members typically meet on Friday mornings before the Tuesday Dinner Meeting.  The breakfast meetings are usually held at 7:45 am at various locations to be determined by the President.  Dinner Meetings are usually held on the third Tuesday of the months of October, November, January, February and April.  

