

POSITION:  CHAPTER TREASURER
TERM OF OFFICE:  July 1 through June 30
Note:  This is a two year term

DUTIES & RESPONSIBILITIES

Refer to the “Chapter Leadership Manual” available online at the IRWA international website to gain an overall idea of the responsibilities.

At the Chapter level, the following is a list of responsibilities, which are not construed to be all inclusive:

Responsible for following items:

∙ Chapter Checkbook

∙ Deposit Slips

∙ Tax forms
∙ Bills
∙ Receipts

∙ CD(s)
∙ Prior years’ Treasurer documents

Responsible for following forms:

∙ Monthly Treasurer Report

∙ Monthly Budget Report

∙ Tax documentation

Responsible for following tasks:

∙ Order additional checks if needed

∙ Order additional deposit slips if needed

July

∙ Attend Installation of Officers Banquet – typically scheduled for end of June
∙ Pay International Director and Region Representative travel expenses for Annual 

Education Conference

∙ During second year of this position, start securing General Membership meeting 

locations and potential speakers before the end of this term with input and 

recommendations of the incoming President
∙ During second year of this position, secure location and speakers for the November

General Membership meeting before the end of this term with input and recommendations of the incoming President

∙ Enter and maintain all financial transactions in a timely fashion into QuickBooks

∙ Deposit incoming funds for meeting facilities and education course facilities

∙ Pay IRWA Headquarters education course bills after approval by course coordinator

∙ Deposit check from IRWA Headquarters for chapter dues

∙ Deposit cash from 50/50 raffles

∙ Deposit checks/cash from membership meeting registrations

∙ Deposit checks from education courses

∙ Deposit sponsor checks

∙ Renew CDs and negotiate length of time and rate if needed

∙ Follow up with members who owe registration fees from membership meetings, 

seminars, etc.

August

∙ Attend First Executive Board meeting

∙ Present July Treasurer and Budget reports to Executive Board for approval

∙ Enter and maintain all financial transactions in a timely fashion into QuickBooks

∙ Deposit incoming funds for meeting facilities and education course facilities

∙ Pay IRWA Headquarters education course bills after approval by course coordinator

∙ Deposit check from IRWA Headquarters for chapter dues

∙ Deposit cash from 50/50 raffles

∙ Deposit checks/cash from membership meeting registrations

∙ Deposit checks from education courses

∙ Deposit sponsor checks

∙ Renew CDs and negotiate length of time and rate if needed

∙ Follow up with members who owe registration fees from membership meetings, 

seminars, etc.

September

∙ Attend Fall Seminar (could be in October) and First General Membership meeting
∙ Attend Second Executive Board meeting (could be in October)

∙ During second year of this position, introduce and read speaker bios at Fall Seminar

∙ Present August Treasurer and Budget reports to Executive Board for approval

∙ Enter and maintain all financial transactions in a timely fashion into QuickBooks

∙ Deposit incoming funds for meeting facilities and education course facilities

∙ Pay IRWA Headquarters education course bills after approval by course coordinator

∙ Deposit check from IRWA Headquarters for chapter dues

∙ Deposit cash from 50/50 raffles

∙ Deposit checks/cash from membership meeting registrations

∙ Deposit checks from education courses

∙ Deposit sponsor checks

∙ Renew CDs and negotiate length of time and rate if needed

∙ Follow up with members who owe registration fees from membership meetings, 

seminars, etc.

October

∙ Attend Fall Region Forum 

∙ Pay annual donation to RWIEF

∙ Enter and maintain all financial transactions in a timely fashion into QuickBooks

∙ Deposit incoming funds for meeting facilities and education course facilities

∙ Pay IRWA Headquarters education course bills after approval by course coordinator

∙ Deposit check from IRWA Headquarters for chapter dues

∙ Deposit cash from 50/50 raffles

∙ Deposit checks/cash from membership meeting registrations

∙ Deposit checks from education courses

∙ Deposit sponsor checks

∙ Renew CDs and negotiate length of time and rate if needed

∙ Follow up with members who owe registration fees from membership meetings, 

seminars, etc.

∙ Pay Bond renewal

November

∙ Attend Second General membership meeting

∙ Pay International Director and Region Representative travel expenses for Fall Region 

Forum

∙ Present September and October Treasurer and Budget reports to Executive Board for 

approval

∙ Enter and maintain all financial transactions in a timely fashion into QuickBooks

∙ Deposit incoming funds for meeting facilities and education course facilities

∙ Pay IRWA Headquarters education course bills after approval by course coordinator

∙ Deposit check from IRWA Headquarters for chapter dues

∙ Deposit cash from 50/50 raffles

∙ Deposit checks/cash from membership meeting registrations

∙ Deposit checks from education courses

∙ Deposit sponsor checks

∙ Renew CDs and negotiate length of time and rate if needed

∙ Follow up with members who owe registration fees from membership meetings, 

seminars, etc.

December

∙ Attend Third Executive Board meeting

∙ Present November Treasurer and Budget reports to Executive Board for approval

∙ Enter and maintain all financial transactions in a timely fashion into QuickBooks

∙ Deposit incoming funds for meeting facilities and education course facilities

∙ Pay IRWA Headquarters education course bills after approval by course coordinator

∙ Deposit check from IRWA Headquarters for chapter dues

∙ Deposit cash from 50/50 raffles

∙ Deposit checks/cash from membership meeting registrations

∙ Deposit checks from education courses

∙ Deposit sponsor checks

∙ Renew CDs and negotiate length of time and rate if needed

∙ Follow up with members who owe registration fees from membership meetings, 

seminars, etc.

January

∙ Start preparing chapter tax report
∙ Enter and maintain all financial transactions in a timely fashion into QuickBooks

∙ Deposit incoming funds for meeting facilities and education course facilities

∙ Pay IRWA Headquarters education course bills after approval by course coordinator

∙ Deposit check from IRWA Headquarters for chapter dues

∙ Deposit cash from 50/50 raffles

∙ Deposit checks/cash from membership meeting registrations

∙ Deposit checks from education courses

∙ Deposit sponsor checks

∙ Renew CDs and negotiate length of time and rate if needed

∙ Follow up with members who owe registration fees from membership meetings, 

seminars, etc.

∙ Pay Bentley Library bill

∙ Pay dues for life members

February

∙ Attend Fourth Executive Board meeting

∙ Present December and January Treasurer and Budget reports to Executive Board for 


approval

∙ Enter and maintain all financial transactions in a timely fashion into QuickBooks

∙ Deposit incoming funds for meeting facilities and education course facilities

∙ Pay IRWA Headquarters education course bills after approval by course coordinator

∙ Deposit check from IRWA Headquarters for chapter dues

∙ Deposit cash from 50/50 raffles

∙ Deposit checks/cash from membership meeting registrations

∙ Deposit checks from education courses

∙ Deposit sponsor checks

∙ Renew CDs and negotiate length of time and rate if needed

∙ Follow up with members who owe registration fees from membership meetings, 

seminars, etc.

March

∙ Attend Third General Membership meeting

∙ Present February Treasurer and Budget reports to Executive Board for approval

∙ Enter and maintain all financial transactions in a timely fashion into QuickBooks

∙ Deposit incoming funds for meeting facilities and education course facilities

∙ Pay IRWA Headquarters education course bills after approval by course coordinator

∙ Deposit check from IRWA Headquarters for chapter dues

∙ Deposit cash from 50/50 raffles

∙ Deposit checks/cash from membership meeting registrations

∙ Deposit checks from education courses

∙ Deposit sponsor checks

∙ Renew CDs and negotiate length of time and rate if needed

∙ Follow up with members who owe registration fees from membership meetings, 

seminars, etc.

April

∙ May attend Spring Region Forum  

∙ Attend Fifth Executive Board meeting

∙ Present March Treasurer and Budget reports to Executive Board for approval

∙ Complete chapter taxes and submit appropriate forms to international

∙ Enter and maintain all financial transactions in a timely fashion into QuickBooks

∙ Deposit incoming funds for meeting facilities and education course facilities

∙ Pay IRWA Headquarters education course bills after approval by course coordinator

∙ Deposit check from IRWA Headquarters for chapter dues

∙ Deposit cash from 50/50 raffles

∙ Deposit checks/cash from membership meeting registrations

∙ Deposit checks from education courses

∙ Deposit sponsor checks

∙ Renew CDs and negotiate length of time and rate if needed

∙ Follow up with members who owe registration fees from membership meetings, 

seminars, etc.

May

∙ Attend Fourth General Membership meeting

∙ Pay International Director and Region Representative travel expenses for Spring Region 

Forum

∙ Present April Treasurer and Budget reports to Executive Board for approval

∙ Before end of two year term, ensure that all necessary officers have signature authority 

for the next term

∙ Enter and maintain all financial transactions in a timely fashion into QuickBooks

∙ Deposit incoming funds for meeting facilities and education course facilities

∙ Pay IRWA Headquarters education course bills after approval by course coordinator

∙ Deposit check from IRWA Headquarters for chapter dues

∙ Deposit cash from 50/50 raffles

∙ Deposit checks/cash from membership meeting registrations

∙ Deposit checks from education courses

∙ Deposit sponsor checks

∙ Renew CDs and negotiate length of time and rate if needed

∙ Follow up with members who owe registration fees from membership meetings, 

seminars, etc.

June

∙ Pay Region 5 dues

∙ Attend Installation of Officers Banquet
∙ May attend Annual Education Conference
∙ May attend Region Caucus at Annual Education Conference

∙ Enter and maintain all financial transactions in a timely fashion into QuickBooks

∙ Deposit incoming funds for meeting facilities and education course facilities

∙ Pay IRWA Headquarters education course bills after approval by course coordinator

∙ Deposit check from IRWA Headquarters for chapter dues

∙ Deposit cash from 50/50 raffles

∙ Deposit checks/cash from membership meeting registrations

∙ Deposit checks from education courses

∙ Deposit sponsor checks

∙ Renew CDs and negotiate length of time and rate if needed

∙ Follow up with members who owe registration fees from membership meetings, 

seminars, etc.

∙ At end of two year term, brief incoming Treasurer on process, software, and tax 

preparations as needed
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