CMSA of Iowa
Officer & Board Member

Position Description, Responsibilities
 & Expectations

POSITION:  Treasurer
TERM:   Two (2) years
POSITION OVERVIEW:
The office of Treasurer is an elected position. The Treasurer is responsible for the monitoring and recording of the financial status of the Chapter.
RESONSIBILTIES:  
· Attends meetings of the Chapter and Board of Director 
· Participates and is a voting member of the Board
· Collaborates with the Accountant chosen by the board to assure accurate financial record keeping in order to prepare and complete the Federal filing of income tax.
· Ensures that the Chapter’s bank accounts and financial records are current and that the appropriate supporting documents are on file.
· Ensures that files are correct and completes two-year report with the D.C. Government by January 15th of the year it is required.
· Performs such duties & assumes responsibilities as may be assigned by the President or Board of Directors.
· Complies with the requirements regarding information/documents provided to National CMSA, meeting their timelines.
· Forwards the annual Registered Agent fee to the Corporation Service Company (CSC) in the correct amount, meeting the required timeline.
· Receives invoices and receipts for reimbursement and makes payment of correct amounts within a week of receipt.
· Deposits funds received (membership and vendors) within two weeks of receiving.
· Prepares an annual budget and makes available to the Board. 
· Keeps PO Box payment current in order to maintain same address.
· Keep website domain name and site fees current to maintain access to the site.
· Prepares and presents Treasurer Report as requested by the Board.
EXPECTATIONS:

· Maintains CMSA membership in good standing

· Attends all Chapter meetings

· Attends all Chapter Board meetings

· Attends all special scheduled meetings as required

· Attends Chapter Annual Conference
· Attends National CMSA Annual Conference
· Serves as a member to Chapter membership

· Serves as a positive example of Case Management professionalism in Chapter, career and personal development
RELATIONSHIPS:

· Maintains positive relationship with Chapter sponsors
· Responsible to the Board of Directors & the membership for seeing that the programs & policies of the Chapter reflect the needs & aspirations of the membership.

