TREASURER DUTIES

1. The Treasurer is the designated person to sign checks for the association unless she is unavailable for a week or more.  Two other officers are appointed by the President to be back up signers in this situation.  These three persons meet early in January to complete forms at the Bank.

2. The Treasurer is to present to the members at the monthly general meeting a recent financial report prepared by the Bookkeeper.

3. All money collected by the association is to be recorded to agree with specific category budgeted by the organization such as:  HGT, Plant Sale, Donation, Dues, etc.  This data is to be placed on left bottom corner of each check received.  If cash is collected, then receipts must be written to contain all data.  Deposit slips are filled out with ck #, last name (in abc order), and amount.  A copy of the deposit slip and copies of all checks are stapled together.  The receipt from the Bank is to be stapled to this after deposit is made.  Cash deposits are made separately from check deposits.  Written receipts plus receipt from Bank are stapled the cash deposit copy.

4. All payments are made only if Purchase Request is presented in advance with approval by committee chair or designated person, and is accompanied with receipt of purchase made, either by MG Credit Card, MG charge account or a personal payment.  Personal payment must have original paid invoice with Request.  Treasurer will re-add and verify amounts before refunding monies.

5. All payments are made with serially numbered checks.  If mistakes are made, the check is voided and stapled to request along with copy of new check.

6. The Treasurer will tutor cashiers and assist in balancing procedures in Special Fund Raising Events such as Hidden Garden Tour or Spring /Fall Plant Sales.  Income will be counted and processes completed for Bank Deposit and office records with the assistance of another Master Gardener the same day at the end of the Sales.

7. It is advised that Bank Deposits be made at the end of each week in order that cash is not left in the office over the week-end other than petty cash fund.

