TREASURER:  Job Description and Desired Skills
More information:  http://www.usms.org/admin/lmschb/

Desired:

· Computer with accounting software, such as Quicken
· Good math skills
· Detail-oriented

Some Job Duties:
1.  Maintaining the LMSC’s bank accounts.

2.  Depositing checks into the bank accounts.  Overseeing deposits made by others (such as, registration checks deposited by the registrar).
3.  Issuing and signing checks for all expenses authorized by the LMSC.

4.  Keeping an accurate record of the accounts and providing periodic reports to the LMSC.

5.  Creating an Annual Financial Report and sending a copy to the USMS National Office no later than April 30th of the following year.  

6.  Filing appropriate (990-N or 990-EZ or 990) tax forms with the IRS annually within 5 months after the end of the fiscal year.

7.  Insuring that the financial records are periodically inspected by a third party.

8.  Creating/updating a reimbursement form to be included with all expense requests.

9.  Compiling an annual proposed budget for the LMSC.

10.  Issuing an IRS form 1099-Misc to any individual who receives more than $600 for services rendered.

11.  Archiving all financial records of the LMSC.

