POSITION DESCRIPTION – TREASURER
●
To attend Registration/Grading Day to receipt fees due by members for the coming season.
●
To record the fees due each season by the members and record when payment is received including the receipt number issued.
●
To advise the Committee at each meeting the status of membership fees paid and current debtors.

●
To bank all monies collected by Registrar/Treasurer/Committee Members on behalf of Ringwood North Netball Club including Fees Due, Uniform Sales & Fundraising monies.
· To make cheque payments as required on behalf of the club.
· To write up a cheque requisition form with payment details, attach the invoice being paid and have 2 authorised signatories sign the requisition and cheque.
· To maintain and keep accurate records of all Income/Expenditure items in Quickbooks Program.
· To attend all Committee Meetings and provide copies of reports/invoices/receipts upon request by Committee.
· To provide a reconciliation report at each Committee Meeting, including a copy of the current bank statement, and ledgers of income received and accounts paid.
· To reconcile the account on a monthly basis and have a written reconciliation report viewed by the Committee.
· To liaise with Registrar on fees collected/due to club.
· To collect Stock Report at end of each season for Audit report.
· To file all receipts of invoices paid in monthly order, and to file all receipt/cheque books used in date order for the Audit report.
· To forward all required financial documentation to the auditor at 30th June and prior to the Annual General Meeting.

· To prepare a Financial Income/Expenditure report for the year ending 30/6 each year for Audit Purposes.
· In conjunction with the Committee, prepare a budget for the coming year of the anticipated costs of the club, to enable the Committee to set the club membership fees.
· To prepare a written report for the Annual General Meeting.
