Date:





06 October 2012

Title:






Treasurer, IAEP Local R7-167

Description:  





The primary role of the Treasurer is to ensure accountability of the Local's 



finances.  This is largely achieved through meticulous record keeping and sound 



responsibility with funds and disbursements.

Major Responsibilities:

1. Serve as a member of the Executive Board and a leader for the Local.

2. Prepare and monitor the annual budget.

3. Ensure that all financial by-laws are being followed.

4. Provide reports to both Executive Board and general membership.

5. Prepare all necessary financial reporting forms.

6. Maintain the Local's bank accounts and assets.

7. Oversee all financial transactions.

8. Obtain signed dues withholding cards from new members.

Specific Responsibilities:



The Treasurer is an Executive Board member.  He/she represents the entire Local 


membership.  Subsequently, he/she also serves as a steward, and is expected to 



provide his/her services during investigational meetings and grievances.  There is 


an expectation that the Treasurer will attempt to attend all Executive Board 



meetings, which occur approx. 8-10 times/year, and all quarterly general 




membership meetings.  At all of these meetings, the Treasurer shall present a 



monthly or quarterly report, respectively.



The position largely functions with a minimal amount of oversight, so it is 



imperative that the Treasurer maintains a routine.  Dues should be processed on 



at least a monthly basis.  Also at least monthly, bank statements should be 



entered and the books reconciled.  The monthly HR report should be entered, and 


an audit of the membership and their FTE's should be performed at least 




annually.



The Treasurer shall also play the lead role in establishing an annual budget, and 



providing the oversight to ensure that the Local operates within said budget.  



He/she shall inform the President and Executive Board of discrepancies between 


the budget and the Local's finances.



On an annual basis, the Treasurer shall prepare and submit the annual financial 



reports.  As of this writing, these reports include an LM-3 with the U.S. 




Department of Labor, and the 990-EZ with the IRS.  State reporting guidelines 



are unknown at this time.  These reports are due within 90 days of the end of the 



fiscal year (fiscal year ends August 31 each year).



The Treasurer is also responsible to obtain signed dues withholding cards from new 


members.  Without these signed cards on record, the company does not collect dues 


from these members.  



Finally, the Treasurer functions as a leader.  He/she strives to develop goals, objectives, 


and systems, and to improve those already in place.

Required Skills/Abilities:



Proficiency with computers, particularly spreadsheets and/or other money management 


software.



Effective communication skills with members of Executive Board and general 



membership.



Ability to perform duties with minimal amount of oversight.



Strong problem-solving skills.

Miscellaneous/Necessary Info:



Payroll Contact: 
 Chad Wilson






chad.wilson@allina.com


Contact payroll with any dues changes.  Also, submit copy of signed dues cards for new 

members.  The company will not initiate payroll deductions until this contact receives a 


signed dues card.








Addresses:




Village Bank




3350 Bridge St NW




St. Francis, MN 55070




International Association of EMT's & Paramedics




159 Burgen Parkway




Quincy, MA 02169-9885



Dues Processing:




Each pay period, the company will send an envelope with a check for the amount 


of dues withheld from the membership, and an itemized list of how much was 



withheld from each employee.  At least monthly, this itemized list must be 



replicated on a spreadsheet for tracking purposes.  These checks are to be 



promptly deposited in the Local's checking account held at Village Bank (via 



mail or in person).  Checks for the amount withheld must be written and sent to 



the National Body's offices at least monthly.  Also submit a copy of the 




reconciled spreadsheet with quantities withheld for each member for at least the 



pay period's in question.  Also, send in a copy of any signed dues cards for new 



members.




Note that some members do not have dues withheld and instead submit their own 


withholdings directly to the Treasurer.  This is done on an approximate quarterly 



basis.  These should be included in the next set of dues sent to the National, and 



are otherwise treated similar to the dues received from the company.


Storage:



Important financial documents are typically kept in a safe deposit box at the 



Village Bank location in Blaine.  Otherwise, all other documents are kept in the file 


cabinet located in the Mounds View base.  As the Treasurer is one of two people with 


access to the file cabinet, it ultimately becomes his/her responsibility to keep the file 


cabinet organized.  

