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Congratulations on being
elected Club Treasurer!

You are now part of BMCC’s
family of elite student leaders.
As your fellow officers, you
commit your time and effort to
ensure that your organization
flourishes. Along your journey,
you will be asked to maintain
accurate records of the club’s
financial transactions and
maintain continuity by training
those that will follow in your
steps.

Leaders are
accountable to
their
membership.

Remember

The duties listed here are
general duties for the Club
Treasurer of any organization.
Each organization should have a
supplemental list of specific
duties which are designed to fit
the special functions and
interests of the group.

Duties of the Club Treasurer

1. Be fully aware that he/she s
responsible for all funds of the
organization. Hel/she signs all
requisitions—along with the Club
President and Club Advisor—for the
expenditure of funds allocated by the
Student Government Association
(SGA) in room S242.

2. Prepare a budget and have it
approved by the executive committee
and members.

3. Plan your purchases in advance of
events by filling out forms and
attaching invoices, contracts or other
necessary documents.

4. Make certain the organization spends
the funds in accordance with the
approved budget and within college
policy and regulations.

5. Have available for review a Club
Treasurer’s Report at each business
meeting of the organization listing
receipts, expenditures, and balance
on hand.

6. Coordinate with the BMCC
Association Business Office (S233) to
see that club records are accurate
and up-to-date.

7. Keep a record of all expenses and
indicate purposes for which money
was disbursed.

8. Have records available and in a
condition for examination at any time.

9. Do not write requisitions or amounts
that exceed the club’s budget.

10. Work with the Club President and
Club Vice President to create grant
proposals requesting funding for club
projects.

A Club Treasurer is ...

¢ A person who has the capacity to
learn and apply new rules and
regulations.

¢+ A person who works closely with the
Student Government Association, the
Office of Student Activities and the
BMCC Association.

¢ A person who is organized and
insures that the proper paperwork
contains the proper authorization and
information.

Make plans and
strategies to
reach your goals.

Balancing Leadership and
Academic Demands

Although participating in co-curricular
activities is a rewarding experience,
over-dedication to club activities can at
times affect your academic
performance. Use good judgment when
you participate in a student
organization. Remember that the main
reason you elected to go to college is
not to dedicate all of your time to
promoting an organization, but rather to
obtain a degree that will allow you to be
successful in the future. Make use of
the tutorial services that the College
offers.




