
POSITION DESCRIPTION:

TREASURER

1)
Have charge of all monies of the Inland Northwest Health Information Management Association (INHIMA) and shall report thereon at all meetings.  (Article V, Section 4, Bylaws)

2)
Set up a columnar income/expense ledger whose columns will correspond to the cost centers used on the budget and income/expense report.  For each item of income or expense, record the cost center and amount in the appropriate column.

3) 
Have a signature card recorded at the main branch of INHIMA’s current banking facility after the November quarterly meeting.  The incoming Treasurer should sign the card as well as the incoming President-Elect and the incoming President at the November meeting.

4) 
Collect all dues and fees from active and associate members, giving a proper receipt. (Article V, Section 4, Bylaws).  Stamp all checks with the INHIMA deposit stamp.  Deposit monies for membership dues, workshops, and/or dinners.  On written authorization from the President and an appropriate receipt, pay the INHIMA bills. (Article V, Section 4, Bylaws).  Record all deposits and expenditures in the checkbook and ledger, maintaining an itemized permanent file of all receipts and expenditures.  Maintain the INHIMA checking account balance at or above $200.00.

5)
Contact any payee who has sent checks to the INHIMA which did not clear the bank.  Attempt to secure payment.

6)
In conjunction with the President-Elect, set up and staff a registration table at the entrance to the meeting room for each quarterly meeting.  Have attendants sign in and affirm that all applicable fees have been paid by attendants.  Have receipt book available at each meeting so receipts can be written and given to payees.  Walk-ins may be accepted with the permission of the President-Elect.  The President-Elect will be aware of the limitations of the accommodations.  The Treasurer will let the President-Elect know of meal cancellations.

7)
Maintain a list of the names and addresses of all members and distribute the list to the membership in February. (Article V, Section 4, Bylaws)

8)
Maintain a record of each INHIMA quarterly meeting attendance in a permanent book.  This will be helpful in the event of an audit by AHIMA and in order to identify any individuals who are not members but attend the meetings.  Please call to the attention of the Executive Board individuals who are not members but attend the meetings.  (The Executive Board may decide to approach these individuals and ask them to join the INHIMA, depending upon the individual circumstances.)


POSITION DESCRIPTION:

TREASURER

9)
Provide the membership and/or Executive Board with financial reports at each meeting.  (See example.)

10)
Have the checkbook and ledger available for review monthly by the President after the statement and books have been reconciled.

11) 
Serve as a member of the Budget and Finance Committee as requested.

12) 
Have the checkbook and ledger available for the year-end audit by the Audit Committee (appointed by the President at the fourth quarter meeting.)  The Treasurer upon the request of the Executive Board will forfeit all books to the Audit Committee for annual audit. (Article V, Section 6, Bylaws)
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