TREASURER DUTIES
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· Maintains club money – Do a balance sheet at least once a month. Have it ready by the monthly officers meeting. 
· Handles all club monetary transactions – You will need to pay with your credit card if ordering on-line, and reimburse yourself with a check. If you have a gift certificate, you need to mail order with gift certificate and any additional amount due with a check to cover balance. Reimburse members for their expenses if need to. Will try to get Paypal Account to make this easier in the future.
· Records all club monetary transactions – Make copies of all checks you receive, receipts and online transactions. Keep them in binder, along with bank statements, applications, Expense account and Balance Sheet.
· Collects dues from members – Request fees at least 6 weeks before they are due so you have them all on time and to avoid late fees. Bring a few single dollar bills to give people change when they pay for their fees in cash.  If paying by check, the check needs to be payable to “Dynamic Speakers”.
· Collects new member fees/Applications – Double check fees on application and information. Member and you sign it. Remember BAE employees only pay the club dues, our club pays for their Toastmaster International fees. Currently our club dues are $9.00.
· Submits checks from members for membership –After you made a copy of check, you can deposit the member’s check. Make sure you submit new application to Toastmasters International as soon as possible, link below.
· Orders supplies for club – Make sure President, Secretary, and Sergeant at Arms get copies of emails of what needs to be ordered before you order supplies or trophies. Best if you have several things to order at one time to avoid extra shipping charges. When using gift certificates, make copies of gift certificates, check and order before submitting to Toastmasters International. Sometimes Toastmaster’s Int’l has shipped the wrong item or has done the wrong engraving. We need prove to them we sent the correct order so they can resend the correct item or redo engraving at no extra cost to us.
· Submits proposal for annual funding from the BAE Employee Association - Find out which member needs to submit the proposal. Give member a report on the current budget and projection of expenses for the following year. See example letter and budget projection below.**
· END OF THE YEAR EXTRAVAGANZA 
The Treasurer is responsible for ordering all needed items from the Toastmasters Catalog at least 6 weeks in advance. Before ordering, check the cart to see if there are leftovers from previous terms. The items to be purchased include:

· Club President Award #1968A (see example of engraving below)
· Membership Pin: #5751

· Mentor Pin #1163P

· Outstanding Member Pin: #1115C

· If June, a 2nd VPE manual #1310B

· If December, consider purchasing a complete set of officer manuals #1310H; don’t forget the extra VPE manual #1310B

  Example of Engraving: 
        Bruce Erlhoff, CTM, CL; Dynamic Speakers; 2007-2008

· SPEECH CONTESTS – Two Contests: Spring and Fall

1) Treasurer needs to find out dates for two annual speech contests.

2) Treasurer needs to get order from V.P. of Education for trophies that  
   need to be ordered. Get quantity and engraving information. We 
   usually order 1st and 2nd place for each International Speech Contest 
   and Evaluation Contest (Fall topic may vary).
Trophies we have ordered in the past (it’s okay to order something else) are Sunburst Desk Plaque, Large (#1919) for first place and medium (#1918) for 2nd place. Two of each per category.
3) Treasurer needs to place order for contest trophies at least 6 weeks 
   before Contest to allow enough time of delivery, as Toastmasters Int’l 
   gets busy around contest time and takes longer to ship.

    Example of Engraving: 
          Dynamic Speakers; Humorous Speech Contest, 1st Place, Fall 2008

· OUTGOING TREASURER

1) Make certain that the incoming President, VPE, Secretary, and Treasurer know the password to the club’s area on the Toastmasters International website.

2) Make an appointment with the incoming Treasurer and incoming 

    President to change the check signature card at the bank.

3) Explain the process of requesting funds from our host company, BAE 

    Systems, how to keep track of club funds, how to submit new member 
    applications, how to order items from the Toastmasters catalog and all  
    of the above items. 

· IMPORTANT LINKS:
New Treasurer needs to create their own ID and password. For supplies/trophies/badges/ribbons, and all your shopping needs:
http://www.toastmasters.org/MainMenuCategories/Shop/ManualsBooksVideosCDs_1.aspx
For New Membership and Member duties:

https://ecommerce.toastmasters.org/ecommerce/timssnet_new/timssnet/login/tnt_login.cfm
Our Club’s website: http://geocities.com/dynamicspeaker/index.html
District 5 website: http://d5toastmasters.org/

Please ask the outgoing Treasurer for the following information:

1. Login information for the Toastmasters International website to record membership and dues

2. Annual Funding Proposal letter for BAE

3. Sample Spending Projection for upcoming year

