TREASURER
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I. AUTHORITY

A. The authority of the Treasurer for the Nevada Occupational Therapy

         Association is granted and determined by the Bylaws.

B.      Serve as an elected voting member of the Executive Board.

II. ELIGIBILITY


A.      The eligibility for the position of Treasurer is granted and determined by

                      the Bylaws.

 B.     The Treasurer shall be a Licensed Occupational Therapist, or Licensed
          Occupational Therapy Assistant in good standing with the licensure board,  NOTA, and AOTA (if a member).
III. TERM OF OFFICE

A.  The Treasurer shall serve a three-year term.

B. The term of office shall commence July 01 following the election and shall continue through June 30 of the following year.

C. The Treasurer may be re-elected for one consecutive term.

IV. OBJECTIVES

A.  Be responsible for the financial affairs of NOTA

B.  Increase the fiscal awareness of the Executive Board.

C.  Serve on the Executive Board.

D.  Serve as the Chairperson of the Finance Committee.

E.  Serve as member of the Scholarship Committee.

F.  Serve as an Ex-Officio member of the Membership Committee.

G.  Complete the term of office.

V. PROCEDURES


   A.    Responsible for the financial affairs of NOTA.

1. Establish an annual budget.
2. Establish a proposed budget for the office of Treasurer in conjunction with the previous treasurer that is submitted to and approved prior to the end of the fiscal year.

3. Develop a proposed NOTA yearly budget prior to the end of the calendar year compiled from budget projections from officers and chairpersons with input from the Finance Committee. 
4. Incorporate suggestions into a proposed budget leading to Executive Board’s approval of a finalized budget.

    B.   Shall collect all incomes from sources indicated and others that may be
           established including:

                           1.   Dues

a. Monitor deposits of all membership dues via membership software. (fees to be
     determined by the executive board).



   2.   Fees from state meetings

   3.   Monies related to the Associations publications

                           4.   Fees from workshops
5. Donations
6. Monies from fund raisers.
   C.      Disburse monies and pay authorized bills when submitted with proper
             documentation and receipts.

   D.      Maintain all NOTA financial accounts by keeping accurate and current
             records.

  1.    Checkbook



          a.   Order checks as needed

7. Deposit monies promptly and maintain accurate summary sheet. 
8. Pay invoices promptly and maintain accurate summary sheets.

9. 
10. 
11. In conjunction with the president maintain NOTA’s non-profit status by filing appropriate paperwork yearly with the State of Nevada.
12. In conjunction with the President filing yearly paperwork with the IRS
13. Renew P.O. Box yearly (July).

14. Renew business license annually (September).
15. Manage and renew membership software accounts annually.
16. Investigate possible sources of additional revenue including:


a.   Fundraisers

a. Workshops 

b. Donations
   E.       Increase the fiscal awareness of the Executive Board 

1.   Make monthly/quarterly financial reports at executive meetings, provide copies of
report to the board and keep a copy on elctronic file.

      Financial reports to include:

a.  Summary of deposits/additions/income for period of report

c. Summary of withdrawals for period of report

d. Current checkbook balance.

e. 
17. Provide ideas and suggestions to the Board regarding NOTA’s financial affairs and follow through on Board suggestions.

B. Serve on the Executive Board.

1. Attend Executive Board meetings as scheduled.

2. Attend Annual Business Meeting.

3. Review SOPs annually and include recommendations for changes and updates in the Annual Report.

4. Submit updates for newsletter distribution.
5. Exercise voting privileges 

C. Serve as Chairperson of the Finance Committee.

1. Shall appoint a minimum of three (3) committee members from any category of membership.  

2. Shall assist committee in any advisory capacity.

3. Shall assist committee in any overseeing investment of NOTA funds.
4. Shall assist in reviewing the financial records of the Association annually at the close of each fiscal year.
5.  Shall operate with committee members in accordance with  

       committee’s approved standard operating procedures.

D. 
1. 
2. 
3. 
E. Shall serve as Ex-Officio member for Membership Chairperson.

1. Collect and deposit membership dues.

F. Complete term of office:

1. Orient the newly elected Treasurer to SOP Manual and be available to assist for three months following election of new treasurer
2. Change bank authorizations and statement address on the NOTA checking account.

3.  Transfer past documents to the newly elected Treasurer.
