Corvallis Art Guild

Treasurer’s Job Description

The Corvallis Art Guild ByLaws state that “The Treasurer shall keep all funds, make payments of debts and expenses when authorized by the Executive Board, keep accounts of all monies received and expended, and render an accounting when called upon by the Board or general membership. The Treasury records shall be audited by an independent person(s) whenever there is a change of Treasurer, or after a maximum of two-year intervals when the Treasurer remains the same.”
1. Receive receipts and make timely deposits to the CAG checking account. 

A. Membership dues.

B. Sales of members’ art at festivals and art guild shows

C. Miscellaneous income (donations, other receipts)

2. Pay bills on a timely basis for the CAG from the Guild’s checking account as authorized by the Board via an approved annual budget.

A. Monthly bills for CAG expenses when due (includes reimbursement of CAG members for expenses they have incurred on behalf of the Guild).

B. Payments to artists and designated commissions to event organizer (host) and monitor automatic withdrawals to Visa/MC for sales at CAG-sponsored events.

C. Payments as authorized by decision of the Board (donations, volunteer recognition, etc.)

3. Maintain the CAG bank account check register and reconcile bank statement on a monthly basis.

4. Make financial report to the Board and to the membership at regular meetings.

5. Prepare statement of accounts for the CAG on an annual basis and provide the final statement of the fiscal year to the Board for inclusion in the Minutes (archives).
6. At beginning of fiscal year, prepare CAG Budget for approval by the Board to guide the CAG in planning for the responsible use of its finances.

7. When dues are received in the fall, send membership cards to renewing members and, likewise, year round to new members.  Inform Membership Chair & newsletter editor of those people who have paid their dues for the year. 

8. Help organize the record-keeping and cashier’s table for sales at CAG-sponsored events as needed.  Make sure that accurate records of sales are maintained during these events.  Prepare reports on sales events.

9. Organize and turn over accurate financial and banking records to the next Treasurer at the end of your term. Be prepared to train the next Treasurer as needed.

