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            Office-Bearer: Treasurer  Approved : 3 September 2011

The Treasurer as an executive committee member is to maintain all financial and related activities.  The email address allocated is treasurer@nanua.net 

A good Management Committee treasurer will:

· be capable of handling figures and cash;

· have an orderly mind and methodical way of thinking;

· have experience in dealing with large sums of money and budgets;

· have experience of financial control and budgeting;

· have an eye for detail;

· be available to be contacted for ad hoc advice;

· have a financial qualification or relevant experience;

· good communication and interpersonal skills;

· ability to ensure decisions are taken and followed-up; and

· show good time-keeping.

It is the duty of the treasurer of the Club to ensure:

· that all money due to the club is collected and received.

· that all payments authorised by the Club are made.

· that correct books and accounts are kept showing the financial affairs of the Club, including full details of all receipts and expenditure connected with the activities of the club.

· to aid the Public Officer in completing the Annual Statement for Dept. of Fair Trading.

· appropriate budgets are prepared for the committee
· submit a summary of the club's financial affairs to the AGM.

The Treasurer of the Club must keep the following records:

· a record of the Club's financial transactions and position with the aid of Financial Software
· a register of members

· a register of authorised signatories.

Day To Day Procedures
· Expenses: Pay as need arises checking with committee via email or meeting.
· Float: ensure that all floats are at the Racecourse Friday Night before Race Day.

· Members Database: Maintain Members Database

· Enter correctly filled our Membership forms and Waivers into Database

· Supply Secretary with copy of Database

· 1 March: Post Letter, Membership Form and Nanua Flyer 
· Financial Records: Use Quickbooks to maintain accurate records and reports.

· Prize Portfolio: organise and oversee the portfolio.  Including:
· Receive Trophies and Cash from Various Parties

· Prepare Prizes for Race Day

· On Day: Organise and Give out Trophies
