



	TASK
	Ongoing
	July-September
	October-December
	January-March
	April-June

	Attend all CCCAOE Board meetings in entirety
	
	X
	X
	X
	X

	Attend all CCCAOE Conferences
	
	
	X
	X
	

	Submit a proposed budget to Executive Committee May 1
	
	
	
	
	X

	Submit proposed budget at June Board meeting
	
	
	
	
	X

	Maintain accurate financial records for CCCAOE
	X
	
	
	
	

	Make payment on all approved bills
	X
	
	
	
	

	Present summary financial report at Board meetings
	
	X
	X
	X
	X

	Present full report of all account activity
	
	
	
	
	X

	Present books for audit or fiscal review
	
	X
	
	
	

	Provide written report on CCCAOE financial status at Fall General Business Meeting
	
	
	X
	
	

	Present/explain adopted budget to membership at Fall General Business Meeting
	
	
	X
	
	

	Present profit & loss statement to membership at Spring General Business Meeting
	
	
	
	X
	

	Prepare financial documents/bank statements for tax preparation
	
	X
	
	
	

	Submit all tax and Incorporation forms on timely basis
	X
	
	
	
	

	Read, review, evaluate breakout proposals for Fall and Spring Conferences
	
	
	X
	X
	X

	Solicit participation of adjunct positions
	X
	
	
	
	


DUTIES OF TREASURER

