Langley Alumni Association
Treasurer Responsibilities


By-laws Document - Treasurer: The Treasurer is an LAA Officer and a member of the Executive Committee. The position is a voting member of the LAA Board of Directors. 

The Treasurer shall collect dues from all members and all money from other sources and keep an accurate and complete record thereof; oversee the care and custody of all funds and securities of the organization; and shall assure deposit of funds in the name of the Organization. The Treasurer shall submit a financial report at all regular Board meetings; and prepare, at the end of the calendar year, a financial report of the year’s receipts and expenditures for the purpose of an audit to an extent and detail as deemed appropriate by the Board. The audit shall be due by the end of the first quarter of the next calendar year. The Treasurer shall develop a yearly detailed budget and present it to the Board at the first Board Meeting of the calendar year for approval by the Board.  The budget shall include any projected major expenses for the following three years.  The Treasurer shall submit all required reports to State and Federal agencies and pay all expenses associated with these reports to the respective Agencies (Article III/ Section 3).

Policies and Procedures Document- Treasurer: The LAA is a Non-stock Corporation in the Commonwealth of Virginia and has received tax-exempt status from the IRS. The LAA has received exemption from most, but not all VA sales taxes from the State Department of Taxation. The LAA is required to make reports to those Governmental entities because they are required by State and Federal Law. These reports shall be submitted by the LAA Treasurer or designee with the treasurer. The LAA Treasurer, our Registered Agent, shall report to the board when such submissions have been made (Procedure 2).

The Treasurer will ensure that calls for dues are sent in December and reminders for unpaid dues are sent in February (Procedure 3).

Responsibilities:

· Deposit dues and event checks on a weekly/monthly basis maintaining images redacted appropriately for records retention.
· Develop, as appropriate, quarterly summary of Treasurer activities for the newsletter.
· Develop and provide to Communication Officer calls for dues emails in December with reminder emails in January and November (one email for current and one for past members)
· Prepare monthly treasurer reports.
· Prepare charts for monthly General and Board meetings.
· Re-register annually with the State Corporation Commission, with a $25 annual registration fee (subject to change) by July 31st of each calendar year. Page 1 of 2
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· File with the State Corporation Commission to update the current officers of the Corporation as required, online with no fee required. LAA procedure to complete within 30 days of any changes. 
· File with the State Corporation Commission to change the Registered Agent (note: the RA needs to be a VA resident) as required, who must be a member of the Board or a lawyer, online with no fee required. LAA procedure to complete within 30 days of any changes. 
· File Form 990N on-line with the IRS annually, no fee required, however failure to file can result in the loss of our tax-exempt status. The filing must be done by May 15th each year. 
· Re-register with the State Department of Taxation to get a new Certificate of Tax Exemption as required by the current Certificate, which expires in December 2027.

Ad hoc meetings/emails:  As special topics/concerns arise, there may be times that meetings will be needed with the President and other Board members as needed to respond to emails.

Affiliations: Membership Chair and Communications Officer on membership file and outstanding dues; Board members and Auditor on yearly audit review; and LAA members involved in setting up events requiring payment from the LAA (picnic/holiday luncheon).

IT knowledge/requirements:  Email addresses (one being an @larcalumni.org email that will be provided that is connected to the Treasurer@larcalumni.org address we use for treasurer-related activities; software compatible with Microsoft Word Excel, and Powerpoint, and Teams (if not able to attend every meeting in person and/or for other non-monthly special meetings), and free account to Box website (document repository).  For special meetings Zoom might be an option. 
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