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Membership / Setup / Administration / Orientation Committee

 Duties for Administrative 
last updated 9/20/09 by Mark Praska
 Responsibilities: 

· Pay bills/reimburse valid expenditures
· Monitor and report on expenditures – incurred or planned
· Maintain Bank account and checkbook reconciliation
· Maintain any legal documents (Articles of Incorporation, by laws, etc. ) required by the secretary of State’s office and files any required tax documents.

· Responsible for weekly donations – collecting, counting, recording and depositing
· Weekly treasury reporting to Leadership team

Treasury Reporting:

· Weekly  - to Leadership team
· Inclusive of cumulative donations and expenditures
· Visibility to both petty cash and bank balances.
· Monthly bank balance reconciliation
