DUTIES FOR THE OFFICE OF

VICE PRESIDENT/TREASURER
FUNCTION
Primary function will be to serve as vice chair of the Budget and Finance Committee, liaison to the ___________Board/Association of REALTORS( committees and serve on the Executive Committee.  Shall have all of the duties and responsibilities of the Treasurer.  Shall report to the President, Executive Committee and Board of Directors.

DUTIES AND RESPONSIBILITIES
A.
Serves as Vice Chair of the Budget and Finance Committee.  Assists the committee in the preparation of the annual budget in cooperation with the President or Chief Executive Officer (if board/association has a CEO).  

B.
Accountable for the monthly financial statements.  Reports the Board/Association’s financial picture to the Executive Committee and Board of Directors.

C.
Receives and reviews on a monthly basis all disbursement of funds of the Association.

D.
Shall monitor the investment of Association’s reserve funds to insure maximum protection and adherence to policy.

E.
Accountable for the preparation of the annual audit and reports to the Executive Committee and Board of Directors.

F.
Communicates with all officers including the Chief Executive Officer (if board/association has a CEO) regarding the financial matters of the Board/Association.

G.
Will be expected to attend the meetings of _______Board/Association Executive Committee and Board of Directors.

QUALIFICATIONS FOR FIRST VICE PRESIDENT/TREASURER
A.
Endorsement of local board.

