SNUG, INC. BOARD OF DIRECTORS 


Treasurer – Job Description

Accountability:

The Treasurer is accountable to the Board of Directors and the general membership of SNUG, Inc.  

Summary of Position:

The Treasurer is elected at the National Meeting. The Treasurer performs the customary duties of the office of the Treasurer and serves as a resource for the sound conduct of SNUG, Inc. business.

Term of Office: 

The Treasurer serves for three years. 

Responsibilities:

· Prepares proposed budget for presentation to Board of Directors

· Provides periodic financial activity report to President

· Receives and pays all financial considerations of SNUG, Inc.

· Prepares annual financial reports to membership

· Files all required state and federal reports as necessary

· Files annual state and federal income tax returns

· Acts in the corporation’s best interest to reduce tax liability

· Initiates and maintains insurance policies as applicable

· Secures a qualified person to prepare form 1120 and makes sure it is filed timely

· Acts as mentor for Secretary

· Maintains records of membership
· Maintains official correspondence

· Provides annual reappointment of a resident agent and certification of officers to the state of Nevada

· Attends up to four (4) Board meetings, one immediately following the National Conference

· Attends National Conference

Qualifications:

· Willingness to carry out the purpose, adhere to the policies, and maintain the standards of SNUG, Inc.

· Organizational membership in SNUG, Inc.

· Ability to maintain receipts and disbursements

· Experience and training in accounting

· Ability to understand and interpret reports and financial statements

· Ability to use technology to maintain membership records and communication tools

· Ability to work with others 

· Ability to attend monthly conference calls

· Ability to attend National Meeting and Board Meetings
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