ELECTED POSITION: TREASURER

DESCRIPTION: The Tressurer is elected by a mgority of ballots cast by WLA membership, as declared by the Elections Committee.
Election isin odd-umbered years and period of officeisfor two years. Election shal be declared by March 30, and office shdl be assumed
at the conclusion of the WLA conference. Incumbent isavoting member of the WLA Board. The incumbent must be bonded.

NOTE: Preferred qudificationsinclude experience in financial matters, accounting and bookkeeping.

RESPONSIBILITIES OFFICERS, ACTION REQUIRED: TIMELINES:
INTEREST
GROUPS &
OTHERS
INVOLVED:
Assuresthat WLA meets WLA President Maintain contacts as needed to meet current
local, state and federa financid requirements
regulations for nonprofit Associdion
organizations Coordinator Submits required reports, gpplicationsfor licenses, | Quarterly or annudly, as
etc. to IRS, state agencies such asthe PDC, as required by jurisdiction
IRS needed.
See Financid Procedures
Maintain files of records WA date agencies document for details.
and reports required by such as Sec. of Maintains pertinent fisca related reports, records,
law or custom. State, PDC, Labor licenses, inventory lists, and other WLA related
& Industries, etc. documents and information as directed by President
RepresentsWLA, in WLA legd Asrequired
tandem with WLA legd counsd and/or
counsd or CPA, as CPA Audit presentations, etc.
appropriate.
Participatein WLA President, Participatein Budget Committee, Fiscal Impact Annualy
Committeesinvolved Vice-President, committee.
in/related to fiscal planning | Annua Conference
& evauation Coordinators & Deve ops proposed annua budget for work of Annualy and as budget
Treasurers, Budget Committee, revises for presentation to corrections are gpproved by
Associaion Board. Board
Coordinator,
Interest Group Establishes budget lines equal to anticipated Asneeded
Treasurers revenue to be received from specia projects, CE, or

annua conference.

Oversees and providesinformation and support to
treasurer of annud conferences, or treasurers of
other association projects




TREASURER (page 2)

RESPONSIBILITIES | OFFICERS, ACTION REQUIRED: TIMELINES:
INTEREST
GROUPS &
OTHERS
INVOLVED:
Maintains knowledge of WLA President Updates & distributes WLA Financid Annudly or after
laws and fiscal and Executive Procedures document to Board members and changes agpproved by
procedures. Trandaes Board members. | othersapproved to submit payment vouchers. | WLA Board
information into WLA
policiesand process and Task Forceor
for WLA budgeting, Committee Deveops or maintains operations manua for | Annualy
expenditures, and Chairs Treasurer activities.
assuring interna and
externd financia controls | Association
and reports. Coordinator
Egtablishes & maintains Maintainslist of Paysdl invoices within budgeted limits. Usudly weekly
checking and savings authorized WLA
accounts, making sgnatures
authorized expenditures Prepares and distributes expenditure and Quarterly & Monthly
for Association purposes. revenue reports at Board and Membership

At direction of Budget
Committeg, invests WLA
funds.

Submitstax returns,
preparesfor biennia
audit

Transmitsreciprocal
membership dues

Vice-President or
designee

President,
Association
Coordinator,
CPA, othersas
needed

WLMA
treasurer

meetings, reports during interim to President
and Vice-President.

Requests Board approva for any expenditures
exceeding authorization.

Provides recordsto, and assists Vice-President
or designee as needed for monthly
reconciliation of accounts.

Pays wages and benefits of WLA employees,
makes other payments on contracts,
scholarships according to contract or other
agreements.

Maintainsfinancial records, journa ledger,
vouchers and other supporting data.
Didtribute audit report as submitted by the
CPA tothe Board

Coordinate with WLA Association
Coordinator and WLMA treasurer to identify
reciproca members.

As needed

Monthly

Paysat approved

rate and time period
according to contracts or
agreements.

Biennia audit

Monthly, asduesare
recaived
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