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TASK DESCRIPTION  
CHAPTER TREASURER (Dealer Appointed)
PURPOSE: To manage all Chapter funds.   To provide a safe, responsible social environment for HOG members to get together and ride and have fun.  
TASK REQUIREMENTS
· Collect and process Chapter annual subscriptions
· Make recommendations to Executive for  all  Chapter funds including investments, charity funds, event funds

· Make all expense payments after approval from Executive
· Bank all Chapter money into Chapter Bank account

· Manage all investment monies

· Present to Chapter Executive options for investment monies at appropriate times

· Process GST Returns if applicable

· Present to Executive Monthly Treasurers report

· Statistic reporting when required

· End of Year Financial reporting through to audit and presentation to Accountant

· File End of Year Returns to Tax Department if applicable
· Archive all paperwork for storage at Dealership
· Present verbal report to each Executive meeting
· To assist the Chapter Director and Sponsoring Dealer in upholding the Chapter Charter and by laws

· Maintain correct and current signatory documentation for  Chapter bank accounts

· Liase with Activities Officers for Chapter activities and events

· Compile and present annual budget
QUALIFICATIONS/ATTRIBUTES
· Basic understanding of accounting procedures and principles
· Ability to keep accurate records

· Clean history of any criminal or dishonesty charges

· Reliability
· Friendly and professional Communication skills

· Telephone skills

· Follow up skills
· Enthusiasm for and commitment to  HOG and the Chapter
· Intermediate Computer, Email, Excel  and Word skills
RESOURCES/SKILLS REQUIRED

· Volunteer time, Telephone, Own computer,  
CHAPTER INFORMATION CONTACT

· Chapter Director

· Sponsoring Dealer
· HOG Chapter Handbook

· www.hog.com 
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