Task List for Board of Director Responsibilities

Position: VP Finance
This template is to provide a checklist for new board members to facilitate their transition to their new roles.  The idea is to translate general role descriptions into concrete tasks.  

	√
	When elected, 

before 1st board meeting
	Instructions and/or Tips

	
	
	

	
	Obtain Mailbox key from past VP.
	Mailbox is at the UPS Store on Grant and Alvernon. Box # 113.

	
	Obtain all past receipts, reports, etc. from past VP.
	Big grey box…work towards paperless as possible!

	
	
	

	
	Update contact information with RMC (make sure you are in as Administrator).
	Call number listed on Website.

	
	Before 1st Board Meeting of the year, make up a preliminary budget for upcoming year.
	Use your best judgment and spending habits, income from previous years.

	
	
	


	√
	Before Board Meeting
	Instructions and/or Tips

	
	Compile all reports to give Board a snapshot of where we stand financially.
	Use Word or Excel reports that were e-mailed.

	
	Print out or e-mail reports to Board Members.
	

	
	Review action items from previous meeting
	


	√
	During Board Meeting
	Instructions and/or Tips

	
	Give a brief overview of ASTD-GTC financial status.
	

	
	Write reimbursement checks for other board members if needed.
	Board members requesting reimbursement must have a receipt for their purchase.

	
	During 1st Board Meeting discuss budget options, get approval for final budget.
	

	
	Make recommendations to Board with respect to financial health of organization.
	

	
	
	


	√
	Ongoing
	Instructions and/or Tips

	
	Receive dues, meeting payments, etc. and logs all transactions into reports.
	Do these as things come in, so that there is not a scramble right before the board meeting.

	
	Check the mailbox at least once per week.
	

	
	Send invoices as needed.
	RMC automatically sends invoices for anything generated through the website. Rarely need to do it manually.

	
	Reconciles bank account.
	Monthly as statement comes in.

	
	Pay all bills that come in.
	


	√
	Before Membership Meeting
	Instructions and/or Tips

	
	Confirm # of attendees for catering (call the Viscount)
	Look in RMC and call WED before the meeting.  Not sure if there is a minimum required, but always add a few extra meals for walk-ins

	
	Print registration roster from RMC.
	

	
	Set up registration table
	ASTD sign, badges, markers, receipts, money bag

	
	
	


	√
	During Membership Meeting
	Instructions and/or Tips

	
	Sign-in and collect meeting payments from attendees.
	

	
	Pay Location Vendor (El Parador)
	Request that bill be ready by 9am so that payment can be made in a timely manner. Pay at the front desk.


	√
	After Membership Meeting
	Instructions and/or Tips

	
	Deposit funds; update budget
	

	
	
	


	√
	For Other Events
	Instructions and/or Tips

	
	Schedule a Financial Audit of ASTD-GTC Books.
	Every 2 years. Must be administered by a CPA.

	
	Recruit VP of Finance for upcoming year and do one on one orientation
	

	
	Analyze expenses and income for any fundraising events; suggest pricing
	Usually, there are 4 of these per year, roughly one per quarter.

	
	
	


