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WELFARE TREASURER
1. Have a working knowledge of the AOSC Constitution, Bylaws, Operating Procedures, and Job Description.

2. Assess Job Description; pass any concerns or changes on to the Parliamentarian.
3.  Maintain a notebook to include:
a.  AOSC Constitution, By-Laws, Operating Procedures, and Job Description
b. General and Welfare Budgets
c. Year-End Reports
d. Minutes from current and previous year
e. Monthly reports from committees, as received
f. Up-to-date list of Board of Governors
4. Encourage eligible spouses to become members of the AOSC.
5. Purchase supplies as needed; remember to stay within your budget.  If more is needed speak with the General Treasurer and/or the Board.  Keep receipts and submit them along with a reimbursement form to the General Treasurer.   (The reimbursement form must be obtained from the General Treasurer and be approved by your Vice President before the reimbursement check can be written.)
6. Prepare and provide input into the Annual Administrative Budget.
7. Complete a Year-End Report in writing for incumbent with Budget recommendations.
8. Assist the Parliamentarian to find a successor for the next year’s board for your position.
9. Meet with successor as soon as possible to cover procedures and hand over notebook.
10.  Be a voting member of the Board of Governors.
11.  Attend all Regular and Special AOSC Board meetings.
12. Prepare monthly board report that provides all pertinent financial information.
13. Present the books for financial review at that end of term of office.
14. Act as the bookkeeper for all Welfare Funds.  Utilize current Software for accounting purposes.
15. Work closely with the Second Vice President and Welfare Chairperson to disburse funds as needed.
16. Be responsible for all accounts receivable and accounts payable to the Welfare Fund.
17. Prepare monthly bank reconciliation.
18. In the event of the General Treasurer’s absence the checkbook will be given to the Welfare Treasurer, as Custodial Manager. 

19. Attend all Budget meetings.
20. Attend all Scholarship meetings.
21. Prepare an annual budget with the assistance of the Second Vice President and Welfare Chairperson to determine how the Welfare funds will be spent.
22. Review annually the Welfare Treasurer’s Operating Procedures.  Make corrections and recommendations.

