SWE Baltimore – Washington

Treasurer Committees and Responsibilities


Audit

The Baltimore-Washington Section conducts an audit of its accounting each year.  The audit for each fiscal year (July 1 – June 30) is to be completed by January 31 of the following calendar year.  The yearly audit will consist of a review of the Section financial books, with a full audit being conducted every 3-4 years.  The Audit Committee should consist of the auditor (member or external firm) and the current treasurer.  If the current treasurer also served as treasurer during the year(s) to be audited/reviewed, an additional member will be appointed to the committee to act as the liaison between the Section and the auditor.

December
Receive books from the past fiscal year from the Treasurer

December - January
Conduct the audit

February
Report the audit findings at the February Executive Council meeting

*
If an auditor from the membership is not identified by December 1, an outside auditor or CPA should be contacted.

**
Each month the Audit Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the President prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.

Financial Strategy

The Financial Strategy Committee was established to provide guidance to the Baltimore-Washington Section on how funds from our current assets should be used.  This includes endowing one or more Section scholarships, subsidizing membership meeting and seminar costs, establishing new educational and mentoring programs for students, and other programs.  

July - August
Identify the Section’s current assets and financial status

September – 
Meet to discuss the Financial Strategy for the Section

November
Discuss options for the allocation of Section assets 

December
Provide guidance to the Executive Council on the allocations of Sections assets

February - April
Update the Section Program Plan and Financial Strategy

May
Submit the updated Program Plan and Financial Strategy to the Executive Council for approval

**
Each month the Financial Strategy Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Treasurer prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.
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