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Position Description for  

Treasurer 

General duties for all Board members: 

1. Understand and demonstrate a commitment to the organisation’s mission and programs 

2. Keep up to date with issues and trends that affect the organisation  

3. Prepare for meetings by reading agendas, minutes, reports and other documentation required to 

actively participate in them  

4. Attend Board meetings regularly  

5. Contribute skills and knowledge by participating actively in meetings and committee work  

6. Make inquiries when clarification or more information is needed  

7. Understand and monitor the organisation’s financial affairs  

8. Avoid any potential conflicts of interest  

9. Understand and maintain confidentiality  

10. Ensure the organisation is complying with all legal and regulatory requirements  

Specified duties for Treasurer: 

1. Prepare and handling invoices when required (i.e. membership fees, etc) 

2. Prepare and handling all banking 

3. Arrange all payments/salaries as per as budgeted which was approved by APDSC Board 

4. Record in the books for all income and expenditure transactions 

5. Control Debtors (i.e. outstanding membership fees) 

6. Prepare quarterly bank reconciliations 

7. Control and record all Petty Cash with Administrative Assistant on and Secretary-General 

8. Retain all finance records for Auditors 

9. Prepare and process annual budget and report to APDSC Executive for their consideration and 

approval (i.e. 2016 budget must be approved at least 3 months before January 2016) 

Quarterly reporting: 

1. Formal financial reports are to be prepared by the Treasurer for the APDSC Executive Committee on 

a quarterly basis 

2. The Treasurer is required to have the quarterly report completed and e-mail by at least 2 weeks prior 

to the APDSC Executive Committee meetings.  (if the APDSC Executive Committee doesn’t have 

meetings, reports will be emailed every quarterly months basis) 
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3. The following reports are included in the quarterly reporting to the APDSC Executive Committee: 

 Treasurer’s comments (if any) 

 Quarterly Statement of income and expenditure 

 Quarterly Balance Sheet 

 Quarterly Cash Disbursement 

 Copies of bank statements (3 months periods) 

 Review of budgets when required 

 

Annual reporting (Calendar Year): 

The APDSC Treasurer is responsible for preparing the annual financial reports and ensuring all work papers 

required are completed.  The APDSC Treasurer is also responsible for administering the audit process 

ensuring that the audit is conducted smoothly and on time. 

Two years of audited financial reports would be presented to APDSC members at their biennial years 

Congress by the APDSC Secretary-General (along with all Congress documents). 


