AIChE  - NCS Treasurer Duties

1. Monthly Meetings

A. Collect Names for Reservations List

B. Collect payments for meeting

C. Make payments to Restaurant / Caterer

D. Review any contracts

E. Provide receipts for guests

F. Make deposits

2. Maintain Checkbook and Balance Checkbook Monthly – both electronic and paper

3. Pay DCEES Membership every January

4. After the election results, go to SunTrust Bank and create the new Signature Authority documents; Signature Card should permit the Treasurer, Chair, and Vice Chair with signature authority. 

5. After the election results for odd years, submit the D.C. Incorporation paperwork. The incorporation paperwork should list all officers for the NCS. The current mailing address we use is Maria Burka’s address. 

6. Prepare and submit Quarterly Financial Reports for the Executive Committee of the NCS. 

7. IRS Paperwork: Prepare and submit tax forms; Form 990-N is due to the IRS on May 15. Need an active P.O. Box in order to complete Form 990-N.  

8. Submit Annual Report for AIChE-NCS to AIChE National in New York, NY. Report typically due in June. 

Electronic files are prepared for all of these activities. 

