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	POSITION:
	Treasurer


	TERMS:
	Refer to the association Bylaws.


	QUALIFICATIONS:
	In order to be eligible to hold office or represent the association as a delegate to General Convention or Alumnae Panhellenic, a member must be in good standing.


	SUPPORTED BY: 
	Alumna Relations Specialist
Alumnae Experience Department


	KEY COLLABORATORS:
	President, Secretary, officers elected by the association, and the Alumna Relations Specialist


	OVERVIEW:
	The Treasurer should keep the financial records of the association and submit all dues, reports and forms by the expected due dates. The alumnae association Treasurer collaborates with Executive Board. With Executive Board and support from the Alumna Relations Specialist and Alumnae Experience Department, they should provide opportunities for engagement across generations and encourage the participation of alumnae in the Fraternity’s programs. 


	TIME COMMITMENT:
	1–5 hours per week


	RESPONSIBILITIES:
	Keep the financial records of the association.

Submit per capita fees by mailing in the membership roster, check, and Alumnae Association Fee Report or by submitting via KeyReports. The initial association fees and list of dues-payers must be sent by Nov. 1. 

Disburse funds as required and keep an accurate account of all receipts and disbursements. 

Prepare the annual association budget and have charge of the operation of the budget under the supervision of Executive Board. 

Prepare and send the yearly financial report by July 31 and submit through KeyReports. [include where this is sent]. 

Foster collaboration by empowering others to participate and being a role model and active member of the association. 

Encourage the members of Executive Board by recognizing and celebrating accomplishments. 

Identify and utilize the talents and skills of members of the association and encourage members to aspire to leadership roles. 

Through delegation, encouragement and mentoring, provide opportunities for personal and professional growth of members to build new skills. 

Vote on any question requiring the action of the association prior to the next meeting or on such matters designated in the alumnae association Bylaws. Report on any such action to the membership. 

With Executive Board, appoint a representative to the local/area Alumnae Panhellenic if one exists. 

Review the Kappa Kappa Gamma Fraternity Bylaws, Standing Rules and Policies, along with the association Bylaws and Standing Rules, at the beginning of each term of office. 

In partnership with Executive Board, appoint chairmen and committees as necessary.


	TRAVEL:
	If the President is unable, attend General Convention (held in June of even-numbered years).
 
Attend meetings, events and activities as requested.


	PERSONAL BENEFITS:
	Personal and professional growth in team building, interpersonal relations, project management, conflict resolution, and strategic planning. 

Opportunities to work with alumnae in varied settings and situations and build relationships with other Kappa Kappa Gamma officers and volunteers. 

Opportunities for building close friendships, participating in mentor/mentee relationships, and representing the Fraternity.
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	Due Date
	Name
	Purpose or Explanation

	Nov. 1 
	Alumnae association fees
	The per capita fees and an alphabetized list of each member’s name, address, and information regarding their payment of per capita fees and local association fees are sent to Kappa Headquarters. When this list is submitted in an odd year, it will determine if your association is in good standing and eligible to vote at the Convention the following year.

	Nov. 15 
	990N/e-Postcard (filed by Kappa Headquarters)
	IRS tax filing when the association’s gross receipts are under $50,000. This is filed by Kappa Headquarters upon the receipt of AT-01. If gross receipts are greater than $50,000, the association must work with an outside accountant to file IRS Form 990 EZ or Form 990.

	Feb. 1
	Annual per capita fees amount
	The annual per capita fee is calculated each year, as of Jan. 1, by the annual cost of living adjustment (COLA). Notification of the per capita fee will be sent to alumnae associations on this date to prepare for the upcoming budget. For more information, please review the Kappa Kappa Gamma Fraternity Bylaws, Article III. Section 8.

	May 
	Alumnae association budget
	The association’s yearly budget for the upcoming year is prepared.

	May 31 
	Foundation 
Contribution Form
	For associations that have contributed to the Kappa Kappa Gamma Foundation.

	July 1
	Annual per capita fee increase
	The annual per capita fee increase goes into effect on this date per the Fraternity Bylaws, Article III. Section 8.

	July 31 
	Association Financial Report
	Submit the Annual Financial Report via KeyReports. 
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