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Treasurer 
 

The Treasurer shall be elected by the membership and shall be an officer of the 
Kettle Moraine Garden Club.   
 
Term: 3 years. 

 
 The Purpose of the Treasurer is to have charge and custody of and be 

responsible for all funds and securities of Kettle Moraine Garden Club  
 

The Treasurer is responsible to: 
1. Maintain and balance all bank accounts of KMGC. 
2. Receive and give receipts for monies due and payable to KMGC and deposit all such 

monies in the name of the club. 
3. Reimburse club member expenses and pay all Operating and Civic expenses.  
4. Maintain an ongoing ledger of all club transactions; preferably electronic. 
5. Compile monthly reports (or as requested) on the financial condition of the 

organization. 
6. Implement KMGC Strategic Plan’s Goal #7 and carry out Treasurer’s assigned action 

steps (see attached Goal #7 with action steps). 
7. Attend monthly Board meetings and present Treasurer’s report; provides a summary to 

members at general membership meetings. 
8. Consult with the President and Vice President to annually prepare and develop a budget 

for the upcoming fiscal year and present it to the Board and the general membership for 
approval. 

9. Provide committee chairpersons with their annual budget. 
10. Annually prepare and gather necessary documents to send to the club accountant for 

completion of Federal taxes; and assure taxes are filed by May 15 of each year. 
11. Serve as a member of the Ways and Means Committee.  
12. Develop the annual Dues Notice and distribute to members. 
13. Create a form, in conjunction with the Vice President, for members to indicate their 

participation preference for club activities; sent with the annual dues notice. 
14. Pick up mail on a regular basis at the Nashotah Post Office, and distribute as necessary. 
15. Oversee the financial component of all club fundraising and special events. 
16. Oversee Assistant Treasurer as necessary. 

a. The Assistant Treasurer shall manage the financial component of special  
fundraising events. 

b. The Assistant Treasurer shall perform such duties as delegated or assigned to 
them by the Treasurer; and communicate all records to the Treasurer.  

17. Maintain an organized binder (or separate titled folders) of all information pertaining 
to  the role of the Treasurer and the financial records of the club during the Treasurer’s 
three year term.  At terms end, give binder/folders of information to newly elected 
Treasurer. 

 



 
 

The Treasurer should: 
 Refer to the GCA Treasurers Handbook 
 Attend any meetings arranged by national committee representatives in Zone XI. 
 Read information regarding the national committee on the committee page of the 

GCA website. 
 
 

Skill Set an individual needs for this position: 
 Very organized and proactive 
 Comfortable understanding of math, finance and accounting. 
 Computer savvy including knowledge of or willing to learn Quicken or QuickBooks. 
 Able to attend Board and general meetings 
 Active member for at least 2 years 
 Good communication skills  
 Follow through ability 

 
 

 
 


