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Treasurer 

A treasurer is the person who has to handle and is responsible for the money matters of the organisation. 

The treasurer's tasks 

	The treasurer must, as indicated in the “rules or Constitution” (See sample)
· See that all money is used as the rules say it should be 

· Not use money unnecessarily 

· Keep notes (records) of all money matters (cash-book, cheque book, receipt books, etc) 

· Collect membership fees and give a receipt.
· Arrange for all invoices to be forwarded to Treasurer

· Know all signatures in cheque book

· Record all monies received

· Ensure an annual audit of accounts by a professional

· See attached sample ledger for guidance
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