BOOKKEEPER DUTIES                
General Duties:

· Enter all transactions (checks, deposits, cash receipts, debits) in Quicken

· Double check the Treasurer’s math and procedure for checking proper documentation.  

· Organize each transaction into the proper category and sub-category

· Reconcile the monthly statement for each account 

· Attended every Board meeting

· Support budget development

· Create monthly, quarterly, and annual reports of budget and spending for the Treasurer to present

· Support Audit Committee annually with all information requested

· Make sure financial information is sent to the CPA for the annual Sales Tax return and IRS 990 return to be created

· Help inventory cook books and Corpus Christi Garden Books

· Help train cashiers at any event requiring a cash box (Treasurer is primary)

· On day of fund raising event, support treasurer who counts money and checks out each cash box.  This involved developing a spreadsheet to make sure all receipts are returned; cash receipts are written for income from cash sales; checks and cash tally with actual count and receipts.  (This needs to be done the day of the event and the funds properly stored until they can be deposited by the Treasurer)

Regular Monthly Duties:

· Enter and categorize all transactions

· Create monthly statement for General Meeting

· Attend General Meeting and Board of Directors Meeting

Time Line Duties:

· October:  Support development of annual budget for the coming year

· November:  Have budget ready to be presented for general meeting 

· December: Have budget ready for general meeting for adoption

· January:  -Budget is adopted

-Send previous year’s data to CPA for Sales Tax return for    preparation

-Have Annual Expenditures Report ready for Board of Directors meeting

· April:  -Send financial data to CPA to prepare 990

-Present 1st quarter expenditure report to BOD
· July:  Prepare 2nd Q expenditure report for BOD

· October:  Prepare 3rd Q expenditure report for BOD

Additional comments:

This position takes an average of about 10 hours a month except for those large fund raising events such as plant sales.  It is critical to be able to use Quicken and Excel to properly report on transactions so they can be compared to previous years as required.

