[image: ]

POSITION DESCRIPTION

JOB TITLE: 		Chapter Treasurer 

REPORTS TO:	Chapter President, Chapter Executive Board


PRIMARY PURPOSE: 
The duties and responsibilities of the Treasurer of The Virginia Chapter of AAHAM are directed and guided by the Chapter Bylaws and Regulations, and Chapter Financial Policies.  

As a Corporate Officer of The Virginia Chapter of AAHAM, the Treasurer has a fiduciary responsibility to care for the finances and legal requirements of the corporation and must act in good faith with a reasonable degree of care, without any conflicts of interest. 

[bookmark: __DdeLink__1174_3619185637]The Chapter Treasurer is responsible for the management of cash receipts, and disbursements, and management and reporting of accounts payable and accounts receivable.  The Treasurer will provide monthly, quarterly and annual reporting (or other as needed), and will assist in Budget development.  This position is a two year term beginning in January and may be reelected for a second term.

PRINCIPAL RESPONSIBILITIES: 
1. The Chapter Treasurer will present Chapter Financial Reports of receipt and disbursement transactions affecting bank account balances at Executive Board Meetings and at the Annual Meeting.  The Treasurer will provide quarterly budget comparison reports (reference Financial Procedure #2.)  
2. The Chapter Chart of Accounts will be maintained by the Treasurer according to generally accepted accounting principles (reference Financial Procedure #9).  
3. The Treasurer prepares an attendance roster of seminar attendees (reference Financial Procedure #6).
4. The Treasurer will deposit all monies received into the Chapter checking account as directed by Financial Procedure #7 and Financial Procedure #13.
5. The Treasurer will reconcile the monthly bank account statements, initial and date the reconciliation when completed, and send a copy to the President and the Finance Committee Chairperson for review (reference Financial Procedure #3).  
6. The Treasurer coordinates with the Finance Committee and will make recommendations for investment of excess cash with the prior approval of the Chapter elected officers and the Finance Committee (reference Financial Procedure #5). 
7. [bookmark: __DdeLink__1576_647124665]The Treasurer will update Dun and Bradstreet information as well as other external organizations.  Updates shall be completed yearly.   
8. The Treasurer will participate fully with the selected audit firm to complete the annual audit and the annual Tax Return for the Chapter.
9. The Treasurer is authorized to sign the Audit Engagement Letter and the Auditor Representation Letter described in Financial Policy #12.   
10. The Treasurer is authorized to sign the Chapter Annual Tax Return and assure that the Tax Return is submitted to the Internal Revenue Service by the filing deadline (reference Financial Procedure #12).









POSITION REQUIREMENTS:

Certification:
There are no specific certification requirements for this position; however, certification as a Certified Revenue Cycle Executive (CRCE), Certified Revenue Cycle Professional (CRCP), or Certified Revenue Integrity Professional (CRIP) is recommended.  

Knowledge:
	This position requires a thorough knowledge of the Virginia Chapter activities, Chapter 	Bylaws and Regulations, and Chapter Policies and Procedures.  

This position requires knowledge of generally accepted accounting principles, business and office software, Chapter activities, Chapter Bylaws and Regulations, and Chapter Financial Procedures.  

The Treasurer must be a National Member a member of the Virginia Chapter working in health care administrative services as defined in the Chapter Bylaws and Regulations.

Bonding:
	The Chapter Treasurer shall be bonded as required in the Chapter Bylaws and 	Regulations and described in Financial Policy #1. 

WORKING RELATIONSHIPS/CONTACTS:
	This position will work with Chapter members, Chapter Committees, Executive Board 	members, and external auditors in the duties and responsibilities as a member of the 	Executive Board and Treasurer of The Virginia Chapter of AAHAM. 

ORGANIZATION STRUCTURE:
	Successful execution of the duties of Treasurer qualifies the individual for possible 	election or appointment to other Executive Board positions and Chapter Committees.  


Approved by The Virginia Chapter of AAHAM Executive Board:  03/11/2025 
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