TreasurerFor success you should:

· Use the appropriate designated forms and steps for all transactions
· Keep accurate records of all financial transactions
· Prepare a monthly/annual financial statements
· Exercise transparency 

Your leadership role will include:

· Working with the council leaders and coordinators to develop an operating budget
· Serving as the liaison with the school and the Limestone District Board of Education (LDSB)
· Monitoring all council financial activities
·  Deposit/disburse all funds on behalf of council



PARENT COUNCIL TOOL KIT - ROLES AND RESPONSIBILITIES
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To begin you should:
· Meet with the chair to understand the expectations and plans for the year.
· Introduce yourself to the school budget secretary, the office administrator and the principal.
· Ask who you call if you have questions.
· Sign up for school board email account.
· Ask if any training, organized by the Parent Involvement Committee (PIC) is scheduled.
· Review materials passed down from previous leader(s).
· Read your council constitution/bylaws.  
· Attend the planning meeting to set goals and plan events for the year.
· Change the signatures on school council accounts (non-board account & trust account if applicable).
· Insurance – disburse payment if you school council needs additional insurance.
Monthly Check List
All communication going to school families to be pre-approved by school principal before distribution.
· Monitor financial activity, ensuring compliance with LDSB financial handbook.
· Request balance and account detail information at the school office from school office administrator (monthly).
· Submit School Council balance to Co-chair before the council meeting (monthly).
· Submit School Council account balance to Public Relations Coordinator (if applicable) for the council newsletter and/or website.
· Prepare Treasurer Report for Monthly Council Meeting.
· Attend school council meetings.
· Prepare/sign Cheque Requisitions as necessary for parent council events and activities.  (Each request requires 3 signatures – treasurer, chair, principal).
· Receive or fill out a Deposit Form and promptly deposit all funds into the council non-board bank account.
· Disbursements – Pay, by check only, all financial obligations of the council as authorized by the budget. (non-board funds– checques prepared by school office adminstrator (use cheque requistion form),  lottery account cheques prepared by Treasurer, Trust account cheques prepared by school board.
· Maintain an accurate and detailed account of all monies received and paid out 
and backup this information.
· Reconcile Bank Statements.
· For any events involving money transactions, coordinate with the Chair/Event Coordinator and the Principal, the management of starting cash and cashbox.
· Attend fundraising and event committee meetings, as necessary.

Seasonal Duties
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	· Create Draft Budget with Chair, VC, Fundriasing and Event Coordinators (September)
· Share Budget Proposal for approval by council at first meeting (September/October)
· Attend Fall (PIC) Training
· Transfer Signature Authority (September)

	· Prepare records for Year-End Report 
· Prepare for transition to new leadership (if necessary)



