
American Adoption Congress 
Treasurer Job Description 

Approved by the Board - 07/11/2015 

 
 
Prerequisites 
 
The Treasurer shall be an AAC member in good standing and a member of the Board of Directors. The 
appointment to the AAC Board of Directors in this position and having access to AAC financial accounts 
or the handling of any incoming or outgoing funds to/from AAC is conditional; pending approval through 
a vetting service paid for by AAC. 
 
The Treasurer shall possess the following qualifications: 
 

 Commitment to the mission of AAC 

 Serve on the Board of Directors 

 Elected to the office by a simple majority or plurality of the Board of Directors 

 A history of participation and commitment to adoption reform 

 Familiarity and experience in accounting computer software such as QuickBooks 
 
 
 

Term of Service 
 
The term of service shall be in keeping with the By-Laws of AAC. 
 
Responsibilities 
 
Treasurer 

  

 Develops a line item annual budget to be discussed and approved at the annual Board 
meeting  

• Develops, monitors, administers, and reports on the national budget approved by the Board  
• Prepares checks for the AAC  
• Monitors expenditures in relation to Board-approved budget allocations  
• Refers questionable vouchers to the President for approval or disapproval  
• Provides a financial statement to the entire Board on a monthly basis  
• All bank accounts that are titled to the AAC must appear on the monthly report. Therefore, the 

activity must be recorded and reconciled on a monthly basis as part of the overall 
Accounting function  

• Ensures that the appropriate forms are submitted to the IRS and appropriate state 
governments. The main form of tax compliance is the Annual Federal Income Tax 
(Form990), including quarterly estimated tax payments, if applicable.  

• Oversees the book sales program of the AAC  
• Maintains the corporate financial records and supporting documentation of the AAC in 

accordance with GAAP (Generally Accepted Accounting Principles)  
• During the annual conference, performs daily tallies of funds and reconciliation of Book Room, 

Conference Registration and/or miscellaneous income. 
 

Budgeting  
o The Treasurer, in consultation with the Board, shall develop a recommended annual budget 

for approval by the Board of Directors. The budget will cover the calendar year and will be 
sent to the Board of Directors for the upcoming year by November 1 of the previous year.  
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o All requests for AAC funds to support special projects shall be submitted to the Treasurer by 

September 1 for inclusion in the upcoming yearly budget. The Special Project Proposal form 
should be used to document the request.  

o Off-cycle Special Project requests will be considered by the Board at regularly scheduled 

meetings. The Treasurer will monitor the cumulative total of special projects to ensure that 
the total does not exceed the amount authorized in the budget.  

 
Financial Statements  

o The Treasurer will retain a CPA to provide financial oversight and to assist in the preparation 

of tax and financial reporting.  

o The Treasurer will email the account reconciliations and the operating account bank 

statement monthly to the AAC president for review and approval. All questions about the 
bank statement are to be resolved between the President and the Treasurer.  

o Once the President is satisfied as to the contents of the bank statement, he or she shall 

indicate approval by sending a dated confirmation email to the Treasurer. The President 
shall retain a copy.  

o Expenses over budget will be highlighted in the monthly financial report.  

 
Expenses  

o No expenses will be paid without a voucher, invoice or receipts documenting the services or 

goods provided  

o Requests for reimbursement of expenses incurred by a Board member should be submitted 

on an AAC Expense Voucher form. Expenses will be reimbursed in accordance with the 
expense reimbursement policy.  

o Requests for reimbursement of non-budgeted and non-recurring items must have prior 

approval of the Treasurer. Non approved expenses will not be reimbursed. If the amount of 
such expenditure exceeds $100.00 the request must have Board approval.  

o Expenses will be paid within 30 days of receipt  

o Disputed invoices will be referred to the Board of Directors, to be settled within 30 days. The 

decision of the Board of Directors is final. Undisputed items on disputed vouchers should be 
paid as normal 
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Credit Cards  

o The AAC will obtain credit cards for the President, Vice President and Treasurer. These 

cards are to be used for reimbursable expenses whenever possible. Whenever a card 
holder uses a credit card, he or she should inform the Treasurer of the charge and forward 
the receipt to document the purchase.  

 
Assets  

o The Treasurer will maintain a list of AAC assets, including equipment and software, cost of 

the asset, date of purchase, and where the asset resides (physical location).  
o All anticipated asset purchases, transfers, and disposals are to be communicated to the 

Treasurer.  
 

Conferences  
o The Treasurer, in conjunction with the President and the Conference Chair, shall prepare a 

financial statement for each regional and national conference, including proposed budget, 
actual expenses and income.  

o The Treasurer shall keep track of all outgoing and incoming expenses with the book room 

and confirm all book room financial transactions.  
o The Treasurer shall keep track of all incoming and outgoing expenses with the book room 

and confirm all book room financial transactions.  
o Te Treasurer will work with a Board member and book companies to prepare the book room 

for the conference.  

o The Treasurer will be responsible for maintaining the information on book orders, credits and 

returns.  
o The Treasurer will be responsible for preparing a report detailing income earned or lost from 

each conference.  
o The Treasurer will be responsible for collecting daily cash from registration and book room 

and deposit monies to the bank when possible. 
 
Equipment 
 
All equipment supplied by AAC remains the property of AAC.  It must be returned to the organization 
when the position is vacated. 
 
Equipment: 
 AAC laptop 
 
 


