
Waltham Choral Parents Association

Treasurer’s Job Description
The purpose of the treasurer’s position within the WCPA board is to oversee the financial activity of the group and the choirs they support; including but not limited to:

· Keeping copies of all invoices/payments and deposits in a cohesive manner so that the records would be available for auditing purposes.

· Tracking and reconciling the bank and school accounts and reporting the status of these accounts, in detail and including the reconciliation, to the WCPA president, at the monthly meeting.
· Being available to collect money from the choir/band/crew members on an ongoing basis as fundraising and competitions demand.

· Assisting the WCPA fundraising chairs with reconciling all fundraisers.  Also making sure that “startup cash” is available when necessary.

· Keeping track of all student fundraising and payment activity on an individual level.

· Chairing the scholarship committee.

· Filing the annual report with the Commonwealth of Massachusetts immediately after the first WCPA parent meeting/election each year.

· Making sure that the tax returns are filed with the appropriate federal and state agencies on time.
· As with any position held within the WCPA a CORI is required on record with the Waltham Public School System.
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