
American Osteopathic College of Occupational and Preventive Medicine

Job Description of the Treasurer (JD-05)

Effective Date:_________________________

Next Review Date:_____________________ Reviewer(s):_______________________

Dates of Revisions:________________________________________________________

JD-05 Job Description, Treasurer Page 1

D U T I E S O F T H E T R E A S U R E R

1. The Treasurer shall:
1.1. Provide review and oversight of the accounts receivable and accounts payable process in

accordance with policies established by the Board of Trustees.
1.1.1. If requested, serve as one of the three individuals designated to sign checks over

$5,000 (two signatures required).
1.1.2. If requested by the BOT, be bonded (the Executive Director may also be required

to be bonded).
1.2. Periodically review reports of all financial transactions of the College.
1.3. Provide financial reports at meetings of the Board of Trustees and the Membership.
1.4. Assure appropriate reviews by a CPA and necessary filings of IRS forms are performed.
1.5. Serve on the Executive Committee and the Finance Committee.
1.6. Perform other such duties usual and customary to such a position.


