Treasurer
Purpose of Ministry: 
The purpose of serving as Treasurer for Via de Cristo of Western Washington (VdCWW) is to glorify God by keeping detailed records of all financial transactions of the VdCWW Secretariat.  
Objectives: 
1. To help discern the will of the Spirit in all matters through prayer.
2. Keep records of all of the Secretariat’s financial transactions.

3. File all legal documentation in a timely fashion.

Responsibilities:
1. File IRS Form 990-N (e-Postcarad) annually between January 1st and May 15th.

2. File a Nonprofit Corporate Renewal with the State of Washington Secretary of State anually between January 1st and February 28th.

3. Keep exact, detailed records of all financial transactions of VdCWW sufficient to support an annual financial audit by an accountant.  
4. Prepare monthly reports of all VdCWW financial transactions and distribute these reports to all Secretariat members at least one week prior to the Secretariat meetings with appropriate written explanatory remarks.  
5. Prepare the annual VdCWW budget, which includes a forecast of monthly cash flow, for Secretariat approval.  
6. Conduct banking transactions as required to maintain a checking account.  
7. Collect and deposit all money from the monthly Ultreyas having a Secretariat Member verify the amount.  (If you can’t attend an Ultreya, make arrangements with the Lay Director and/or Assistant/Past Lay Director to handle the Ultreya offering.)
8. Work with the weekend team Rector/a to collect and deposit weekend team donations.  
9. Work with the Pre-weekend Coordinator to collect and deposit all weekend candidate (pilgrim, participant) donations.  
10. Write an article for the newsletter from time to time as needed.  
11. Regular attendance at all Secretariat meetings.
12. Regular attendance at as many Via de Cristo gatherings as possible.
13. Pray regularly for the leaders serving on the Secretariat.
Related Gifts:  Good management, organizational and computer skills (Not required but very helpful to have some knowledge of a spreadsheet system such as Microsoft Excel.). 
Other Qualities:  Ability to work with people

Reports to: Secretariat 
Length of Service: Two years, renewable by mutual agreement up to (4) four years.  
Training/Orientation:  Past Treasurer and Executive Committee work and work with a new person to train.  
� To file the annual 990-N use the internet. File online at � HYPERLINK "http://www.irs.gov/eo" �http://www.irs.gov/eo� and click on “Annual Electronic Filing Requirement for Small Exempt Organizations — Form 990-N (e-Postcard)”.


 


Annual Electronic Filing Requirement for Small Exempt Organizations — Form 990-N (e-Postcard)�
�
 �
�
Small tax-exempt organizations whose annual � HYPERLINK "http://www.irs.gov/charities/article/0,,id=177784,00.html" �gross receipts� are � HYPERLINK "http://www.irs.gov/charities/article/0,,id=177338,00.html" �normally $25,000 or less� ($50,000 for tax years ending on or after December 31, 2010) may be required to electronically submit Form 990-N, also known as the e-Postcard, unless they choose to file a complete Form 990 or Form 990-EZ.


If you do not file your e-Postcard on time, the IRS will send you a reminder notice but you will not be assessed a penalty for late filing the e-Postcard. However, an organization that fails to file required e-Postcards (or information returns – Forms 990 or 990-EZ) for three consecutive years will � HYPERLINK "http://www.irs.gov/charities/article/0,,id=217087,00.html" �automatically lose its tax-exempt status�. The revocation of the organization’s tax-exempt status will not take place until the filing due date of the third year.


Due Date of the e-Postcard


The e-Postcard is due every year by the 15th day of the 5th month after the close of your � HYPERLINK "http://www.irs.gov/charities/article/0,,id=180867,00.html" �tax year�. For example, if your tax year ended on December 31, the e-Postcard is due May 15 of the following year.  If the due date falls on a Saturday, Sunday, or legal holiday, the due date is the next business day.  You cannot file the e-Postcard until after your tax year ends.





�
�



� To file a State of Washington Nonprofit Renewal Form, use the internet. File online at � HYPERLINK "http://www.sos.wa.gov/corps/" �http://www.sos.wa.gov/corps/�. Click on “Renew your Nonprofit Corporation”.
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