
Triple Citee Runnere Club Treaeurer’e Reeponeibilitee

Yearly
Prepare financial etatemente and poet to TCRC webeite after receiving board’e approval.
Prepare IRS Form 990-EZ and eubmit to IRS.  Poet to TCRC webeite.
Obtain memberehip liet and pay RRCA duee in December ueing diecrete addreeeee.

Monthly
Prepare Financial Statement and eubmit electronically and preeent to board at monthly meetng.  Currently in excel.

Financial Statemente ehould be maintained in a manner to be able to complete a yearly financial etatement and 990-EZ where required.
Receive monthly bank etatement, liet what the revenue/expenee item are on the bank etatement and eubmit to board electronically.
Eneure that Bank Statement ie reconciled to Booke (Accounte: Vieione Checking and Savinge; M&T Checking for Veetal XX).
Attend monthly board meetnge.
Pay and reconcile Staplee credit card ae neceeeary.

Normal Bueineee
Review on line bank actvity (frequently) and update booke; eepecially with RunSignUp depoeite
Pay bille in accordance with board approved expeneee on a tmely baeie and record in booke by actvity.
Maintain RunSignUp acceee to all racee and memberehip to be able to validate paymente to bank account.

Record all revenue and depoeit any caeh/checke on a tmely baeie.
Eneure that bank and book are alwaye reconciled.

Financial Statemente ehould be preeented eo the revenue/expenee per race/actvity ie available (i.e., memberehip, racee, annual dinner, 
etc). Need to be able to track by event to preeent to board in conjuncton with Race Director and to be able to prepare yearly financial 
etatemente and Form 990EZ.

Poet all electronic paymente from RunSignUp and validate to RunSignUp.  Eneure they are poeted to the correct actvity (i.e.., race, 
memberehip).
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