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1. Purpose: Act as the principal accounting and financial officer of the Corporation. 
2. Scope:  The Treasurer will keep accurate accounts of all moneys of the Corporation received or disbursed or invested 
3. Prerequisites: Knowledge of and access to all Foundation Accounts.
4. Responsibilities/Procedures
a. Collect and deposit all moneys, drafts and checks in the name of, and to the credit of, the Corporation in such banks and depositories as the Board of Trustees will designate.
b. Monthly, submit to the Chair of the Board and the Trustees, in accordance with generally accepted accounting practice, a written report of all transactions and the assets and financial condition of the Corporation
c. Provide other financial reports to the Board, as requested.
d. Make budget recommendations to the Project and Fund Development Committees.
e. Develop and maintain relationships with the Foundation’s external accounting firm. 
f. Annually (after June 30) provide accounting firm with Foundation’s financial activities for preparation of annual financial statement, ensure that the work is completed in a timely fashion, submit to the Board and send final statement report to PR Chair for posting on Web
g. Annually (after June 30) file the Michigan State Solicitation Certificate for non- profit organizations and present same to PR Chair for posting on Web
h. Annually file the Foundation’s 990 Form and present same to PR Chair for posting on Web in January
i. Annually (in January) pay the Foundation’s liability insurance premium
j. Maintain records and Foundation Debit Card in a secure place and name person/contact information who has access to files and records. Note: the Debit Card number is posted in the WIX Web site account for auto payments of the WIX, email and domain accounts.  The Treasurer will need to notify the WIX system administrator with any updates to the Debit Card (e.g. new card expiration date, etc.)
k. Relationship with Berrien County Foundation for investment portfolio
5. References:  The Bridgman Foundation Bylaws 
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