[image: image1.png]


The Association of University Engineers

Duties of the Treasurer
The Honorary Treasurer shall keep the accounts of the Association and prepare an independently audited balance sheet at the end of each financial year for presentation to the Annual General Meeting. 
A bank account in the name of the Association of University Engineers shall be opened and all cash shall be banked regularly.
The Honorary Treasurer shall be responsible for appointing an independent auditor of the accounts.

The Treasurer shall:
· Receipt and payment of Invoices

· Deposit money/cheques in bank account

· Monitor bank accounts on-line and discuss with bank opportunities for maximising return on capital
· Liaise with Finance/Purchasing Departments of member Institutions

· Prepare Annual Receipts and Payments Account for submission to the Auditor

· Discuss and agree Annual Accounts with Auditor

· Attend Executive Meetings

· Attend and present Annual Accounts to AUE AGM

· Respond to any queries regarding AUE finances

Commitment of time:
It is estimated that the above duties will require a minimum of 11 working days

Attendance at Executive Meetings                                             3 days

Attendance at Conference and AGM                                           3 days

Financial Administration                                                              5 days
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