Alpha Gamma Rho Fraternity
Vice Noble Ruler-Finance
Suggested Job Description
Basic Functions:
The Vice Noble Ruler-Finance shall promptly collect and pay all dues, manage housing contracts, and pay all other chapter bills.  
Ensure sound financial management and responsibility individually and at all levels of the fraternity in accordance with the Promise and Values.

Duties, Responsibility, and Authority:

1.
Weekly responsibilities

a.
Give report at Chapter's meetings

Including:
Accounts Receivable

Accounts Payable

Savings & Checking Account Balances (Balance Sheet)

b.
Collect all accounts receivable
2.
Monthly Responsibilities

a.
Financial reports include:  Balance Sheet, A/R, A/P 



b.
Review budget

c.
Meet with Finance Committee (including Financial Adviser) 

d.
Prepare house bills and other bills for Brothers 

e.
Collect appropriate fines once levied by Noble Ruler, Executive Council or Judicial Board

f.   
Establish and coordinate Fund Raising Committee

3.
Annual Responsibilities

a.
File IRS 990 form - 15th day of January

b.
Have books audited after fiscal year ends

c.
Prepare and approve budget for next fiscal year and send copies to:

Home Office by March 31st of each year

Adviser(s)

Alumni Corporation Board

d.
Attend all Alumni Corporation Board meetings and make a report on current financial condition

e. Pay to the Home Office the semi-annual fees of $65 per initiated Brother due October 15 and February 15--a late fee of $100 is levied if not paid within 30 days of these dates and each month thereafter.

f. Review with the Alumni Corporation Board who will be paying for the Liability Insurance.  Be certain it is paid by September 1 of each year.

4.
Employee Responsibilities

a.
Develop and maintain all contracts:

cook, housemother, paid officers, etc.

b.
File all required tax forms (state and federal) involving employees (941, 940, etc.)

c.
Provide all employees with their W-2 forms at year's end -- file W-2 forms with IRS and State Tax Agency

d.
Prepare and deliver employee paychecks -- deduct necessary FICA, Federal and State taxes where applicable
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