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5 . F INANC E  C OOR DINAT OR

1. Ap p o in t m e n t :

A F ina nce C oordina tor  is  a ppointed b y  th e m a na g em ent tea m  of  ea ch  Reg ion or  Area . Sh e is  a ppointed

for  a  tw o-y ea r  ter m , a nd m a y  s erve no m ore th a n th ree cons ecu tive tw o-y ea r  ter m s  on th e Reg iona l/Area

M a na g em ent T ea m .

2 . T y p ic a l Du t ie s :

a . E ns u res  th a t a ll f ina ncia l res ou rces  of  th e Reg ion/Area  a re a ccou nted for  in a n ef fective a nd

eff icient m a nner .

b . C oordina tes  th e long -r a ng e f ina ncia l pla n in conju nction w ith  oth er  tea m  coordina tor s .

c. P repa res  a nd s u b m its  th e a nnu a l b u dg et for  th e Reg ion/Area .

d. M a na g es  b a nk  a ccou nts  a nd inves tm ents  a nd k eeps  a ccu r a te a nd cu r rent records  of  a ll f ina ncia l

tr a ns a ctions .

e. Receives  a ll f u nds  pa id to th e Reg ion/Area  a nd is s u es  a ll pa y m ents .

f . N eg otia tes  contr a cts  for  eq u ipm ent a nd s ervices  req u ired b y  th e Reg ion/Area .

g . H olds  s ole a u th ority  to s ig n contr a cts  on b eh a lf  of  th e Reg ion/Area .

h . C oordina tes  projects  to r a is e non-du es  incom e.

i. P res ents  a  report on th e Reg ion’s /Area ’ s  f ina ncia l condition a t m eeting s  of  th e m a na g em ent

tea m .

j. P repa res  a n a nnu a l f ina ncia l s ta tem ent for  s u b m is s ion to th e Director  of  F ina nce a nd

Adm inis tr a tion a t Interna tiona l h ea dq u a r ter s .

k . Su b m its  a ccou nting  records  for  a u dit a t th e clos e of  th e f is ca l y ea r  to a  q u a lif ied pers on (or

per s ons )  s elected b y  th e m a na g em ent tea m  or  for  ex a m ina tion or  a u dit a t a ny  tim e a s  directed b y

th e tea m .

l. F iles  Annu a l 990 ta x  for m  ( U nited Sta tes  Reg ions )  w ith  th e Interna l Revenu e Service b y

Septem b er  15 for  th e preceding  y ea r  ending  April 30.

m . F iles  a n a nnu a l f ina ncia l report (Area s )  w ith  th e Director  of  F ina nce a nd Adm inis tr a tion a t

Interna tiona l h ea dq u a r ter s  b y  Septem b er  15 for  th e preceding  y ea r  ending  April 30.

n. P rovides  a dvice a nd tr a ining  to ch a pter trea s u rer s  a nd s erves  a s  a  res ou rce to ch a pters  w ith

f ina ncia l q u es tions .

o. P rovides  f ina ncia l infor m a tion neces s a r y  to com plete a pplica tions  for  corpora te g if ts /g r a nts .
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5 . F INANC E  C OOR DINAT OR  ( C o n t in u e d )

3. R e s p o n s ib ilit ie s :

E a ch  Reg iona l/Area  M a na g em ent T ea m  m em b er  is  res pons ib le for:

a . M a inta ining  conta ct w ith  a ppropria te s ta f f  m em b er s  a t Interna tiona l h ea dq u a r ter s . 

b . M a inta ining  com preh ens ive records  a nd for w a rding  m a teria ls  to h er s u cces s or.

c. T r a ining  h er s u cces s or.

d. Appoints  s ta f f  to a s s is t w ith  th e im plem enta tion of  res pons ib ilities  a s  needed.


