VP Finance

The VP Finance serves as the financial officer of the Chapter and is responsible for administering all bank accounts, overseeing the financial operations of the Chapter, and ensuring all tax records and filings are maintained and submitted as required. 

Roles & Responsibilities:

· Manage all Chapter financial transactions including the collection of all Chapter dues from PMI, guest payments for Chapter meetings or special events, and the payment of all Chapter bills in accordance with Chapter Board directives.   

· Establish and maintain all required Chapter bank accounts and/or similar financial transactions, arranging for officer signatures as required   

· Apply for IRS Employer Number (EIN) and submit all required IRS tax related filings.   

· Partner with the Vice President of Membership to identify members who have failed to pay current dues and provide meeting attendance information for new and potential members. Pursue unpaid members for collection and retainment purposes.   

· Prepare and present monthly financial statements to the Board   

· Maintain a permanent file of the financial business of the Chapter and turn over all documentation to successors as required. File Form 990 (990-T, if applicable).

