Responsibilities of the Trilogy Wine Club Treasurer

The Trilogy Wine Club Treasurer’s commitment is to accurately report the financial transactions
of the Trilogy Wine Club and a fiduciary responsibility of the funds.

The TWC Treasurer will be a member of the Executive Board and will be a check signer for the
club.

The TWC Treasurer will copy the TWC President in all communication and correspondence.

The TWC Treasurer is expected to be available and assist in any TWC events and attend as many
events as possible.

The TWC Treasurer is expected to train the newly elected TWC Treasurer at the end of their
term.
ANNUAL RESPONSIBILITIES

The TWC Treasurer will prepare the required prior year audit forms and submit them to Say
Patel, Operations Manager, Trilogy at Vistancia prior to the end of January.

The TWC Treasurer will answer any questions regarding the audit report and reconcile any
discrepancies with Say and her audit team.

The TWC Treasurer will collect all membership dues and contact forms for new or renewing
members. Copies will be made of the contact forms and those forms retained in a binder for the
current year.

The TWC Treasurer will maintain a MS Excel spreadsheet with all member’s dues status and
contact information, including the desire of each member to participate in monthly home
socials. This spreadsheet will be sent to all board members as updates occur.

The TWC Treasurer will retain all financial records for 5 years.

The TWC Treasurer will create new folders on the TWC Treasurer’s laptop and binders for all
current year information.

MONTHLY RESPONSIBILITIES

The TWC Treasurer will make deposits at the bank and retain copies of the deposits and receipts
from the bank of those deposits to be retained in the TWC Financial binder for the current year.



The TWC Treasurer will enter the deposits into the QuickBooks accounting software system on
the TWC Treasurer’s laptop.

The TWC Treasurer will write checks or send Zelle payments for all invoices/expenses approved
by the TWC President.

The TWC Treasurer will obtain a second signature on all checks. The second signature will be the
TWC President or if not available, another member of the Executive Board, Secretary or Vice
President.

The TWC Treasurer will retain all invoice copies and place them in the TWC Financial binder for
the current year.

The TWC Treasurer will reconcile the monthly bank statement with the QuickBooks accounting
software. The TWC will print the reconciliation and retain the bank statement and the
reconciliation in files on the TWC Treasurer’s laptop as well as in the TWC Financial binder for
the current year.

The TWC Treasurer will print and save both an electronic copy on the TWC Treasurer’s laptop
and a paper copy in the TWC Financial binder for the current year of both the monthly Profit &
Loss Statement and YTD Balance Sheet from the QuickBooks accounting software.

The TWC Treasurer will prepare a monthly report containing the Profit & Loss and Balance Sheet
statements and send that to the board prior to the monthly board meeting, The TWC Treasurer
will be prepared to answer any board questions regarding any and all financial transactions of
the Trilogy Wine Club.

The TWC Treasurer is expected to attend monthly board meetings and participate in discussions.



