General Description of SHOT Treasurer's Job

Duties
General job:  manage SHOT's finances with assets of around $1,600,000 (approximate figure as of the end of 2007).  This work involves:

1. Overseeing brokerage and investment accounts with the advice of the Finance Committee and Executive Council.

During my term, I simplified the financial arrangements so that SHOT uses a Charles Schwab brokerage account (for most banking functions, purchases of CDs and short-term bond mutual funds, etc.) and a Vanguard account (for long-term holdings of mutual funds).  Few new investment decisions need to be made.  For years, SHOT has put most of its assets into a conservative stock/bond index mutual fund.  For financial (and other advice), the treasurer can call upon members of the Finance Committee.  Large questions of financial management are sometimes also discussed (and decided upon) by the Executive Council.  In other words, the treasurer does not need to be a Wall Street whiz; he or she simply needs to enjoy working with money and be well organized.  
2. Paying SHOT's regular bills.

On average, I’ve written about 10 checks per month to pay regular bills.  Fortunately for the treasurer, the secretary’s office manages the payment of most bills for the annual meeting—a big task that is made easier since the secretary has a paid administrative assistant.  
3. Recording all donations, gifts, and other forms of income.
Many members make donations to SHOT when they pay their annual membership fees.  These donations are aggregated by Johns Hopkins University Press and are included in one monthly check sent to the treasurer.
4. Preparing an annual report and presenting financial reports at the spring and fall Executive Council meetings.
One of the more time-consuming tasks, this job has been made easier when I wrote instructions to myself after the first year.  I now can prepare an annual report, which is presented to the Executive Council at its spring meeting) in about 24 hours (spread over several days).  One-page financial “snapshots,” presented at the spring and fall meetings, usually take three hours to prepare.
5. Preparing an annual budget for adoption by the Executive Council.
This task usually is not onerous since budgets do not change much from year to year.  However, the Treasurer needs to include new activities (requiring budget lines) that are voted for by the Executive Council.  I view budgets as planning documents; I have no qualms (and I am usually backed by SHOT’s officers and EC members) about making alterations to the budget during the year as needs arise.
6. Working with an accountant to ensure that tax returns (and 1099-MISC forms for a few recipients of salaries and awards) and biennial audits are completed on time. 

I have simply used the accountant with whom I have worked for years on my personal tax returns and other matters.  I know him and trust him to do good work.

7. Dealing with SHOT policy issues as one of SHOT's four elected executive officers.
Perhaps the most satisfying job, this task involves working with other officers and EC members to initiate new programs and activities that help members of the organization and profession.
8. Serving as a member of the Executive Council.
9. Serving as a member of the Finance Committee, as ex-officio member of the Travel Grants Committee, and as a member of other committees as necessary.

The treasurer's work takes, on average, three or four hours a week, with additional hours required when preparing the annual report and reports for the Executive Council.  I found that after going through the first year’s cycle of work, my everyday (or weekly) work became much easier.  I have also written notes to myself (available to the next treasurer, of course) providing instructions for how to prepare the annual report and other financial documents.
Term of Service

The SHOT constitution indicates that the treasurer is elected for a two-year term and normally serves for no more than three terms, or six years.  
Treasurer’s Budget
The treasurer's budget is determined by the treasurer with approval of the Executive Council.  The amount and allocation therefore may vary according to his or her needs.  The 2008 budget for the treasurer is comprised of only a few items: accounting and tax preparation, $3,500, and supplies, $175. 

1. Accounting and tax preparation costs are based on the expenses incurred by the accountant.

2. Supplies include checks, postage (when not provided by the host institution), and other miscellaneous items. 

3. Travel expenses to the spring Executive Council meeting are paid by SHOT for all executive officers (including the treasurer) and members of the EC.  
In the budget, I have listed the treasurer’s travel expenses with those of other EC members.  It is therefore not listed separately as a treasurer’s budget item.  Executive officers (like EC members) do not get reimbursement for expenses incurred for attending the fall annual meeting.  They are expected to receive reimbursement for that meeting’s expenses from their home institutions.
Support and Computers
1. Institutional support is not necessary (but nice) for serving as treasurer.

During my first year as treasurer, I obtained a one-class teaching load reduction from the dean of my college.  That extra time proved helpful as I learned the skills of the trade (and obtained much advice from my kind predecessor, Jim Williams).  I plan to help the next treasurer as he or she takes on the new job.  Besides this teaching reduction, my institution only provides occasional postage support and the availability of a copying machine for printing a few reports.  (Quite frankly, there’s not much to print.  I usually distribute annual and semi-annual reports as e-mailed PDF files.)  

2. Computer experience with Quicken and Excel will help.

My predecessor used Quicken, a financial and investment software package, and I continued using it.  Every year, a new version of the software emerges, usually sporting a few extra features.  Quicken allows me to generate different types of financial reports, which I then copy into Excel, allowing me to express the numbers in a meaningful manner.  While I do not take reimbursement for the cost of Quicken (Premier version), I see no reason why the next treasurer could not.  I also use the software for my personal finances, so I don’t charge SHOT for it.  (It only costs about $80 anyway.)  I employ a computer provided by my university, so I don’t need to ask SHOT to pay for one.
General Comments about Treasurer’s Position
I have truly loved serving as treasurer since 2001.  Sure, I enjoy handling lots of money.  (I’d enjoy it more if it were my money!)  But the real fun has been working with SHOT’s executive officers, the T&C editor and staff, the secretary’s assistants, and Executive Council members.  SHOT has a history of attracting members who are interdisciplinary, creative, and deadly serious (when necessary) yet fun-loving.  The officers have (in my term of service, at least) been exemplary models of these characteristics.  Working from the inside, I have learned much about the way this professional organization works.  More importantly, I have made new, life-long friends.  Annual meetings and Executive Council meetings require diligent preparation, but SHOT officers and EC members get along wonderfully and tolerate—some even admit they enjoy—my “unusual” sense of humor and efforts to have fun while performing serious work.  This job earns zero dollars and occasional frustration, but the effort is highly rewarding and greatly appreciated by colleagues.  The meals and parties that we enjoy before and after meetings make the work worthwhile by themselves.  Give me a few years off—I’m currently in my eighth year of a six-year term—and maybe I’ll serve as treasurer again.
RH 1/3/08
