
 

The following pages are available in the Leadership Handbook (Pages 40 thru 50) 

Please scroll down to view additional information regarding expectations and 

duties for each TFRW Officer. 

 

TFRW Executive Officers: 

TFRW President       (Page 40-41) 

TFRW First Vice-President     (Page 42) 

TFRW Vice-President Bylaws    (Page 43) 

TFRW Vice-President – Political Activities  (Page 44) 

TFRW Vice-President – Finance   (Page 45) 

TFRW Vice-President – Legislation   (Page 46) 

TFRW Vice-President – Membership   (Page 47) 

TFRW Vice-President – Programs   (Page 48) 

TFRW Secretary      (Page 49) 

TFRW Treasurer      (Page 50) 
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            TFRW TREASURER 

The TFRW Treasurer is the custodian of all funds, which includes checking accounts, money market 
accounts, scholarship accounts, certificates of deposit, and other accounts that may be created by the 
Board of Directors. 

 

Duties: 

 

• Maintain accurate records and files. 

• Disperse funds, upon authorization of the President or in her absence, the Vice President of 

Finance. 

• Submit payments to NFRW with applicable dues and service charges, in accordance with 

published schedule and deadlines. 

• Chair Budget Committee Meeting prior to first Board Meeting to prepare annual Budget for 

approval of the Executive Committee and Board of Directors. 

• Revise Financial Guidelines for approval at the first Board Meeting of the year. 

• Timely file all tax forms and payments with Federal and state agencies. 

• Prepare a balance sheet of all accounts to present at quarterly Board Meeting. 

• Prepare a statement of cash receipts and disbursements, comparative with the current year’s 
budget to present at quarterly board meetings. 

• Forward complete and timely information on all transactions to the TFRW PAC Treasurer. 

• Respond to local club treasurers' inquiries regarding the execution of their duties. 

• Prepare financial statements for the President as needed. 

• Must be familiar with Quick Books software, doing payroll using Quick Books and understand the 

forms that are filed. 
 

The treasurer shall be bonded, the fee to be paid by TFRW. 
 

Be prompt, accurate, timely, and follow procedures in accordance with the TFRW Bylaws and 
Financial Guidelines. 

 


