PRODUCT TREASURER FORM

Name of Product (T-shirt/Calendar etc.): 

Date of production (approx) (month/year):

Organizing Chapter:

Name of Product Treasurer (PT) (Last Name, First Name): 

Email id and Phone Number  where PT can be contacted :

Peach tree (Cash and Income) acct number (to be got from  AID treasurer): 

Will credit cards be accepted for this event (Y/N) : [refer (f) below]

Have the following been sent to the AID treasurer ]:

(a) Minutes of the CSH meeting where PT was appointed (Y/N)

(b) Minutes of meeting where decision to make the product  was made. (Minutes must include :   (1) a budget with a broad break up of the production expenses (including distribution etc.), expected income  (2) discussion which led to the decision to produce the product, including fund raising angle, publicity/awareness angle etc.).  (Y/N)

Responsibilities of the Product Treasurer include:

(a) Ensure that all financial decisions made  are sound and prudent  (basically ensure that AID is not getting ripped off for any of the goods and services it is purchasing )

(b) All production expenses will be made directly by AID (PT must send a check request form to AID , and AID will mail the check directly to the third party.)

(c) The PT will be responsible for keeping track of accounts relating to the product. In particular:

· (c1) Total number produced

· (c2) Numbers given to each chapter

· (c3)  numbers sold (with price)[if sold for different prices [specify n1 for $x1, n2 for $x2 etc] (split up  on a chapter by chapter basis)

· (c4) numbers given away free (for volunteers/ some donors etc.)(split up on  a chapter by chapter basis)

· (c5) numbers remaining (split up on a chapter by chapter basis)

· (c6) amount received (split up as checks/cash/credit card) (split up on  a chapter by chapter basis)[must  correspond with numbers given in (c2)]

Note that  (c2)-(c6) are on a chapter by chapter basis. The PT is only point of contact for the AID treasury  as regards accounting for the product. The PT will be responsible for maintaining accounts on a  chapter by chapter basis (as mentioned above). He/She will be responsible for appointing individual chapter co-ordinators   to report to him the accounts of individual chapters.

(d) The PT is responsible for collecting  the proceeds  of sales from different chapters. All the money received will be mailed to the zonal treasurer of the chapter to which the PT belongs, who will deposit the checks and enter them in our accounting software.

(e) The AID treasury can at any point in time request the current state of accts from the Product treasurer. The accounts will consist of (c1)-(c6). The accounts reported must also match the total amount sent to the zonal treasurer to date.

(f) If  credit cards are to be accepted for this sale – contact the AID credit card co-ordinator (Jitin Singal) and make the appropriate arrangements with him.

I agree to fulfill all the responsibilities of the Product Treasurer as mentioned above.

Signature, Name and Date of PT and Chapter President:

