Finance Coordinator

The Finance Coordinator is appointed by the Regional Management Team.

She shall:

1.
be bondable and ensure that all financial resources of the Region are accounted for in an effective and efficient manner;

2.
manage bank accounts and investments and keep accurate and current records of all financial transactions;

3.
receive and deposit all monies, securities and other valuable effects in the name of Canadian Maple Leaf Region #26, Sweet Adelines International in such depositories as may be designated for that purpose by the Regional Management Team;

4.
disburse funds as directed by the Regional Management Team, obtaining proper receipts.  All cheques, drafts and orders for payment of money shall be signed in the name of the Region by the Finance Coordinator or other signatory as designated by the Regional Management Team;

5.
provide a report of all transactions and of the financial condition of the Region to the Regional Management Team at its regular meetings, and whenever requested by it;

6.
hold the sole authority to sign all contracts on behalf of the Region;

7.
negotiate contracts for services and equipment required by the Region;

8. coordinate the long-range financial plan in conjunction with other team coordinators;

9. prepare and submit to the Management Team the annual budget for the Region at its Winter Meeting;

10. prepare an annual financial statement for submission to the Director of Finance and Administration at International Headquarters, and provide the Communications Coordinator with financial information for inclusion into the State of the Region report; 

11. provide advice and training to chorus treasurers and serve as financial consultant to choruses with financial questions;

12. submit to International the required premium covering the cost of Regional insurance (due early in the fiscal year);

13. submit accounting records for audit at the close of the fiscal year to a qualified person (or persons) selected by the RMT or for examination or audit at any time as directed by the RMT.  The audit and official report should be completed before transferring the books to the newly appointed Finance Coordinator;

14. investigate and present to the Management Team for approval, possible investment opportunities, grants or sponsorships for the Region;

15. pay the fees and expenses of faculty for all Regional Workshops; advise Event Treasurer of Canadian dollar equivalent for inclusion in budget figures;

16. disburse coaching grants and monies from the Blue Ribbon Fund to eligible competitors to International Competition;

17. administer the Region #26 Marlene Eppy Memorial Fund;

18. administer the Region #26 Travel Share Plan;

19. coordinate projects to raise non-dues income;

20. provide financial information necessary to complete application for corporate gifts/grants;

21. prepare and deliver a final financial statement for each regional event to the Events Coordinator; 

22. identify and encourage potential Regional Leaders; and

23. at the completion of her term of service, review all job descriptions within her purview; forward recommended changes or advise that no changes are required, to the Regional Bylaws and Rules Chair.


A.
Revenue Enhancement Administrator



The Revenue Enhancement Administrator is appointed by the Finance Coordinator, with ratification of the Regional Management Team.



She shall:

a) seek potential members of the Regional Sales Team throughout the Region; appoint members of the Team after consultation with the Finance Coordinator; and chair the Team;

b) investigate fund-raising strategies and present same to Finance Coordinator for approval;

c) institute and/or supervise all fund-raising projects approved by the Regional Management Team;

d) as Chair of the Regional Sales Team, initiate contracts for purchase of sales merchandise on approval of the Finance Coordinator;

e) seek ideas for merchandise suitable for Regional sales;

f) present all merchandise information, including each item’s description (sample preferred), unit cost, minimum purchase, projected retail price and lead time required for ordering, to Finance Coordinator for approval;

g) on receipt of approval, place orders and pursue delivery of merchandise;

h) present receipts and itemized account of monies expended in researching merchandise to the Finance Coordinator for approval and reimbursement;

i) maintain a supply of merchandise in her possession, organize marketing of same at Regional events in her area and provide a float of $50.  Enlist volunteers as required; and

j) immediately after all events, forward all monies received and a list of remaining inventory to the Finance Coordinator.

B.
Region #26 Marlene Eppy Memorial Fund



The Finance Coordinator shall administer the Funds, and:

a) distribute Fund’s “Applications for Funding” to all chapters in the Region;

b) keep permanent records of donations – amounts, donor, purpose of donation – and disbursements from the Fund;

c) publicize the existence of the Fund in Regional communications, at Regional Events, etc.;

d) receive donations; provide for acknowledgement in Regional communications;

e) present applications for funding to the Finance Committee for decision; advise applicant following decision; disburse funds if approved.
