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SVP Calgary Diocesan Central Council 2023 June 19, 2023
Treasurer Position Required
Weekly
1. Be familiar with Quick Books. 
2. Prepare and record Deposits and Payments.  Most transactions are EFT. 
3. Check Mailbox at Post Office and distribute mail as required.  Mailbox is for Western Region and Calgary Central.
4. Check emails regularly. 
Monthly
a) Prepare monthly statements for meetings. Balance Sheet, Profit and Loss, Deposit report, and Payments report are presented at monthly meeting
Annual
1. Prepare annual statements from January 1 to December 31 for Calgary Central
2. Prepare annual input for SSVP National reporting. Remind Conferences to complete their financials and statistical reports set by National.  Assist and particulars and conferences complete the forms.  They are all online.
3. Update any position changes with the master list, to ensure information is communicated with the appropriate position.
4. Review the reports forms the conferences for accuracy and appropriateness.
5. Invoice and track the payments from conferences for the Website Database invoicing from US Internet Corp.
6. Invoice and track the payments from the conferences for the liability insurance from Co-operators.
Please contact President Evan Strong at evanjstrong@shaw.ca or Secretary Dawn Gray at ssvpcalgary@gmail.com.

image1.png




