Treasurer Training Worksheet

Use the checklist and worksheet provided to make the transition of the Treasurer position from
the outgoing to the incoming Officer smooth. Take notes as needed during the process.

[ Task:

[ Transition access to the bank account. You both may need to go to the bank to
do this.

[J Review:
(O Treasurer Training Guide
This is outlines the position’s responsibilities and tools
(O Due Dates
[J Creating and Updating a Chapter Budget
[J Any additional local resources needed for the position
[J National Office’s Chapter Admin Portal and how to review the Financial

Statement and Submit the Annual Budget Form

[J Share resources:

O Chapter Budget Template
0O How to deliver a Treasurer’s report
[J Helpful Contact Information for people
[J Faculty Advisor, University Support
[J Operations Advisor, Phi Sigma Pi Chapter Excellence Board
[J Leadership Development Coordinator, Phi Sigma Pi National Staff
[J Business Manager, Phi Sigma Pi National Staff

[J Chapter Account Usernames & Passwords related to the position (Ex. how to
login to the bank account online)

[J Additional talking points related to the position
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http://phisigmapi.org/treasurer
https://phisigmapi.org/duedates
https://chapteradmin.phisigmapi.org/ICE/Dashboards/DashboardOperations.aspx?
https://chapteradmin.phisigmapi.org/ICE/Dashboards/DashboardOperations.aspx?
https://chapteradmin.phisigmapi.org/ICE/Actions/SubmitForm.aspx?formcode=form_budget&contactid=
https://phisigmapi.org/resource/treasurer
https://docs.google.com/document/d/12AhqTKDwVWC8g3ppWe6c3WajV3_s62awwPdaanBRy4c/edit?usp=sharing

