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Bangladesh Association, Houston

A Nonprofit Organization, Established in 1978, Charter #3-00084-4754-9
13415 Renn Road, Houston, TX 77083

http://www.bangladesh-association.com

Roles and Responsibilities of the Director of Finance and Budget

This position, aka, Treasurer is responsible for creating budget and maintaining the
accounts. The treasurer will also be responsible for the following:

o 00000C Prepare annual budget

o 00000 Present the budget to the board for tentative approval

o 0000 Develop an electronic accounting system

o 00O Design and develop BAH cash receipt

o[ 1000000 Design and develop membership payment system
o[J00J0000 Update all membership dues (paid/not paid) online on the web
oJUOO0000 Allocate funds prior to any event

e[J0J00000 Close every event with proper paper works

o[ J000000 Upload monthly accounting statements

o[ 111000000 Communicate with the CPA for annual financial statement
o[J1000000 Prepare and submit tax

o 00000 Manage payments in all events such as picnics, programs etc.
o U000 Release statements within 14 days after the event
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