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SFRG Informal Funds Custodian
Position Description


	Purpose
	To act as the fiscal record-keeper and financial advisor to the Soldier and Family Readiness Group (SFRG).  Serves as a custodian for the FRG Informal Fund.   

	Responsibilities

	· Maintain budget, funds and expenditure records.  Open a bank account in the name of the SFRG with the unit’s mailing address, using an Employer Identification Number (EIN) obtained by completing Form SS-4 (Application for Employer Identification Number) and submitting to the Internal Revenue Service (IRS).  Responsible for all of the deposits and writing of checks.  A working budget should be prepared.

· Maintain records of donated money, services and assets (e.g. equipment).  Keep accurate records of donations of money and valued services or property donated to the SFRG.  Records should be kept showing who gave it, what it was, its value, date it was donated and the donor’s address and phone number.  These records should be maintained for a 3-year period. 

· Report on finances.  Be prepared to report to the SFRG at each meeting on the current financial status of the group.  This should be a short financial statement reporting income, expenses and the financial balance.  The financial records will be made available at SFRG meetings.  A summary can also be placed on the Unit’s Family bulletin board.  

· Provide the Commander with an annual financial statement with a copy furnished to the servicing Family Programs Office/Center.  

	Qualifications
	· Willingness to develop a working knowledge of unit’s Soldier and Family Readiness Plan. 
· Ability to manage funds.

	Supervision
	Commander – CFRR – Rear Detachment Commander 
· The CFRR supervises the Treasurer.  
· The Treasurer has no supervisory responsibilities unless additional SFRG members volunteer to assist.

	Orientation and Training
	·  Required:  Volunteer Orientation, VMIS Training, SFRG Foundations, Informal Fund Custodian,
· Recommended:  All Levels AFTB, Resilience Training, Fundraising

	Time Commitment

	· Approximately 1 day per month. 



I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the best of my ability.


____________________________________________________________
PRINT NAME

______________________________       ___________________________
SIGNATURE		                                      			DATE													
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