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1. [bookmark: _heading=h.xrhldq4ok832]Purpose and Scope

1.1 [bookmark: _heading=h.q9zuvzrrctc2]Purpose

This Treasurer Procedure (this “Procedure”) of Community Board 12-Manhattan (“CB12M” or the “Board”) establishes the playbook by which the Treasurer of the Board (the “Treasurer”) shall carry out their responsibilities. Pursuant to the Board’s By-laws (the “By-laws”), each Treasurer is elected by the Board for a term of one year, for a maximum of three consecutive terms. Each such term spans from January to December of each calendar year. The purpose of this Procedure is to provide a summary of each responsibility established by the By-laws, the procedural steps for each responsibility, and other relevant details regarding the responsibility.

1.2 [bookmark: _heading=h.jlqhwbpb7wr7]Scope

The scope of this Procedure is limited to the role and responsibilities of the Treasurer. At times, the Procedure may discuss other roles as they relate to the responsibilities of the Treasurer.

2. [bookmark: _heading=h.yn2w3ay2oid]Requirements

This Procedure sets forth the standards by which the Treasurer shall carry out their duties. For reference, the By-laws require the Treasurer to:[footnoteRef:0] [0:  See Section 7.7 of the By-laws.] 


· Assist in preparation of the Board budget, with analysis and suggestions and to review all expenditures. 
· Report, at least quarterly, to the full Board and Executive Committee on the status of the annual budget. 
· Manage donated funds as pursuant to Section 14.3 of the By-laws.

Importantly, in the event of a vacancy in the office of Treasurer, the Board shall conduct a special election if more than three months are remaining in the term.






3. [bookmark: _heading=h.8t6ilwgnr0df]Roles and Responsibilities

	Role
	Responsibility

	Community Board 12-Manhattan (the “Board”)
	The Board is responsible for electing the Treasurer annually in December and overseeing the work of the Treasurer. The Board may remove the Treasurer in accordance with the By-laws.

	Executive Committee
	The Executive Committee is responsible for reviewing and approving this Procedure at least annually.

	Treasurer
	The Treasurer is responsible for carrying out their duties as described in Section 2 and using the steps set forth in this Procedure.

	Chair (or Chairperson)
	The Chair is responsible for providing guidance to the Treasurer as needed for the Treasurer to be successful.

	Office Staff
	The Office Staff, including the District Manager, is responsible for providing the Treasurer with any information necessary for the Treasurer to carry out their duties in a timely manner.



4. [bookmark: _heading=h.udithx646c4i]Procedure

As follows, the Treasurer shall carry out the following responsibilities in the manner prescribed herein.

4.1 [bookmark: _heading=h.sbygqhhv0uo]The Board Budget

Assist in preparation of the Board budget, with analysis and suggestions and to review all expenditures.

(a) Preparation

The Treasurer shall coordinate with the Office Staff within two (2) weeks following the start of each fiscal year [to allocate funding into appropriate budget categories as necessary to pay for Board expenditures. In such coordination, the Office Staff and the Treasurer will review the previous fiscal year’s budget and confirm what changes need to be made in each category, including but not limited to, rent, salaries, office supplies, and event funding.

(b) Analysis

The Treasurer shall review all reliable data available to the Board regarding the spending parameters, including but not limited to, the Board’s budget from the last five (5) fiscal years, the previous year’s budget for the other three Northern Manhattan Community Boards (i.e., Community Board 9-Manhattan, Community Board 10-Manhattan, and Community Board 11-Manhattan), and resources made available by the City of New York (the “City”).

In such review, the Treasurer shall analyze these data against the proposed funding and allocation attributed to the Board for the current fiscal year. The Treasurer shall perform this analysis no later than two (2) weeks following the start of the current fiscal year.

(c) Suggestions

Once the Treasurer completes the analysis for the current fiscal year, the Treasurer shall compile a list of suggestions to improve the allocations. In creating the list, the Treasurer should consider (i) how to optimize the use of funding throughout the fiscal year to ensure all available funds are spent appropriately; (ii) how to ensure community needs are satisfied throughout the fiscal year as such needs arise or change; and (iii) how to incorporate the Board’s input effectively such that there are minimal to no disparities across committees, areas of the district, or demographics.

The Treasurer shall compile the draft list of suggestions no later than four (4) weeks following the start of the current fiscal year. Once compiled, the Treasurer shall transmit a copy to the Chair and the Office Staff for review. The Treasurer, the Chair, and relevant members of the Office Staff shall promptly meet to discuss the suggestions and make edits accordingly. The Treasurer shall provide a revised version of the list of suggestions to the Executive Committee by the September meeting for discussion. Based on that discussion, the Treasurer and the Chair may direct the Office Staff to reallocate funding accordingly.

4.2 [bookmark: _heading=h.epd0nf53qymz]Quarterly Reporting

Report, at least quarterly, to the full Board and Executive Committee on the status of the annual budget.

(a) Executive Committee

The Treasurer shall produce a live report to the Executive Committee at the following meetings:


	Quarter
	Meeting to Report

	Q1 (July 1-Sep 30)
	October

	Q2 (Oct 1-Dec 31)
	January

	Q3 (Jan 1-Mar 31)
	April

	Q4 (Apr 1-Jun 30)
	June*



* The Treasurer shall note that any reporting conducted in June does not consider the final days of the fiscal year, but should incorporate any reasonable predictions regarding spending in these final days.

(i) Format, Submission, and Deadline

The Treasurer shall format each report in an objective manner[footnoteRef:1] and consistent the Board’s Style Guide. The Treasurer shall submit the draft report for each relevant Executive Committee by email to the Chair and the Office Staff no later than 10 calendar days prior to the meeting that the report will be presented at. The presentation may take several formats, including a slide deck, screen sharing, or paper distribution, so long as each member of the Executive Committee has an opportunity to review any changes in the budget and spending since the last quarter in a manner that is easily understandable to the average person. [1:  Meaning, reports should not contain speculation, conjecture, or opinions derived by the Treasurer, except where such opinion is necessary to explain a particular use of spending.] 


(ii) Structure

For each report, the Treasurer shall incorporate (i) the line items for each spending category; (ii) the use of funds in the previous quarter; and (iii) whether any discretion was utilized in the spending and for what purpose. The Treasurer may incorporate any other data point they deem appropriate for explaining the budget and spending for each quarter. 

(iii) Office Staff

The Office Staff shall make themselves and their data available to the Treasurer for the purpose of producing these reports. If the Treasurer makes a specific request by email to the Office Staff regarding budget data, the Office Staff shall produce such requested budget data within two (2) business days from when the request was made.

(iv) File Naming Convention

For submission, the file shall be named “CB12M Treasurer Report to EC – [Quarter YYYY].ppt / .docx / .pdf”. Both a PowerPoint (or Word) version and PDF copy should be provided to the Chair and the Office Staff for submission.

(b) Board

The Treasurer shall produce a live report to the Board at the following meetings:

	Quarter
	Meeting to Report

	Q1 (July 1-Sep 30)
	October

	Q2 (Oct 1-Dec 31)
	January

	Q3 (Jan 1-Mar 31)
	April

	Q4 (Apr 1-Jun 30)
	September*



* The Treasurer may instead produce this report to the Board at a special meeting, if one takes place in either July or August.

(i) Format, Submission, and Deadline

The Treasurer shall format each report in an objective manner[footnoteRef:2] and consistent the Board’s Style Guide. The Treasurer shall submit the draft report for each relevant Board by email to the Office Staff for distribution no later than 5 calendar days prior to the meeting that the report will be presented at. The report shall contain the relevant details provided for the report to the Executive Committee along with any revisions made by the Executive Committee that the Treasurer adopted. [2:  See footnote 2.] 


(ii) Structure

For each report, the Treasurer shall provide to the Board a summary of budget items, spending, and areas of focus. The Treasurer shall take no longer than five (5) minutes at each relevant Board meeting to discuss this report. The Treasurer shall make themselves available to questions by Board members after each meeting, but should limit discussion during the meeting. If needed, the Treasurer may defer to the Chair or the Office Staff for questions they may not have the answer to.

(iii) File Naming Convention

For submission, the file shall be named “CB12M Treasurer Report to Board – [Quarter YYYY].ppt / .docx / .pdf”. Both a PowerPoint (or Word) version and PDF copy should be provided to the Chair and the Office Staff for submission.

4.3 [bookmark: _heading=h.sokal4x605ws]Donated Funds

Manage donated funds as pursuant to 14.3 of the By-laws.

The Treasurer shall represent the Board to the City in use of granted or donated funds accepted for specific purposes within the City Charter mandates for Community Boards, other than funding contained in the Board’s operating budget.

(a) Responsibilities

The Treasurer shall, as necessary, coordinate with the City Comptroller or any other City agency to determine the specific uses allocated for granted or donated funds. The Treasurer is responsible for ensuring that such funds are used within the parameters established within the grant or donation and in compliance with the City Charter.

(b) Resources

If the Treasurer is not certain about a particular proposed use of granted or donated funds, the Treasurer may also consult the Law Department of the Manhattan Borough President’s Office with questions. Such inquiries must be resolved before any funding takes place.

4.4 [bookmark: _heading=h.o95gcmdhcdjg]Vacancy

In the event of a vacancy in the office of Treasurer, the Board shall conduct a special election if more than three months are remaining in the term.

(a) Process

Once the Treasurer has notified the Chair of their resignation (or has otherwise been removed), the Chair shall organize a special election at the next general meeting of the Board if there are more than three months remaining in the term.


5. [bookmark: _heading=h.f9x296jrg0bd]Accountability and Monitoring

This Procedure shall be reviewed and approved by the Executive Committee at least annually. Interim reviews may be triggered by a material change to the By-laws affecting the work of the Treasurer. Any non-material revisions must be communicated to the Executive Committee upon annual review of this Procedure.  

6. [bookmark: _heading=h.3jg66dem08hi]Communication

The Chair will communicate any changes to this Procedure to the Treasurer and any other impacted parties by email before its effective date. This Procedure should be accessible to all impacted parties at all reasonable times.

7. [bookmark: _heading=h.lckdqrouweh]Exceptions

Requests for exceptions to this Procedure are submitted in writing and with a rationale, addressed to the Chair, for review. The Chair shall consult the Parliamentarian, the Legal Department of the Manhattan Borough President’s Office, and any other relevant parties before granting an escalation. The Chair shall report significant exceptions, meaning long-lasting deviations from this Procedure for a particular impacted party or group, to the Executive Committee promptly, but no event later than the meeting of the Executive Committee following the commencement of the significant exception.

8. [bookmark: _heading=h.czcklwu9m0rr]Record Retention

The Treasurer shall retain all records produced from the execution of their responsibilities or otherwise required by this Procedure for a period of at least one (1) year following the date of each record’s creation. The Treasurer shall retain all such records in their native format and in a manner consistent with other Board practices. Upon request, the Treasurer shall produce any records to the Chair or the Office Staff promptly, but in no event later than 72 hours following when the request was made.

Pursuant to rules published by the City, the Office Staff shall retain all records for a period of six (6) years following the date of each record’s creation.[footnoteRef:3] The Office Staff shall retail all such records in their native format and in a manner consistent with City practice. [3:  See NYC Supplemental Records Retention and Disposition Schedule here.] 


9. [bookmark: _heading=h.pdaeww4y6czw]Related Governance Documents

· The By-laws
· The Charter of the City of New York
· The MBPO Code of Conduct
· All related procedures for each elected officer

10. [bookmark: _heading=h.p4ip26rjqypj]Revision and Approval History 
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