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AAPCO Treasurer Position Description 
 

Job Summary:  The Association of American Pesticide Control Officials, Inc. (AAPCO) is 
an organization of pesticide regulatory officials from states, U.S. territories, federal 
agencies and Canadian provinces who administer and enforce pesticide laws and 
regulations.  As a non-profit trade association (501(c)(6), the Association must manage 
documents related to IRS tax filings and Incorporation in the District of Columbia.  Two 
primary funding streams supporting AAPCO’s work must be kept separate and well 
managed: memberships and check sample program participation, and the State FIFRA 
Issues, Research and Evaluation Group (SFIREG) which uses EPA grant funding. 

 
The Treasurer reports to the President and Board of Directors of AAPCO, and works 
closely with the AAPCO Executive Secretary.  The Treasurer is responsible for all routine 
job duties outlined below.  The Treasurer will oversee the management of the financial 
affairs of the Association, including basic tasks such as reconciling bank statements, 
paying debts and managing cash flow.  The Treasurer should be knowledgeable in 
fiduciary responsibilities; especially helpful will be knowledge in the management of 
non-profit organizations.  The Treasurer is responsible for creating and maintaining 
systems for ensuring the Association’s ongoing solvency and oversee the development of 
the Association’s financial policies.  

The Treasurer should have knowledge and understanding of financial reports and 
budgeting. The Treasurer keeps the board apprised of key financial events, trends, and 
concerns, and their assessments of the organization’s fiscal health. The Treasurer is also 
responsible for completing, or ensuring the completion of, required financial reporting 
forms (including the IRS Form 990) in a timely manner and making these forms 
available for the board’s review. 

The Treasurer should be able to translate financial concepts and information for board 
members who do not have financial backgrounds or substantial financial experience. 
The Treasurer must learn the particulars of the Association’s finances and the applicable 
laws.  The Treasurer assists the board by facilitating and encouraging the board’s 
strategic thinking about the short and long term financial vitality of the Association in 
relation to its advancement of the Association’s mission. 
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AAPCO Duties: 
• Send out membership invoices by January 30 of each calendar year to ensure that 

members pay dues. Monitor payment of membership dues and contact 
participants as needed to secure their payments. Report to the Board on a 
monthly basis the status of membership. 

• Send out invoices to collaborative Check Sample Program participants by 
January 30 of each calendar year. Monitor payments and contact those 
participants as needed to secure their payment.  Report to the Board on a 
monthly basis the status of the Check Sample Program. 

• Deposit payments received in a prompt manner. Pay all AAPCO expense accounts 
/ invoices in a prompt manner. 

• Process reimbursements to AAPCO Executive Secretary for authorized expenses, 
including salary. 

• Pay miscellaneous expenses, coordinated with AAPCO Executive Secretary. 
• Review AAPCO Executive Secretary’s bank statements on a monthly basis. 
• Provide AAPCO Executive Secretary with credit cards statements for review and 

approval prior to payment. 
• Report AAPCO financial status to AAPCO President and AAPCO Board as 

requested, but minimally at each called meeting of the Board. 
• Report to the President and the Executive Secretary, on a monthly basis, reports 

detailing all expenditures and receipts for all accounts.  
• Perform additional duties relevant to the position as required. 

 
AAPCO ANNUAL MEETING 

• Manage the participant registrations for AAPCO’s Annual Meeting. See that all 
interested parties obtain the necessary information for registration. Coordinate 
meeting registrations with online registration company, and work closely with 
the Executive Secretary and the President in order to ensure effective 
communication on the progress of registrations for the Annual Meeting. 

• Review all registrations from interested parties for accuracy and confirmation. 
• Manage the AAPCO registration table for the Annual Meeting. 
• Pay hotel meeting expense invoices in a timely manner, coordinated with AAPCO 

Executive Secretary. 
 

• TAXES and NONPROFIT STATUS 
• Maintain annual statutory representation with CT Corporation and pay the 

annual fee. 
• Maintain domestic filing with District of Columbia and pay the filing fee. 
• Gather and submit appropriate documents for accounting and tax purposes, and 

provide completed tax returns for review by the Board and for the President’s 
approval and signature. 

• Physically submit all required filings for taxes to the Internal Revenue Service. 
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• Maintain all required paperwork and filings associated with maintenance 
AAPCO’s tax-exempt status as a 501(c)(6) with the Internal Revenue Service. 

• Initiate an independent audit every three years to ensure the fiduciary health of 
the organization. 
 

SFIREG Duties: 
• Develop or revise the SFIREG grant application budget as needed working 

directly with the current AAPCO President and Executive Secretary.  Minimally, 
the SFIREG plan of work should be jointly reviewed at the beginning of each 
grant fiscal year to ensure goals and priorities are properly reflected and goals are 
being met appropriately as outlined. 

• Monitor SFIREG funds for proper expenditure with the submitted EPA budget 
ensuring all SFIREG work functions meet federal guidelines. 

• Pay all SFIREG expense accounts / invoices in a prompt manner and according to 
federal guidelines. 

• Pay SFIREG committee member expenses on a timely basis, coordinated with 
AAPCO Executive Secretary. 

• Pay hotel meeting expense invoices on a timely basis, coordinated with AAPCO 
Executive Secretary. 

• Pay Executive Secretary monthly salary on a timely basis. 
• Pay miscellaneous expenses as necessary, ensuring proper documentation for 

auditing purposes, coordinated with AAPCO Executive Secretary. 
• Review SFIREG Executive Secretary’s bank statement on a monthly basis. 
• Maintain official financial records for SFIREG. Make such records available to 

federal auditors, upon request. Inform the AAPCO Board of any audit findings 
within 10 days of receipt of such findings. Work with the Board and the Executive 
Secretary to resolve any audit findings, as appropriate. 

• Report AAPCO grant financial status to AAPCO President and AAPCO Board as 
requested, but minimally at each called meeting of the Board. 


