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APPROVED: April 14, 2025
The purpose this guideline is to define the role of the Treasurer of the church as outlined below:

The Treasurer oversees the financial accounts and monies of the Church.

The Treasurer works with the Bookkeeper to keep accurate information, which is reported to the Finance Team and members. 

The Treasurer and Finance Team help to create the working budget each year, collaborating with the Bookkeeper.
A third party will be hired by the Finance Team to review the books annually.
The Treasurer and Bookkeeper should not be the same person unless the Treasurer is not a signer or authorized on the Church bank accounts. (See also Guidelines for Bookkeeper.)

Tasks:
1. Collect and count the Sunday contributions or assign a representative to do so.
A. Treasurer (or representative) is responsible for removing contributions from yellow bowls each Sunday.

B. Treasurer shall choose people to help count collections 

2. Deposit contributions weekly or representative.



3. Be alert to special contributions, and write letters of thanks (or assign a representative to do so), whatever the amount (eg, donations made in someone’s memory or name, or donations from newcomers or friends showing a special appreciation for our church’s work) 

4. Ensure reports on finances are made to Finance Team and membership monthly.

5. Manage savings funds so that funds are earning interest, and so that some is available for needs as they arise.

6. Keep bank signature cards up to date as church officer’s change.

7. Make financial records available to members as bylaws state. Records must be 

kept in the church.

8. Review and verify monthly Reading Room accounts.
9. Ensures all loose cash and checks are kept in locked office during the week.
10. Manages Petty Cash fund.

11. Acts as an interface to the church property manager and negotiates yearly lease.
Page 1 of 2
Important points

1. Treasurer’s files, check books, register, undeposited checks and cash, etc. are kept in a locked drawer in the church office. 
2. It is important to maintain confidentiality for all contributions received. 

3. The Treasurer, President and Secretary are the only ones authorized to sign checks, except the Treasurer shall not be a check signer if also acting as bookkeeper.

--END—
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