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Main duties of the Treasurer SVS Fact Sheet
The Treasurer may deal with all aspects of financial management including keeping records. If there is paid staff then the day to day management of finances could be delegated to the finance worker or another member of staff who would report to the treasurer.

However, in all cases final responsibility for financial matters always rests with the committee as a whole. 
The Treasurer’s responsibilities may include the following:

· General financial oversight.

· Managing income, funding, contracts, fundraising and sales.

· Financial planning and budgeting.

· Financial reporting including compliance with Charity or Companies Act     requirements or other financial regulations such as Money laundering etc where applicable.
· Banking, book keeping and record keeping.

· Control of fixed assets and stock.

· Investments.

· Insurances and risk assessment links
· Possibly premises.

· Reserves policy review

General Financial Oversight:

· Ensuring workers and committee members know enough about financial administration, bookkeeping and the accounts to make decisions for which they are responsible.

· Advising on financial policies and protocols, e.g. levels of authorisation .what expenses can be claimed and the procedures for claiming them, financial implications of new activities, or the organisation’s policy of charging for its services.

· Advising on employment and other contracts.

· Making day to day financial decisions on behalf of the committee, if given delegated authority and reporting such decisions to the committee.

· Liaising with the bank or other financial institutions.

· Preparing accounts for audit and liaising with the auditor.

· Deciding on measures to ensure security of cash and cheques.

· Review levels of insurance cover against risk assessment for the organisation 

Managing income:

This involves ensuring the organisation has enough money to carry out its activities. The sources of income can be divided into funding contracts or service agreements, sales of goods or services, donations, fundraising activity or subscriptions. 
Responsibilities include:

· Developing and implementing an income-generating strategy.

· Co-ordinating fundraising activities.

· Running fundraising activities.

· Collecting information on funding sources.

· Completing, submitting and co-ordinating funding applications.

· Liaising with funding agencies.

· Ensuring money received for a special project is spent for that purpose and if necessary is separately accounted for as a restricted element in the accounts or reserves
· Drawing up tenders or proposals for contracted services.

· Ensuring appropriate pricing of goods or services including consideration of full cost recovery of overheads.

Financial planning and budgeting:

· Preparing budgets and cash flow forecasts in consultation with workers and funders.

· Preparing budgets to the committee for approval.

· Keeping track of how actual income and expenditure compares with budgeted income and expenditure and adjusting financial forecasts as appropriate.

· In the case of cash flow problems, deciding priorities for paying, pursuing any money owed to the organisation and negotiating for late payment if necessary.

Financial reporting:

· The Treasurer is responsible for ensuring the committee has enough information to make its decisions. This includes:

· Reporting regularly, in writing, to the committee on the organisation’s financial position.

· Preparing and presenting financial reports and accounts when required.

· Presenting the end of year financial report (draft annual accounts) to the committee.

· Presenting the audited or examined accounts to the annual general meeting (AGM).

· Ensuring members at the AGM or other general meeting understand the annual accounts and the budget for the current year.

Banking, Book keeping and record keeping:

· Advising on which banks or other financial institutions the organisation should use and the type of bank accounts it should have, and approved by the committee. 
· Serving as a signatory for the organisation’s bank accounts (all changes of signatory and mandates must be approved by the committee). Two out of an agreed number of signatories should always be used for authorising all transactions. 
· Ensuring there are proper systems for receiving and paying out cash and cheques.

· Setting up appropriate book keeping and petty cash systems, and ensuring related

· Documentation is kept.

· Ensuing membership records are kept and subscriptions collected.

· Ensuring other money due to the organisation is collected, that there are procedures for non-payment and that such action is taken if required.

· Ensuring all bills are paid and receipts are received for all payments.

· Ensuring payment of wages, income tax, national insurance, statutory sick pay, pensions, statutory maternity pay, tax credits and student loan repayments and ensuring that records are kept of these payments.

· Ensuring everyone handling money of the organisation keeps appropriate records and documentation.

Control of fixed assets and stock:

The Treasurer has broad responsibilities for ensuring proper control of fixed assets (major equipment, vehicles, buildings, and other property owned by the organisation), its materials or supplies (goods required for running the organisation), and its stock. This includes:

· Ensuring the organisation keeps records of materials and supplies used.

· Establishing systems for stock control and re-orders.

· Undertaking or overseeing regular stock checks.

· Ensuring the organisation keeps records of its equipment and vehicles, including date of purchase, supplier, value, model and serial number (often referred to as an inventory or asset register).

· Ensuring the organisation has all necessary insurances and keeps them up to date.

Investments:

· Ensure the organisation takes proper financial advice in relation to any investments.

· Regularly review interest rates for deposits and investments 

· Ensure the organisation complies with its constitution and charity law in relation to

· Investments.

· Ensure all decisions about investments are properly made and minuted.

· Monitor the progress of investments.

Disclaimer

SVS does not represent or guarantee that the information on this briefing is accurate, complete or up to date. SVS does not accept liability for any loss, damage or inconvenience due to the use of; or the inability to use any information contained in this briefing. Visitors who use this briefing and rely on any information do so at their own risk. 
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