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The role of the Treasurer is often the job that nobody wants, and the most important - mainly due to the considerable responsibility involved.  The finances of any organisation must be handled carefully.  Not only because the organisation cannot work without proper financial arrangements but if the money is poorly managed it affects the credibility of the Committee, the Members and the wider group.





The Treasurer should ideally have an understanding of financial matters and a knowledge of the financial affairs of the organisation.  He or she should be committed to the aims, objectives and priorities of the organisation.





The basic duties are as follows:-





Keeping accurate records of all financial transactions, which means getting receipts, invoices and other written records of expenses.





Keeping petty cash.





Keeping and signing the cheques (there should always be at least two signatories to cheques, preferably 2 out of 3)





Informing the group regularly about its current financial position in easily understood terms, so that the committee can make decisions in full knowledge of the implications.





Informing the group about projected expenditure and help in planning expenditure by preparing estimates, plans and budgets and assisting with funding applications.





Collecting membership subscriptions (unless there is a membership secretary)





Assisting with other fund-raising (but not being the main fund-raiser).





Paying the bills on time and if there are staff ensuring salaries are paid on time.





Preparing the accounts for audit and the Annual General Meeting.





Protecting the financial interests of individual committee members of unincorporated organisations, since they have personal liability for all debts.








The Annual Accounts 





Accounts must:-





Clearly show the total income and where the money has come from, e.g. grants, donation, membership subscriptions, fund-raising etc.





Show how much money has been spent and how it has been spent.





Show how much money is in the current account, in the deposit account and petty cash.





Show how much money the organisation owes or how much is owed to the organisation at the end of the financial year.








YOUR GROUP’S LEGAL STRUCTURE, whether or not you have charitable status and your group’s gross income will all determine the format of your ANNUAL ACCOUNTS – check the statutory and legal requirements. 





When handling money - 


a few basic rules 


will avoid problems….





Always get and keep receipts


Pay by cheque rather than cash - even though the sum is small.


Give receipts for money received.


Pay all cash into the bank - don't leave any lying around.


Don't count cash in private - always have more than one person counting money.


Openly display a list of raffle/prize draw winners  - in the local shop, community notice board or inform local press.


Get the annual accounts independently examined.  This is a legal requirement if your organisation has charitable status . If your gross income is less than £100,000 the independent examiner does not have to be an accountant - a trusted person in the community (who knows your group) will do.  Most organisations will be able to nominate someone. An audit is something far different and has to be carried out by a qualified auditor (often at great expense!) so do check that your constitution does not require your group to have the accounts audited! 











Every care has been taken to ensure information given is accurate and current.


SLCVO cannot accept any responsibility for claims arising from error or misinterpretation.
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Skye & Lochalsh Council for 


Voluntary Organisations


Tigh Lisigarry Bridge Road Portree 


Isle of Skye IV51 9ER


Tel 01478 612921 Fax 01478 613341 


(


ADVICE, INFORMATION & 


PRACTICAL ASSISTANCE


For COMMUNITY GROUPS


in the local area


(


Annual Membership of Skye & Lochalsh C.V.O 


costs just £10.00 per year


just look at the benefits this brings…


(





FREE ACCESS to  Funderfinder


 to help you identify funding sources





FREE ACCESS 


to Outreach sessions





FREE LINE ENTRY 


in the Community Groups Register





50% DISCOUNTED MEMBERS RATES 


on all our photocopying,


desk-top publishing & administration services plus venue hire and videoconference facility





FREE PROMOTION of events, fundraisers, volunteer opportunities etc plus a forum for exchange of ideas 


on our website    www.slcvo.org.uk
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The Role 


Of




















The 


Treasurer  





FOR FURTHER ASSISTANCE with Annual Accounts and legal requirements 





for Charities:





� HYPERLINK "http://www.oscr.org.uk" ��www.oscr.org.uk�


01382 220446





for Company Ltd by Guarantee:





wwwcompanieshouse.gov.uk


0870 3333636





for Community Interest Companies:





� HYPERLINK "http://www.cicregulator.gov.uk" ��www.cicregulator.gov.uk�


and Companies House above
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