TREASURERS ROLE

Who's responsible? | All the committee members share responsibility for
the money. The treasurer can be seen as a focus for that responsibility, but
the rest of the committee should not ignore the finances. Regular financial
reports should be prepared for presentation to the committee and
understood by all of the committee. The term ‘trustee’ means someone who
is being trusted with charitable money. To fulfil that responsibility you must
be able to understand the budget and reports which compare expenditure
with the budget and forecast future financial position. It is a collective

responsibility.

The treasurer | The treasurer has to make sure that things are done and
done on time - which may be different from actually doing them. Book-
keeping and many other tasks can be undertaken by paid staff and freelance
workers. Many small organisations will not be able to pay for the work to be
done, so the treasurer may have to undertake a variety of the tasks on a

voluntary basis.

The budget | All voluntary organisations should have a budget. It is often
drawn up by members of staff in consultation with the treasurer. In
organisations with no staff the treasurer will normally draw up a draft budget
in consultation with key committee members. The process can involve many
policy issues. Allocating funds to one activity may mean there are less
resources for another activity. An annual budget should be approved by the
committee (and minuted) before the start of each year. Its main purpose is
to show whether the organisation can afford things, taking reserves into

account.



Bills & banking | A treasurer would normally be a cheque signatory along
with several committee members. Two people sign each cheque. The
treasurer would not necessarily sign all cheques or be involved in posting the
cheques to suppliers or banking cheques received. The organisation should
have a file for unpaid bills, a file of paid bills with a cheque requisition slip
attached to each bill, and a file containing letters from funders and details of

payments received.

Book-keeping | Whilst the budget has major policy implications, book-
keeping is a routine but vital task which is frequently undertaken by an
employee or freelance worker. The treasurer’s job is to ensure that the
book-keeper is up to the job both in quality and speed. Someone such as the
treasurer should check every quarter that an accurate bank reconciliation

has been done.

Management accounts | Management committees need to know if they

are:

+ Over spending and running out of money.
« If income and expenditure are roughly as planned.
+ Whether large surpluses are building up which might weaken

future fundraising.

At least each quarter there should be a comparison between actual income
and expenditure and what was budgeted showing the variance (difference)
between the two. The treasurer, a volunteer, a book-keeper or finance
worker might produce this report. The treasurer normally presents it to the
committee. It is important that all trustees have a good understanding of

this report. It is their main financial management tool.



Payroll | We recommend that small charities use a payroll service to
calculate PAYE, National Insurance and to issue payslips. The charity can
then write out the cheques to the employees and pay the Inland Revenue.
This service normally costs between £4.00 and £5.50 per slip. Some
treasurers undertake this task and sometimes it is be done by a finance

worker.

An annual return has to be submitted by the 19 May each year and a P9D
declaring expenses for employees earning less than £8,500 or a P11D for
employees earning over should be sent in by 6 of June) This can also be
done by a payroll bureau. Charity staff don’t benefit personally from
expenses, so should be eligible for an exemption of tax on expenses. Apply

to the H M Revenue & Customs.

People with earnings less than £104.52 a week - including volunteers
receiving a round sum allowance i.e. £5 a day expenses - should be asked
to sign a P46, or be taxed. The treasurer should check that this is

happening.

What skills? | The treasurer needs to be able to take an overview of the
finances (are they on target or not?), have a feel as to where the
organisation is going over the next few years and have ideas for how it will

be financed.

The treasurer should:

« Have a strong commitment to the organisation.

+ Have the ability to develop a financial routine and stick to it.
+ Have a willingness to listen and learn.

« Have the ability to explain figures to other people.

+ Be able to add up and use a simple calculator.



+ Be able to think about the future as well as the present.

How much time? | The treasurer of a small voluntary organisation with a
turnover of up to £20,000 will probably spend four hours on treasurer tasks
a month - plus committee meetings. Treasurers of larger organisations are
likely to be able to delegate tasks to staff and freelance book-keepers, so
the time commitment is often the same - 4 hours a month plus meetings. If
the treasurer is involved in writing funding applications, this will increase the

time.

Recruitment | Treasurers have a significant influence on policy and should
try to stay with the organisation for at least three years. Training up an

existing committee member is often the best way to find a treasurer.

Advertisements in newspapers, and mailshots to accountancy firms, colleges
and businesses may identify suitable people. Volunteer Bureaux and
Community Accountancy Projects like CASH can sometimes help. You should

always take up references.

Annual Accounts | The annual accounts are different from the
management accounts. They are to enable people outside the organisation
to consider its viability, cost effectiveness and whether further funding is
appropriate. These accounts are normally checked by an independent
examiner or auditor — who often prepares the accounts as well. The
treasurer should ensure the auditors receive all the information and papers

they need and that they complete their work on time.

Annual Returns | The Charity Commission requires that an annual return
(a form they provide) and a copy of the annual accounts is sent to them nine

months after the end of the financial year.



Those charities that are companies (of either sort) will also have to complete
an annual return within strict deadlines. They may have to complete a
corporation tax return (CT600E (2006) Company Tax Return Form -
Charities and Community Amateur Sports Clubs) within a year of the balance

sheet date, if they have not obtained an exemption.

Trusts and local authorities frequently require progress reports and forms
filling in once or twice a year. The treasurer should ensure that there is a

system in place which will make this happen on time.

Annual General Meetings | The treasurer normally presents the annual
accounts to the AGM, giving an overview of the previous year’s finances, the
prospects for the future — as well as answering questions on financial issues.

A finance worker may also be present to help with any technical issues.

Financial Controls | It is a good idea for groups to keep a set of written
rules which cover topics like who can order goods, sign cheques or make
fundraising applications. These rules help the group to control its affairs and
reduce the risk of fraud. The treasurer should ensure that once approved

they are reviewed by the committee at least every two years.

There are a variety of insurance policies that a voluntary organisation may
need including: public liability to cover accidents to users and members of
the public; accident insurance for volunteers and committee members;
employer’s liability for employees, premises and contents insurance for
buildings and their contents - computers etc. and motor insurance. The
treasurer should be confident that appropriate insurance policies are in

place.

A fixed asset register helps if you have to make a claim.



Fundraising | The treasurer should review the budgets of all fund raising
applications to make sure that the there are sufficient resources to do what
the organisation is saying it will do and also check that the application falls
within the charity’s objectives. The treasurer does not have to be involved in

writing the applications.

Future Trends | A good treasurer will know whether the organisation is
expanding or contracting and will have a view of where its funds will be

coming from over the next few years.

Solvency | Organisations must be able to pay their bills and meet all other
financial commitments as they fall due. An organisation that cannot do this
is insolvent. The treasurer should make sure that there is always sufficient
funding and cash in the bank (reserves) to meet obligations (Contractual
Liabilities). Sickness, maternity pay and redundancy pay can result in
unexpected costs. CASH recommends that charities consider having reserves

of between 20% and 30% of annual expenditure.

Try it! | Being a treasurer can be very interesting. The role can have a
major influence on policy and the direction that a charity takes over the
years to come. If you have the time and commitment we recommend that

you try it.

Treasurer’s Diary

Many organisations have a financial year which runs from 1 April to 31
March. Some of the tasks listed will not apply to every charity. The treasurer
does not have to do all the tasks in the diary, but should ensure that they

are being done competently by someone.

Tasks to be completed every month:



« Pay: staff, Inland Revenue and suppliers.

+ Bank income: all cash income and cheques.

« Balance petty cash and top up if necessary.

+ Check that all grants due have been claimed.

« Check that invoices to customers/clients have been sent out and

reminders to those who have not paid last month’s invoices.

April | Bring books up to date, bank reconciliation. Prepare 12 month

management accounts and present them to the next committee meeting.

Expenses forms P9D or P11D to Inland Revenue. Invoice members for

subscriptions if needed.

Ensure that any returns required by funders will be sent on time.

Check insurance policies.

May | Check and update the Fixed Asset Register.

Complete Annual Return P35 for Revenue & Customs. Issue P60s to staff by
31 May.

Prepare for Audit/Independent Examination, produce schedules of debtors
and creditors as at 31 March and give to Auditor/Independent Examiners
together with books of account, vouchers, invoices, cheque books, paying-in
books, copies of last year’s minutes, details of insurance policies,
constitution, lists of trustees and employees, management accounts for last

year and draft financial accounts if you have prepared them.

June | Check Financial Controls, revise as necessary.

July | Bring books up to date, bank reconciliation. Prepare 3 month

management accounts and present them to the next committee meeting.



August | Have a holiday
September | Review your training needs.

Check the fundraising strategy and revise as necessary or ask for it to go on
the agenda.

Audited accounts or the Independent Examiner’s reports should be available

now and be presented to the next committee meeting.

Write your contribution for the annual report to go with the financial
statements.

Check reserves in accounts/report against the policy, consider whether they

are sufficient.

October | Bring books up-to-date, do bank reconciliation. Prepare 6 month

management accounts and present them to the next committee meeting.

Make sure copies of annual report and accounts are sent to funders. Annual
General Meeting, present the Audited Accounts or Independent Examiner’s
report to the meeting, comment on the previous year’s finances and the

prospects for the future. Thank staff/volunteers as appropriate.

November | Complete Annual Return for the Charity Commission and post.
Send accounts to Companies House.

Complete Corporation Tax return.

December | Attend seasonal celebrations.

January | Bring books up to date, bank reconciliation. Prepare 9 month

management accounts and present them to the next committee meeting.



Ensure that the annual returns are sent to the Companies House together

with completed form 363.

Consider any financial implications that need to be taken into account in next

year’s budget.
Think about the trend, is income growing year by year, static or decreasing?

February | Review staff terms and conditions, contracts of employment and
job descriptions etc. Draw up draft budget for next year and present it to the

committee. Make any changes they require.

March | Check the fundraising strategy again and revise it or ask for it to go

on the next agenda.

Fact sheet produced buy CASH-ONLINE copyright © to CASH.
www.cash-online.org.uk Charity Reg No 10356212.





<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


