Leadership: Treasurer
of an Organization
Most volunteer organizations do not have large sums
of money—just enough for postage stamps, supplies, and
miscellaneous expenses. However, handling even a little
money is a big responsibility, especially when it belongs to
your club.
As club treasurer, you will be expected to collect, deposit, disburse, record, and report on the financial transactions of your group. The membership looks to you for
answers about the organization’s financial policies.
You will find your job easier if you help the club plan
in advance the amount of money needed and how the
funds will be raised. This budget provides a framework for
club spending.
You may serve as an ex officio member of the finance
committee or any other committee involved in the raising
or spending of the club’s money.
As treasurer in charge of all the club’s funds, you need
to be organized. Lists must be made, records kept, and
reports filed, and they all have to be accurate.

Reports

Handling the Treasury

•

•
•
•
•

•
•
•

It also is your job to handle these responsibilities:
Present a financial statement to the club when the
president requests it.
Make an annual financial report.
Pay all bills authorized by the club. Checks are signed
by the treasurer and the president in some clubs.
Get a receipt for every club item paid, and give a
receipt to anyone who gives you money for the club.
Receipts are evidence of how the funds have been
handled. Receipts also can help answer questions
about the club’s income and expenses.
Have specific authorization from the club before
spending its money.
Ask for an annual audit of the books.
Keep accurate, up-to-date records of the organization’s
financial activities.

The treasurer’s report at each meeting can be brief,
but it should give the balance at the beginning and end of
the period for which the report covers. You will want to
include the income and the expenditures. After completing
the report, ask that it be recorded in the minutes or filed for
audit.
The annual report is easier for members to understand
if they have a copy to follow. The annual report should be
audited. Move that the auditor’s report be accepted after
the report is given.

Working with Others
•
•
•

You will work closely with the secretary on membership contributions and the club roll.
The secretary’s minutes provide authority for expenditure of funds.
The finance committee’s approved budget gives you
the authority to pay bills up to the amount budgeted
for that item.
Always inform the president about the club’s financial
status.
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