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The role of Treasurer is often the job that nobody wants and the most 
important 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 organisa-
tion. 
 
The basic duties are 
 
 Keeping accurate records of all financial transactions, which 

means getting receipts, invoices  and other written records of      
expenses. 

 Monitoring petty cash 
 Keeping and signing cheques—there should always be at least 2 

signatories on cheques, preferably 2 out of 3. 
 Informing the group regularly about the current financial situation in 

easily understood terms so that the committee can make decisions 
in full knowledge of the implications. Books should be kept up to 
date and available at every committee meeting when the Treasurer 
should give a report 

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

 Collecting membership subscriptions 
 Assisting with other fund-raising (but not being the main             

fund-raiser) 
 Ensuring that bills and staff salaries are paid on time. 
 Paying expenses to committee members by cheque and recording 

details as directed. 
 Preparing accounts for audit and the AGM. 
 Liaising with the Office of the Scottish Charity Regulator (OSCR) 
 
 



 
 
The Annual Accounts must 
 
 Clearly show the total income and where the money has come 

from, e.g. grants, donations, 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, 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. 
 Follow the OSCR format 
 
Some groups employ an accountant to undertake the Treasurer’s duties 
 
 
 The Vice Treasurer 

 
The Vice Treasurer should have knowledge of the 
group’s financial affairs and be capable of deliver-
ing the Treasurer’s report at committee meetings 



When handling money , a few basic rules will help avoid 
problems 
 
 Always get and keep receipts. 
 Pay by cheque rather than cash even though the sum 

may be small 
 Give receipts for money received and keep copies. 
 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 lists of winners, in the local shop,         

community notice board or inform local press. 
 Get the accounts examined/audited each year. This is a 

legal requirement if your group has charitable status. It 
does not have to be an accountant, a trusted person in 
the community will do. 

 It is usual for any increase in group fees to be decided at 
the AGM. 

 
If a Treasurer leaves during the year, it would be good practice 
to have the books submitted to an independent examiner and 
signed & dated as correct before being passed on to the new 
acting Treasurer. 
 
The Committee as a whole must take responsibility for looking 
at the accounts & bank statements regularly and hearing a   
report at every committee meeting. 
 
If things go wrong, a committee meeting should be called   
without delay, all paperwork obtained and collective committee 
skills used to resolve the situation. 
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