Treasurer — Role Description

Overview

The role of the Club Treasurer is to maintain the
day-to-day finances of the club and to ensure that the

Club’s financial position is up to date and accurate.

Actions

Act in the best interests of the Club, its members and the sport of Archery (as defined by AGB) at
all times.

To retain a constant awareness of the club’s financial position and make recommendations on all
matters affecting finance.

To drive the financial planning of the club to ensure we meet the requirements of our Constitution
and ensure the club has the necessary information and processes to apply for grants, meet
legislation requirements and operate in a risk free manner.

Responsibilities

To prepare a budget and monitor it carefully.

Keep the club’s books up-to-date at all times.

Keep a proper record of all income and expenditure.

Drive the financial planning of the club by analysing its performance and risks.

Make sure financial reports are available and understood at all committee meetings.

Maintain evidence that money received is banked and documentation provided for all money paid
out.

Support the preparation of information for an annual audit.
Give Treasurer’s report at monthly committee meetings.
Help produce an annual financial report for the AGM.

Together with the Membership Secretary keep a record of all monies paid as subs and AGB
membership fees.

Pay the bills.

Initiate payment of agreed invoices.

Inform the Chairperson of any concerns about unpaid fees or unauthorized invoices.
Attend the Club Committee meetings.

Conduct analysis to make forecasts for future spending and fundraising

Support the submission of grant applications and responses to external monitors on grants
achieved.

Ensure adherence to financial laws and guidelines.

Joint Official signatory on club accounts (along with the Chairman or Secretary)

Reporting Lines
The treasurer reports directly to the Chairman and rest of the committee. The Treasurer is responsible
for reporting club finances to the membership of the club.
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