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Best Practice for incorporated and non-incorporated groups in relation to a Treasurer’s responsibilities. 

General tasks 

It is the Treasurer’s responsibility to deposit all cash, write out cheques and report to each meeting of the committee. This report need only be brief:

1. Income (membership and other income/funding/sponsorship) and the bank balance are recorded in the minutes from a reconciled bank statement brought to the meeting. 

2. Expenses and bills are presented and approved by the committee before being paid. Two members sign all payments/cheques: the treasurer and another committee member. Any planned expenditure is also approved at meetings.  All bills, expense claims and remittance advices should be filed and kept by the treasurer. 

None of the above is terribly complicated if two important tools are used:

Receipt book with copies  (Collins A5/3DL

Each receipt should state: date, name, what the cash in was for i.e. membership (family,single,org) or refund, sponsorship, donation. The Treasurer should show in the Receipt book and the cheque book record where the new financial year begins. This will help with the reconciling at the end of the year. 

Chequebook & Deposit Book record (ask your bank for the cheque book with lines)

A bank account requiring two signatories is set up by the committee 

The Treasurer should keep the chequebook record and deposit book record up-to-date and clearly state what each cheque was for.

Kiwibank has a system by which direct credits and automatic payments can be made through the Internet still requiring the involvement (“signatures”) of two committee members. This is preferable if a group has many transactions.  It is quite easy to set up. 

END-OF-YEAR FINANCIAL STATEMENTS

The simple Financial Statement Summary is easier to do on Excel, but it can be done on a preprinted sheet using a calculator to sum the figures. This report is adequate for both the AGM and the Incorporated Society report. 

The more substantial report shows your members what your membership income and other income have been spent on. It is quite easy to fill in and does not necessarily have to be done by the Treasurer; any other member of the group can do it as long as it agrees with the summary from the Treasurer. Again this can also be done using a printed sheet and calculator. 

If you are an incorporated group you need to report to www.societies.govt.nz. The Society will send you a letter in June every year to remind you. If you don’t get a reminder and a form you should yourself go to the website and download the form. The Incorporated Societies form is not difficult to fill in, attach your financial statement for the year and done! You can decide on what your end of year date will be. Some groups decide that their year runs from the date of incorporation – this means that their accounts will be right up to date at the group’s AGM. But you can also make 31/12 each year or any other date your End-of-Year date. Whatever you decide on you must account for one full year of income and expenses. Your AGM must be within 3 months of your incorporation. http://www.community.net.nz/communitycentre/news/2004/incsocreqs.htm
Your invoices should have your GST number. If you do not have a GST no., all invoices should have this message on them: “XXXXX is not registered for GST”. I have assumed that none of the CAN groups are GST registered; if I am mistaken I am happy to work with any that are to help set up special forms for that purpose

The CD-ROM contains:

Template Financial Statement Summary only (Excel & printed)

Template Financial Statement (Excel)

Invoice Template (Excel) & Template Expenses claim form  (Excel & printed)

Handout & much more 
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