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Overview 

The key role of the treasurer is to advise the Meeting on healthy financial practices, 
facilitate Meeting’s financial decisions, and maintain a legal practice to managing 
Meeting’s money. This requires attention to Federal and State Tax Laws. 

Income  

Accept contributions for Celo Friends Meeting and it’s projects or fundraisers. Each 
donation received is logged into the computer program “QuickBooks” indicating the 
amount, donor, check number, date and purpose (General Fund or Restricted Special 
Fund). Donations are deposited into the appropriate bank account each week, primarily 
using the ATM so that there is an electronic copy of the deposit.  The receipts are sent 
via email to the treasurer. Although the operating budget funds are in a local bank, some 
less frequently used accounts are in banks that require the treasurer to mail deposits. All 
income, whether checks or cash, in person or by mail, should be deposited as quickly as 
possible, which is typically within a day or two of receipt.  

Expenses 

Bills and financial commitments are paid in a timely manner via check or debit card. 
Through the process of writing checks or paying bills, each commitment is associated 
with a budget line or special account. Office supplies and administrative expenses 
(software, stamps, envelopes, etc) are purchased and kept separate from Treasurer’s 
personal possessions. Reimburse out-of-pocket expenses for Friends who make purchases 
on behalf of the Meeting, usually as a committee member or an officer. Friends that 
need to be reimbursed are expected to provide a receipt for the item purchased. If the 
purchase is large (>25% of the budget line), the committee clerk should approve of the 
charge. Expenditures should generally be within budget. However, overruns sometimes 
occur.  In this case the Treasurer must decide if the overrun should be cleared with 
Business Meeting prior to payment. Typically if it is a small amount of money for a 
committee purpose, it does not need to be brought to Business Meeting. 

All donations, banking and budgets are recorded in QuickBooks. It is important to learn 
and understand how QuickBooks works. Maintain QuickBooks Celo Friends Meeting file. 
Back up the file after each day’s activities. Reconcile bank statements monthly.   

Reports  

Export quarterly and annual reports from Quick Books for Treasurer’s Reports for Meeting 
for Business. The Treasurer’s Report should contain an income and expense statement 
(which shows how much money has come in and gone out) and a balance sheet (which 
shows how much money is in each account). The reporting period is typically quarterly 
and end of year, but sometimes other reporting periods are appropriate. The year-end 
report is presented at the end of the fiscal year. When presenting a report to Business 
Meeting provide 10 copies for Friends to read along. If unavailable to attend Meeting to 
give report, ask a Finance Committee member to give report. Send the upcoming report 
in advance to the Recording Clerk so that they can include it with the email reminder 



and include it in the finished minutes. Leave one copy of the report on the bulletin board 
for Friends who were not present to review.   

Additional Tasks 

Send a fund raising letter to Meeting members in November to alert them to current 
needs, financial state of the Meeting, and includes an Asking. Attend most Business 
Meetings to be informed of financial decisions that Meeting makes. Keep receipts of 
expense items, indicating which budget line or special fund has been charged for the 
expense. Retain bank statements and all electronic information related to banking. 
Maintain these documents in an orderly manner to facilitate audits. Cooperate with 
audits. Respond to questions (typically from committees or officers) about the status of 
budget items. Maintain the current copy of the Meeting’s liability insurance policy. 
Provide yearly contribution statements to members/attenders for tax purposes. Be sure to 
include in-kind donations on contribution statements. The Treasurer is the money 
manager for every CFM committee that has a budget. 

Finance Committee  

The Treasurer is the Clerk of the Finance Committee. The Finance Committee meets to 
provide data to assist in the preparation of the next year’s budget, which should begin in 
4 months prior to the new year. The budget is presented twice to Meeting. The first time is 
to discuss the budget very generally and note any changes. The second presentation is a 
request for approval of the budget. The Finance Committee is utilized to identify 
concerns and season potential resolutions prior to bringing these to Business Meeting.  
The Finance Committee members can provide an audit or review the QuickBooks 
Meeting file; committee member should have regular access to CFM files. Be mindful that 
contributions are private information and should not be shared with anyone. 

Margithaus Committee 

The Treasurer is a member of the Margithaus Committee. The Margithaus Committee 
serves as the Personnel Committee for Meeting with oversight of the Caretaker and as 
the liaison with individuals renting space, including long term rentals (e.g., Children’s 
Garden Preschool) and short term rentals (e.g., Meetinghouse rentals for weddings). 


