
17. DUTIES OF THE TREASURER 

The duties of the Treasurer are: - 

• To hold funds of the Club, banking them as soon as possible in the bank 

determined by the committee. 

• To account for Club finances at monthly meetings. 

• To charge for and collect all monies owing to the Club, 

• To make payments as directed by MANCOM 

• To sign cheques in conjunction with the Commodore or other duly appointed 

officers 

• To keep proper books of account and to maintain a current Club Assets Register, 

one copy of which shall be kept in the Club office. 

• To maintain adequate insurance cover of the Club's assets and its liabilities. 

• The whole of the Club books, furniture and other property shall be insured in the 

name of the Club and an inventory shall be kept by the Treasurer. 

The office of club treasurer is important because the treasurer is in control of the 

club’s money, its collection, and disbursement. 

The treasurer is responsible for keeping accurate books that will enable him/her to 

give a full financial report whenever requested. The treasurer should do his/her 

best to see that everything is done meticulously so that there are no doubts about 

his/her integrity. 

It should be noted that the treasurer’s records always should be open to inspection 

by the club’s officers and members. 

Duties and Responsibilities 

• Collect member dues. In coordination with the secretary/admin 

officer/bookkeeper, forward dues, the invoice, and your club’s Membership Roster 

• Prepare the club’s budget, present it to the Mancom for approval, and ensure 

that club activities adhere to the budget. 

• Maintain accurate financial records throughout the year to be reviewed at any 

time by members, other officers, or administration. 

• Transact business through the bank account, maintain banking, credit card and 

investment facilities. 

• Inform the club of its financial strengths and weaknesses. 

• File appropriate forms with the Internal Revenue Service timeously. 

• Disburse funds and pay bills promptly as approved by MANCOM. 

• Reconcile bank statements. 



• Bill members for unpaid dues. 

• Deposit club funds. 

 

Club Treasurer Checklist 

Weekly Duties 

• Pay all bills as approved by MANCOM. 

• Attend club meetings.  

• Record all expenditures and income for the week. 

 

Monthly Duties 

• Collect all money from club projects. 

• Prepare a financial report for MANCOM meeting. 

• Attend the MANCOM meeting. 

• Collect dues from new members and keep accurate records of outstanding 

arrears 

• Obtain all financial records, receipts, and files from immediate past treasurer. 

• Prepare a budget for the Key Club year. 

• Organize all financial records to give to the treasurer-elect. 

Preparing the Budget 

The budget should be the regulating factor for the club’s activities. The budget is 

a statement of the organization’s planned expenditures and income based on the 

approval and commitment of the club. Use the budget as a guide for planning the 

club’s activities during the year. 

When approving the budget, the club must commit to raising the necessary 

income, for without the budgeted income, the club cannot spend as it had planned 

without incurring a deficit. Thus, when total expected income is not achieved, 

total expenditures must be cut. 

Lake Deneys Yacht Club is a non-profit organization. 

Maintaining Accurate Financial Records 

It is important to keep an account of all transactions as they are made. Clubmaster 

software is used to manage the books of account. 

When disbursing money, always obtain a receipt as evidence of payment. When at 

all possible, use a cheque or EFT, rather than cash. 



This will provide you with an additional receipt. When reimbursing a club member 

for expenses, require them to complete an expense voucher and attach a copy of 

the receipt to receive reimbursement. 

Two individuals have authorization to sign cheques. Typically, the club treasurer 

and Commodore are authorized to sign cheques. When receiving money, always 

issue a receipt, especially when you receive cash (i.e. dues and fundraiser money).  

And finally, never hold cash personally for any length of time. You are responsible 

for the finances of the club. By depositing cash soon after receipt, you guarantee 

that your members’ money or community’s contributions are secure. 

Bank Reconciliation 

Periodically, the bank will submit a statement listing all transactions that took 

place within a certain period of time. They may or may not return your cancelled 

cheques, depending upon their policy. Upon receipt of the statement (usually 

monthly), reconciliation should be made to certify the accuracy of the club’s 

balance. If this is done upon= receipt of each statement, errors can be corrected. 

 

Qualities, skills, knowledge 

A good treasurer will: 

be capable of handling figures and cash; 

have an orderly mind and methodical way of thinking; 

have experience in dealing with large sums of money and budgets; 

have experience of financial control and budgeting; 

have an eye for detail; 

be available to be contacted for ad hoc advice; 

have a financial qualification or relevant experience; 

have experience of pension schemes; 

have experience of tax returns and SARS requirements; 

good communication and interpersonal skills; 

ability to ensure decisions are taken and followed-up; and 

show good time-keeping. 


