
 

Treasurer 101 Responsibility Checklist 
Faithful Stewardship  |  Accountability  |  Integrity  |  Transparency 

 

A Treasurer isn’t just managing money; you are managing trust. 
 

DAILY / WEEKLY RESPONSIBILITIES 

☐ Ensure at least two unrelated people count 
donations 
☐ Verify offering totals and deposit promptly 
☐ Record all income accurately in accounting 
system 
☐ Record all expenses with proper documentation 
☐ Secure checks, cash, and financial records 

Never allow one person to handle money from 
start to finish!!! 

 

MONTHLY RESPONSIBILITIES 

☐ Reconcile all bank accounts 
☐ Reconcile credit card statements 
☐ Review outstanding checks 
☐ Provide report to leadership/board 
☐ Ensure payroll taxes (if applicable) are paid 
☐ Verify housing allowance documentation (if 
applicable) 
☐ Prepare monthly financial report including: 

• Total income 
• Total expenses 
• Budget vs. actual comparison 
• Current balances 

 
 

QUARTERLY RESPONSIBILITIES 

☐ Review giving trends 
☐ Review budget performance 
☐ Evaluate cash flow 

QUARTERLY RESPONSIBILITIES  (cont.) 
☐ Confirm tax payments and filings are current 
☐ Meet with finance committee (if applicable) 

 

ANNUAL RESPONSIBILITIES 

☐ Assist in preparing annual budget 
☐ Issue year-end donor contribution statements 
☐ Prepare required IRS or government filings 
☐ Confirm housing allowance designation for 
pastoral staff 
☐ Arrange annual financial review or audit 
☐ Review and update financial policies 
☐ Ensure digital and physical records are backed 
up securely 

 

INTERNAL CONTROL CHECKLIST 

☐ Two counters for offerings 
☐ Separate duties (counting, recording, 
reconciling) 
☐ Dual signatures required for ALL payments 
☐ Bank statements reviewed by someone other 
than treasurer 
☐ Written financial policies in place 
☐ Secure digital backup of financial data 

Good systems protect the organization — and 
protect you. 

Items listed in green are part of the Miller Management service. 

https://goodfaithaccounting.com/services/accounting/
https://goodfaithaccounting.com/services/accounting/
https://goodfaithaccounting.com/offering-counting-before-the-money/
https://goodfaithaccounting.com/credit-cards-policies-agreements-forms-part-2/
https://goodfaithaccounting.com/preparing-financial-reports-for-your-annual-meeting/
https://goodfaithaccounting.com/wp-content/uploads/2022/05/Ministerial-Housing-Allowance-Worksheet.pdf
https://goodfaithaccounting.com/wp-content/uploads/2022/05/Ministerial-Housing-Allowance-Worksheet.pdf
https://goodfaithaccounting.com/purpose-driven-budget-soar/
https://goodfaithaccounting.com/preparing-financial-reports-for-your-annual-meeting/
https://goodfaithaccounting.com/end-year-giving/
https://goodfaithaccounting.com/five-barriers-to-overcome-for-financial-accountability/
https://goodfaithaccounting.com/counting-tips-refreshers/
https://goodfaithaccounting.com/wp-content/uploads/2020/05/Check-Signer-and-Payment-Approver-Standards-Protocol-2020-05.pdf
https://goodfaithaccounting.com/top-8-reasons-to-outsource-safety/


 

 

2026 Training Opportunities:    

Register for Miller Management’s trainings here: https://goodfaithaccounting.com/2026-courses/ 

  

 

 

 

 

 

 

 

 

 

 

 

Learn more about our Treasurer Cohort here: https://www.tickettailor.com/events/millermanagementsystems/2058748 

https://goodfaithaccounting.com/2026-courses/
https://www.tickettailor.com/events/millermanagementsystems/2058748

