Treasurer Role Description

Banking

Attend to all banking transactions for the account. (Currently with
Lloyds)

Pay in cheques (Clacton)

Pay in cash (Post Office)

Issue cheques (two signatures required)

Set-up payments by on-line banking (two authorisations required)
Monthly reconciliation of bank statements.

Complete annual Gift Aid claim

Accounting

Maintain and run an accounting system to facilitate preparation of year
end accounts (currently on the u3a Beacon system, but other computer
applications can work equally well or even a simple spreadsheet)

Prepare year end accounts (income & expenditure and balance sheet).
This involves ensuring as far as possible ensuring that all payment that
are due within the financial year are paid on time.

Arrange for accounts to be examined by an independent person

Claim annual Gift Aid refund from HMRC.

Committee

AGM

Attend monthly committee meetings, reporting on all matters financial
and make recommendations on matters financial (proposed expenditure
and subscription levels).

Undertake such duties as are assigned / requested by the Committee.

Report to members on the year end accounts and answer any
guestions.

Trusteeship

All Committee members are automatically trustees of FWDu3a and
therefore have all the normal responsibilities of a Trustee.



