
TREASURER ROLE

Revised - April 2025 

Position: 	 	 Treasurer 
Responsible to: 	 Committee 
Responsible for: 

1. Formulating financial policy for approval by the Committee and ensuring that adequate procedures 
and controls are instituted and maintained for the implementation of the policy as determined by 
the Committee or General Meetings of the Club and within the framework of the Club’s 
Constitution; 

2. Ensuring that all Club funds and financial transactions are adequately accounted for and recorded; 
3. Ensuring that all Club property is adequately insured (if required);  
4. Ensuring that monies owing by the Club are paid promptly; 
5. Preparing annual financial statements for approval by the Committee for presentation to the Annual 

General Meeting of the Club.  

In particular:  

6. Receiving all monies due to the Club and issuing receipts for such monies; 
7. Making all payments, authorised by the Club, via internet banking. Payments to be co- authorised 

as per signatories listed with banking provider; 
8. Keeping the necessary books of accounts; 
9. Preparing a bank reconciliation for each Committee meeting;  
10. Wherever possible, obtaining receipts for payment made by the Club; 
11. Keeping the Committee informed of any significant departure from the normal pattern of receipts 

and payments; 
12. Advising both the Officer concerned and the General Committee when any Club Officer’s 

expenditure and/or income seem likely to vary from their budget; 
13. Claiming any monies which are, or could be, due to the Club by way of subsidy or grant.  
14. Ensuring that Club bank accounts are operated properly; 
15. Ensuring that all Club documents, deeds and other papers of sufficient value, are held in safe 

custody (financial records to be kept for seven years per IRD guidelines); 
16. Keeping any additional records as directed by the Committee from time to time; 
17. Ensuring that all such statutory or other fees as may become due from time to time are paid; 
18. Advising the Club’s bankers of changes of the Club’s bank account signatories (if any); 
19. Ensuring any surplus funds are invested wisely; 

Financial Authority: The Treasurer has authority to make urgent payments due without prior approval by 
the Committee where these payments are in accordance with an established pattern. 


