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Branch Treasurer Role & Accounts 
 

Each branch needs someone to be the treasurer or assist the committee with a number of 
activities or they could be delegated to another member of the committee or of the branch. 
The financial year for the accounts is January – December. 

WHAT DOES IT INVOLVE? 
 Keeping a careful account of the regular income, expenditure and savings of the 

branch, and of any specific fund-raising events. 

 Ensuring there is a separate bank account in the name of the branch, with two 
signatures required on all cheques from the authorised signatories. 

 Collecting subscriptions and donations, recording them with the date received, and 
forwarding them to the diocese with a branch payment form. 

 Filling in and returning the annual Gift Aid claim form (even if this is blank). 

 Complete Families First paperwork, collect money and send to the Diocesan office 
with a branch payment. 

 Preparing the accounts for the Annual General Meeting, arranging for them to be 
properly examined by an Independent Examiner and presenting them to members at 
the Annual Branch Meeting. 

 Filling in and returning the annual branch accounts summary form sent by the 
Diocesan Treasurer by the end of February of each year. 

 Ensuring savings do not mount up beyond the recommended level.  (Usually between 
£50 and £100 can be held over the end of the financial year, or the equivalent of six 
months’ running expenses.  There may be special reasons for holding larger amounts, 
but these should be checked with the Diocesan Treasurer.) When donations have 
been agreed, send the cheques to the Diocesan Treasurer using the correct forms. 

 Providing floats for fund-raising events if required. 

 Paying recognised travel and other expenses  

 Reporting to the committee meetings and advising on budgets. 

 

Help with paperwork or procedures is always available from the Finance & Administration 
Unit Coordinator, Diocesan Treasurer, or Gift Aid Officer (for Gift Aid). 
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The Branch Treasurer’s Year 

Autumn 

You will receive the branch subscription form, accounts form before the end of November.  
These will be sent to you by email unless you have requested that forms should be sent by 
post. 

Spring  

Collect subscriptions 

 Collect subscriptions for the year from members. 

 Send your cheque for subscriptions to the office and the Gift Aid update form Gift Aid 

Coordinator by the date advised. 

 The amount of the Mothers’ Union subscription will be announced at the Autumn 
Diocesan Council meeting the preceding year.  

Prepare for Annual Branch Meeting 

 Prepare accounts for the previous financial year (1 Jan – 31 Dec) (forms will be sent 

to you). 

 Collect together all the papers that will be needed for examination of the accounts, 

e.g. bank statements/building society passbook, cheque and paying in books, cash 

book, branch programme, check list for Independent Examiner. 

 Arrange to have the accounts checked by the Independent Examiner, and ask the 

Examiner to sign the summary of accounts form. 

 Provide copy of the accounts for members. 

 Send a copy of the accounts, signed by treasurer, branch leader and Independent 

Examiner, to the Diocesan Treasurer, (via the MU office). 

 Make recommendations (in consultation with the committee) for sending donations to 

Mothers’ Union Diocesan Fund or specific projects (see earlier re the balance of the 

branch account at the end of the financial year).  

Late summer    

Lists for ‘Families First’ will be sent out in May 

Branch payment forms, for donations to MU projects, are available via email to download or 
can be obtained from the office.   

Send the ‘Families First’ form and cheque to the office by the given date. 
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December 

Close your accounts for the year on 31 December. 

 

 

Notes 

If your members (or used at Branch Meetings) use Mothers’ Union Collection boxes – ensure 
that they are opened during the year (as regularly as required or agreed within the branch).  
You can either: 

 Send a cheque to the Diocesan Office immediately after the money is counted with a 
branch payment form, make cheques out to ‘Mothers’ Union’  

 Retain the money in branch funds and include it on the branch accounts and send the 
donation to the office with a branch payment form. 

 

All money collected should be for Mothers’ Union. 

 If you have a speaker from another charity and individual members wish to make a 
contribution, we suggest that you collect the money on a saucer at the meeting and hand it 
straight to the speaker as a donation for the charity represented but this practice is to be 
discouraged. Mothers’ Union need members to support the charity to further its own work. 
However, fees agreed with a speaker beforehand should be paid in full from the Mothers’ 
Union branch accounts. 

 

All forms and the cheques should be returned to the person specified (usually the office) by 
the date given on the bottom of the forms. 

 

 

 

 

 

Don’t struggle alone!  We’re here to help. 

If you have any queries, contact the Diocesan Office. 


	Notes



