
The PCC Treasurer
APPOINTMENT
The PCC may appoint any one or more of its members to act as Treasurer solely or jointly. Failing such appointment, the office of Treasurer shall be discharged either:

· by such of the churchwardens as are members of the PCC or, if there is only one such churchwarden, by that churchwarden solely: or 

· by some other fit person who shall not thereby become a member of the PCC, provided that such person may be co-opted to the PCC. 

Where a person other than a member of the PCC is appointed to act as Treasurer that person may be paid such remuneration (if any) as the PCC deems appropriate provided that such person shall not be eligible to be a member of the PCC.

Where the person appointed is not paid and is not a member of the PCC, it is desirable for that person to be co-opted on to the PCC. 

The Treasurer is normally appointed or re-appointed each year at the first meeting of the PCC following the Annual Parochial Church Meeting (APCM). 

DUTIES
The exact duties of a PCC Treasurer may vary from Church to Church but there are a number of duties and responsibilities that are set out in the Church Representation Rules 2006 [ISBN 0-7151-1012-8] a copy of which may be obtained from the SPCK Bookshop in Hereford or from Church House Publishing, Church House, Great Smith Street, London, SW1P 3NZ [www.chpublishing.co.uk] price £7.99.
That said it would be expected that all Treasurers:-:

· Participate fully in the decision-making process within the PCC and its various committees and to implement the financial policies of the PCC 

· Draw up an annual budget for consideration and approval by the PCC 

· Maintain up to date financial records of the PCC’s financial transactions 

· Ensure that all payments are properly authorised and within approved budgets and that proper controls are in place for handling cash 

· Keep the parish’s finances under regular review and let the PCC know if difficulties arise or are foreseen in the future.  

· Produce regular written reports and present these in person to each meeting of the PCC. 

· Ensure that the PCC’s financial obligations are met, including Parish Share, the clergy’s expenses and insurance of church buildings 

· Draw up the annual financial statements which comply with the requirements of the Charity Commission, for approval by the PCC 

· Arrange for an annual independent examination of the accounts or an audit, as appropriate 

· Present the parish accounts to the APCM.
· Encourage the wider mission of the church 

CHANGE OF TREASURER
There should ideally be good communication between the outgoing and incoming Treasurer. The main requirements for each on a changeover are listed below.

The outgoing Treasurer must pass over to the new Treasurer the following:

· all cash balances, which should be counted and agreed in the presence of the incoming Treasurer. The outgoing Treasurer should be given a signed receipt with a copy retained for PCC records 

· a list of all monies owing to the Parish, signed by the outgoing Treasurer 

· a list of all creditors owed by the Parish, signed by the outgoing Treasurer 

· a list of all bank and investment accounts operated by the Parish, signed by the outgoing Treasurer 

· all bank statements, pass books, unused cheque books, paying in books, copies of all current bank mandates, standing orders, direct debits etc 

· all accounting/record books together with receipt books, cash book and supporting vouchers, etc. 

· all records maintained in relation to Gift Aid including details of all outstanding claims 

· this manual and the handbook entitled “The Charities Act 1993 and the PCC” 

The incoming Treasurer should ensure that: 

· he/she receives all of the things listed above 

· the deanery Treasurer and the Diocesan Secretary are notified of the appointment 

· signatories on all bank and investment accounts are immediately changed as necessary 

· where dividends/interest from investments are not mandated direct to bank accounts, advise payers of any change of address. 

· suppliers, HM Revenue and Customs, insurance companies etc. are informed. 

RESPONSIBILITIES OF THE PARISH TREASURER

Record keeping 

The objectives in record keeping should be 

· to ensure that it will be relatively easy for the Treasurer to produce regular accurate reports on the financial position to the PCC 

· to ensure that all income is accounted for 

· to ensure that all payments can be readily explained 

· to ensure a straight-forward independent examination or audit 

· to ensure that, in an emergency, it would not be too difficult for someone else to take over the Treasurer’s responsibilities. 

Records should be kept up to date on at least a weekly basis and cash should be banked by the next working day at the latest.

Cash book
The key accounting record is the cash book in which are recorded all of the transactions on the PCC’s main bank account. Further cash books are required where there are other bank accounts.

The cash book/s should contain a record of every item received by the PCC or paid on its behalf. This can be a manual record maintained in a standard form of cash book such as the Guildhall or Collins cash books sold in stationers. Alternatively, the record might be kept on a spreadsheet such as Excel or in a computerised accounting system, provided in each case that it is frequently printed out and saved securely.

All cash received should be paid into the bank without delay and recorded individually in the cash book. For example, if there are two services on a Sunday, the collections should be separately identified in the cash book. Furthermore, if those collections included planned giving, such as gift aid donations, then that should also be shown separately in the cash book record. All money recorded as income should be easily traceable to payments into the bank account. Apart from cash received from collections, written receipts should be given for all cash received.

Payments should generally be made by cheque, bank standing order or direct debit. Cheques should be signed by two individuals.  Payments must always be supported by appropriate documentation such as a supplier’s invoice or expense claim form. Where there is no such documentation, the Treasurer should ensure that a receipt is obtained from the payee. On no account should payments be made directly from cash received prior to banking.
Petty cash book
Payments in cash should be kept to a minimum. However, it will be necessary to make some payments in cash occasionally and these should be either recorded in another cash book – a petty cash book or this may not be necessary if an imprest system described below is operated. There should be supporting documentation for all payments and a receipt should be received for all cash payments.

Bank statements and investment account statements
All bank and other investment account statements must be carefully checked and regularly filed.
Supporting documentation
The Treasurer must ensure that there is adequate supporting documentation for all transactions.

Invoices from suppliers should be signed by the person in receipt of the goods or service to the effect that the goods or service have been received. Each invoice should show a description of the supply sufficient to identify what has been supplied. If, for example, an invoice simply states ‘Services for November’ it would be necessary to mark the invoice with a better description such as ‘cleaning’.

Expenses should be claimed on a standard form, should show clearly the nature of the claim and should be signed by the claimant and authorised by a member of the PCC.

Gift Aid
The Treasurer needs to ensure that a record is held of who has made gift aid contributions and when – either by bank standing order or by means of an envelope giving scheme.

Correspondence 
All correspondence in connection with the finances of the parish should be carefully filed.

Retention periods 

The following is a guide to the minimum periods for which different records should be retained. Everything should be retained for the current financial year (CFY) until the independent examination or audit has been completed. The following need to be kept longer:
Financial forecasts and budget working papers 
CFY + 6 years
Final annual budgets 
Permanent
Workings for annual financial statements 
CFY + 6 Years
Final annual report and financial statements 
Permanent
Suppliers’ invoices, expense claims 
CFY + 6 Years
Petty cash claims 
CFY + 6 Years
Collection sheets 
CFY + 6 Years
Bank statements and paying in books 
CFY + 6 Years
All payroll records 
CFY + 6 Years
Gift Aid and other tax repayment claims 
CFY + 6 Years
Insurance records 
CFY + 6 Years
Deeds and leases 
Permanent
Routine expenditure 

This section focuses on the routine items that all PCCs need to consider. As trustees of parish funds it is for them to authorise payment and also to find the income to meet that expenditure.

Ministry expenses/Parish Share
The single largest expense for most PCCs is the parish share contribution which is paid to the diocese either directly or through the deanery. Parish share covers the cost of clergy stipends, pension contributions and housing costs plus a share of wider ministry and ministry support costs. Annual consultation meetings in relation to the parish share and diocesan finances are usually held in September each year and Treasurers are encouraged to attend.

Clergy working expenses
The expenses of the clergy should be fully covered by the PCC. The method and frequency is a matter to be decided by the parish priest and the PCC but a regular monthly claim is recommended. The parish priest must only be reimbursed for actual expenses. Paying a lump sum in advance might be considered helpful but, in fact, it puts the parish priest in difficulty with HM Revenue & Customs!

The proper reimbursable working expenses of clergy include postage, stationery, telephone, public transport, car running including an element for depreciation, cost of any secretarial assistance, provision and depreciation of office equipment, maintenance of robes, hospitality and the provision of a locum. Other items that might be included are books, repair/replacement of items such as carpets and chairs in the office part of the house, and continuing ministerial education.
            
Further information and guidance is available in the Central Stipends Authority booklet entitled The Parochial Expenses of the Clergy. 
Church running expenses
The PCC is responsible for church running costs such as heating, lighting, insurance cleaning etc. Most PCCs insure their church buildings through Ecclesiastical Insurance.

Visiting clergy, organists, cleaners 
All visiting clergy, organists and cleaners will need to be paid. It will be necessary to determine whether tax and national insurance should be applied – see the section on taxation. 
Sometimes the organist, for example, might be on the PCC. In that case the organist cannot be paid as PCC members cannot be paid anything by the PCC except for the reimbursement of actual expenses incurred in respect of PCC business.

Charitable giving
Most PCCs like to support the Church’s wider mission and so donations are made to other Christian organisations and sometimes to secular charities. Receipts should always be obtained for charitable donations.
            
Cash collections 

            Alms at Holy Communion
Money given at services of Holy Communion, whether according to the Book of Common Prayer or Common Worship, forms part of the general funds of the PCC.  The PCC has power jointly with the parish priest to determine the objects to which all money given or collected in church shall be allocated.

            Collections at Institutions, Inductions and Confirmations
The bishop has the right to say whether there shall be a collection at any service he conducts but, if there is a collection, strictly its destination rests with the incumbent and PCC in accordance with section 9(iv) of the Parochial Church PCCs (Powers) Measure 1956.
            Collections at other services
The purposes to which collections at other services are to be allocated are to be determined by the PCC jointly with the incumbent, and in case of disagreement the bishop may give directions (see section 7(iv) of the Parochial Church PCCs (Powers) Measure 1956).  The PCC must keep accounts of all moneys so collected.  The Treasurer or Treasurers of the PCC are the responsible officers of the PCC for this purpose.

The churchwardens are the proper officers to make the collection, either alone or with the aid of the sidesmen or other persons selected by them, and, where they are not themselves the Treasurers, they hand over the money to the Treasurer of the PCC.

All collections in church, including retiring collections, are subject to the rules laid down by the PCC (Powers) Measure.  The amount must be recorded in the Church Service Book, passed through the church accounts, and administered by the Treasurer on behalf of the PCC.  All such monies are subject to annual independent examination or audit.

A PCC can agree that collections in church at funeral services and other occasional services can go to charities and causes nominated by the family concerned.  An officiating minister cannot agree to such requests without the authority of the PCC.  Where the PCC has given consent, the procedure laid down above still applies.  The money must be paid to the charity concerned by the Treasurer, either by cheque or by cash, provided a receipt can be produced for independent examination or audit.  It is possible for the PCC to give general approval for collections at funerals to go to charitable causes nominated by the family of the deceased, and to delegate to the parish priest their power for giving individual consent.

No monies given to charities by means of any form of collection in church may be passed direct to some collector for that charity without it appearing in the service register and church accounts.

Where PCCs have agreed to collections at funerals for charities, but subject to a part being retained for other church funds, this must be made clear to the family concerned when the consent for the collection is first given.

Money Placed in Alms Boxes
Alms placed in the alms box (which should be provided in every parochial church and chapel) are to be applied to such uses as the incumbent and PCC think fit, and if they disagree the Ordinary (usually the bishop) is to determine how the alms are to be disposed of.

Gift Aid
Regular givers can complete a gift-aid declaration which covers all payments made.  However, for those making a single donation, such as visitors to the church, it is recommended that the church provides specially prepared envelopes which are printed with a suitable declaration which the giver can complete. These can easily be produced by the church.
Counting Sunday Collections
All the Sunday collections, both loose cash and envelopes, should be counted on the premises immediately after the service with at least two people, who are independent of one another, present throughout the count.  A record should be made at the time of the amount of the collection, and the record signed by the counters.

Security
Cash from collections, alms boxes, etc should ideally be placed in a safe prior to banking provided that the safe can only be accessed by one person. Collections should be banked intact – ideally on the Monday.
Fees for occasional offices - baptisms, weddings, funerals etc 
A table of fees chargeable by clergy and PCC is prepared annually by the Church Commissioners and sent direct to clergy.
Most clergy assign the clergy element of occasional office fees to the Diocese, and all the income so achieved is used by the Diocese in the financing of clergy stipends.  Legally, such assigned fees are the property of the Diocese from the moment of receipt in the parish.

Clergy may handle fees either through a bank account of their own or via the PCC bank account. 

Banking arrangements 

Mandate
Bank accounts should be held in the name of the PCC (even if used to hold funds of a DCC).  The PCC Treasurer should ensure that the list of authorised signatories is kept up to date and approved by the PCC.  Normally the parish priest, churchwardens and the Treasurer are signatories although additional PCC members could be signatories if necessary. The list should be reviewed at regular intervals and, particularly, whenever there is a change of incumbent or a change of any signatory, e.g. on the election of new churchwardens. The mandate should require that at least two signatories should sign all cheques and orders on the PCC account.

Cheque signing arrangements
Supporting vouchers (invoices, etc) should be produced to cheque signatories who should ensure that they are endorsed “PAID” to prevent re-presentation, especially where there are several alternative signatories. There should be no practice of pre-signing blank cheques.  All cheques should bear the signature of two officers of the PCC; usually any two of the Incumbent, Treasurer, Secretary and Church Wardens.
Opening accounts for organisations within the church
Church bodies wishing to open accounts with banks or building societies may be asked for their charity registration number. Anglican churches are excepted by law from registration and therefore have no number.  This can cause problems. The British Bankers’ Association has issued the following guidance to all clearing banks and building societies:

“Churches are in general excepted by law from registering as charities and will not therefore have a registered number.  Their identity can be verified by reference to the appropriate headquarters or regional organisation of the denomination.” 

This guidance should enable banks and other financial institutions to grant to church bodies the terms appropriate to charities. In any case of difficulty the organisation should be advised to contact the Diocesan Secretary.
Bank statements and reconciliation
Bank statements should be received at least monthly and the cash book record should be reconciled to the balance on the bank statement taking account of reconciling items such as unpresented cheques. This should be done monthly without fail. Any errors or omissions should be corrected. A record of monthly reconciliations should be retained until the independent examination or audit has been completed.

Cash management 

Cash payments
Payments should only be made by cash when it is impossible to pay by cheque. The Treasurer should agree with the PCC a maximum limit for cash payments with the level  set as low as circumstances permit.

All cash payments must be supported by a petty cash voucher, with supporting receipts where possible, and signed by the claimant and also authorised by a relevant PCC member. The recipient should sign the voucher as received, signing and dating it when the cash is paid over.

Cash float and imprest system  
There should be an agreed cash float, which will depend on the circumstances of the PCC but should be set at a level equivalent to one month’s normal cash payments.

The float should be managed by one designated individual who should be required to sign for the float. That person should then be the only person to deal with the petty cash.

Each month, the payments out during the month should be summarised in a petty cash claim, with vouchers attached, which should be sent to the Treasurer who should arrange a cheque payable to ‘Petty cash’ for the amount. When cashed, the float should be back to the usual level.

The cash transactions may be recorded in a petty cash book to provide a permanent record but that is not essential if regular claims are dealt with as above.

Balancing the petty cash
The petty cash should be balanced by the person responsible frequently and at least monthly. At any time, the cash in hand together with the value of paid vouchers and petty cash claims awaiting reimbursement should equal the float. 
Investments 
Investments can be made directly by the PCC except where permanent endowment funds are to be invested and the Hereford Diocesan Board of Finance is named in the endowment.  In such cases the PCC will be asked to state the criteria for investment (i.e. income, income + capital growth or capital growth) and advice will be sought from the Diocesan Investment Advisers.
Treasurers are encouraged to ensure that surplus PCC funds are used to earn a good return consistent with prudent investment. Cash should not remain idle in a current account or even a low interest deposit account for long.

It is important to choose investments wisely and any parish requiring specific investment advice should contact a professional adviser authorised under the Financial Services Act. 

Churches with funds for investment should always keep a reasonable amount held in short-term deposit so that the cash can be accessed when needed at short notice. Churches with more substantial funds may wish to invest in equity based funds but this should be with specialist advice and the awareness that the value of such investments may increase or decrease in value. The higher return is nearly always associated with higher risk. 

CBF investments
The Central Board of Finance of the Church of England (CBF) is a very good option for the investment of parish money, offering deposit accounts, shares for investment with an emphasis on capital growth or fixed interest securities where the emphasis is on the annual rate of return. CBF funds are administered by CCLA Investment Management Limited.

The address of the CCLA Investment Office is CCLA Investment Management Ltd, 80 Cheapside, London EC2V 6DZ.  Switchboard 020 7489 6000; Client Services telephone 020 7489 6010 and Fax 020 7489 6126.  

Other investments
The PCC may invest wherever it wishes but independent advice is always recommended before making any significant investment. NB Diocesan Office staff cannot give investment advice.

Investment income
Wherever possible, arrangements should be made for investment income to be paid directly into the PCC bank account by BACS. This saves paying cheques into the bank and usually means that the interest or dividend income is received more quickly.

As the PCC is a charity, the banks should be instructed to pay interest gross before deduction of tax. 
Insurance and risk management 
Insurance
Churchwardens are primarily responsible for maintaining adequate insurance cover.  Insurance is needed for buildings and their contents, for public liability and for employer’s liability, where the PCC has employees.

The diocese recommends insurance through the Ecclesiastical Insurance Group, Beaufort House, Brunswick Road, Gloucester GL1 1JZ, Telephone 01452 528533 (switchboard), Fax 01452 423557.  There is a designated telephone line for churches (local rate number) 0845 777 3322, and a website www.ecclesiastical.co.uk.  Premiums should be competitive, and parishes are at liberty to seek quotations and cover from companies other than EIG.

Insurance and events involving more than one parish
PCCs should check with their insurers the adequacy of insurances. The general advice of the EIG is that, for instance, a Group Ministry / PCC Event would need separate insurances to those held by the participating PCCs.

Risk management
The Charities Statement of Recommended Practice (SORP) requires the Trustees’ Annual Report, for those charities that require an audit, to include a statement confirming that the major risks to which the charity is exposed, as identified by the trustees, have been reviewed and systems or procedures have been established to manage those risks. Although this is not a requirement for the many PCCs that qualify for an independent examination, it is nevertheless considered good practice.

Risk management is the responsibility of the whole of the PCC but it is likely that the Treasurer may have to take a lead on this. Useful guidance can be found on the Charity Commission website.

IT issues 

It is possible to deal with the responsibilities of Treasurer without the use of IT.  However if IT is used computer records should be password protected and backed up regularly. It would be wise to print out a monthly detailed cash book summary or trial balance, if using accounting software. This would be helpful to an independent examiner/auditor and would also be helpful to anyone who had to take over the job of Treasurer.

On-line banking
Whilst on-line banking is useful for getting balances and downloading bank statements it should not be used for payments or setting up standing orders etc which need two signatories unless the on-line banking arrangements provide for a two stage authorisation process.

Budgets and budgetary control 

Annual budget
An annual budget for the forthcoming year should be approved by the PCC before the start of each financial year. 

The basis for the budget should be a coherent plan of the PCC’s activity for the year borne out of prayer, vision, prioritisation and discussion. In particular, it should take into account the allocation of Parish Share for the forthcoming year and any major repairs needed to church buildings. It is important that the budget is owned by the PCC and not merely imposed by the Treasurer.  The budget once approved becomes a policy document that provides a framework for mission and ministry within which the Treasurer operates.

During September/November, the Treasurer should draft a budget for the following year based on the agreed plans and taking account of the likely outturn for the current year. The Treasurer should discuss the draft budget with the incumbent and members of the Standing Committee or Finance Committee before presenting it to the full PCC.  If, having made best estimates of income and expenditure, a deficit is calculated, this should be resolved by reducing expenditure or increasing income, unless the PCC considers that it has sufficient cash and reserves to absorb the deficit.

Periodic accounts
The approved budget should be used to monitor expenditure and income as the year progresses.  At least once a quarter, the Treasurer should draw up a financial statement comparing expenditure and income for the year to date with the figures for the same period in the previous year and an appropriate allocation of the approved budget.  Expenditure and income may not be even throughout the year.  The pattern during the previous year or two will form useful guidelines.  Any unexpected deviations should be reported to the Standing Committee or Finance Committee of the PCC so that it can consider what corrective action, if any, should be taken.

In addition to the report against budget the PCC should receive regular reports on the cash position and, in particular, should be forewarned of any foreseen difficulty in meeting expenditure.

Forecasts
By July it should be possible to present half year figures with a forecast of how the year is likely to turn out. This can be particularly helpful in highlighting any potential problems that might need corrective action before the end of the financial year.

Where the PCC has longer-term plans, it is useful if the Treasurer can produce longer-term forecasts to indicate the likely financial impact of those plans.
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