
   
Sanford United Methodist Church 

Treasurer’s Duties 
  

The treasurer at Sanford United Methodist Church is the bookkeeper for the church.  A simple 
bookkeeping system is used, and we are on a cash basis. The fiscal year for the church is January 1 
through December 31.  The books are set up on Quick Books. The Treasurer position is a part time 
position (likely a maximum of 20 hours a month or less) and includes monthly and quarterly finance 
reports which are shared with the Leadership team and year end activities.  
  
INCOME: Volunteer counters count the money every Sunday after church.  They list the amounts to the 
various income accounts accounting to the donor's designation on a worksheet.  The money is taken to 
the bank and deposited by the financial secretary. The bank will contact the financial secretary if there are 
any problems with the deposit. 
  
PAYROLL:  The Pastor is paid twice a monthly (1/24 of annual salary less deferred annuity if any). Time 
sheets are turned in at the end of each month. The treasurer totals hours for each staff person. Treasurer 
computes the amount of gross pay earned for the month based on the hourly rate. Treasurer deducts all 
appropriate taxes and issues a check for the net amount.  The federal taxes are paid monthly to EFTPS 
(Electronic Federal Tax Payment Service). The state taxes are paid quarterly. 
At the end of each quarter a 941 Tax Form is completed and sent to the IRS.  Treasurer prepares annual 
W2's and W3's and sends them to the Social Security Administration and the State for each paid staff 
person. (Report consists of W2's, W3's and state report). 
  
BILLS: The treasurer pays all the church's bills (writes checks 2 to 3 times a month or more if needed).  
  
BANK STATEMENTS:  The treasurer reconciles all accounts and keeps the Finance secretary up to date 
on reports. 
  
Computer:  The treasurer records all information on the computer using Quick Books. 
  
This is a condensed list of duties and responsibilities, and the full description can be discussed in the 
interview. 
  
  

  
 


