Community Council Member’s Handbook 2025 - 2029
Section 5.5

The Treasurer
Role Purpose:

· Maintain proper financial records and present financial reports at Community Council meetings. 
· The Treasurer is responsible for issuing all cheques and making payments on behalf of the Community Council and any charities and/or other funds dispersed by the Council. 
· The Treasurer must maintain the Community Council’s financial records so that they disclose, with reasonable accuracy at any time, the financial position of the Community Council. 
· The financial year of the Community Council shall be from October to September the succeeding year. (Scheme of Establishment section 15)

Specific Tasks
· must keep proper accounts of all receipts and expenditure
· Spending must be made in accordance with the Control of Finance section in the Constitution 
· The monies provided by Moray Council in the administrative grant for administrative and other approved purposes shall be used only as prescribed in section 15.5.3 of the Scheme. 
· manage the bank account, account for all funds received, and ensure money is only spent in a manner approved by the Community Council Members as recorded in the minutes. 
· All cheques issued should be signed by at least two of the three agreed Community Council Members.  These signatories should be agreed by the Community Council and recorded in the minutes as well as being notified to the bank in writing. 
· When making payments by another method or online the community council’s financial regulations, or other processes as agreed,  must be adhered to. 
· prepare an Annual Statement of Accounts.  
· The Annual Accounts shall be independently examined by at least one examiner appointed by the Community Council, who is not a member of that Community Council 
· A copy of the independently examined statement of accounts / balance sheet shall be forwarded immediately after the statement is approved at the AGM (if held) or ordinary meeting to the Community Council Liaison Officer.
· A copy of the Annual Accounts shall be available for inspection at a convenient location. 

· If you are present at a meeting where any item of business in which you have any financial or other interest is to be dealt with, you shall disclose your interest as soon as possible after the start of the meeting. 
· 


· If you resign your position as an office holder or as a community councillor, all accounts, financial documents and records, whether electronic or in hard copy, held by them on behalf of the Community Council, shall be passed by the resigning member to the nominated person appointed by the Community Council within 7 working days of the effective date of resignation of the Treasurer. (constitution 7.g)

Commitment: 
· Regular attendance at community council meetings. Normal meetings are held monthly/6 weekly (amend as appropriate) 
· Completion of other duties as listed above when required. 
· An honorarium might be available for the role.
· Expenses incurred can be reimbursed (see your Community Council’s expenses policy for exact details). 

Support and training:
· From other community councillors, in particular other office holders.
· From the Community Council Liaison Officer at Moray Council. Training can be organised by the CCLO and details of relevant training sessions are shared for secretaries to attend. 
· From treasurers at other community councils

Location of Role
· Mainly within your Community Council area.
· Normal meetings are held _______________
· Other venues within the Community Council area
· Other venues within Moray Council area. Such as for the quarterly meetings of the JCC. 


