
What a Treasurer Needs to Know 

You have been entrusted with your CCW’s finances.  This job is very important to your 

organization.  The information that you provide helps your CCW make decisions and determine 

how they would like to spend their funds. 

So what exactly are your responsibilities…... 

1. Budget preparation either for your entire term or annually.  This should be done by a committee 

that usually consists of the outgoing and newly elected president, the outgoing and newly 

elected treasurer when preparing a two-year budget. 

2. Preparing a treasurer’s report for all your scheduled meetings, making sure that all meeting 

attendees have a copy and sharing the report with the membership.  Copies should be given to 

the spiritual advisor and your parish business manager.  Deanery treasurers should send a copy 

to the diocesan treasurer. 

3. Depositing all check and cash in a timely manner.  For affiliations, follow the directions given by 

the parish. 

4. Paying any bills and reimbursing for items paid by members that are approved by the president.  

Pay bills timely.  You should have a form that is filled out by the person asking for 

reimbursement or submitting a bill that needs to be paid.  It then needs to be approved by the 

president before any check is written. 

5. Reconciling your bank statements. 

6. Collecting all dues and paying NCCW dues, ODCCW dues and the deanery dues.  NCCW dues are 

$100.00 for affiliation and deaneries.  ODCCW dues are $.75 per member based on last year’s 

membership numbers.  Deanery dues as indicated by your bylaws or standing rules should be 

paid when due to your deanery treasurer. 

7. Charitable contributions should always be made payable to the charitable organization not to 

the cause that is donated to.  

8. Reports for all charitable cash donations are due to your deanery treasurer every quarter.  

These reports are compiled by the deanery treasurer and then sent to the diocesan treasurer. 

9. Reports for all in kind donations are due to your deanery treasurer every quarter.  These are 

donations of food, toys, office supplies, clothing, etc.  Sometimes it is easier to report number of 

items instead of a $ value.  Such as each person was asked to bring jars of peanut butter or 

diapers to a meeting.  You can they say 40 jars of peanut butter or 25 boxes of diapers  

were donated.  This can be reported this way instead of a $ value. 

10. Be in contact with your president.  She needs you and your input to successfully plan for your 

CCW.   

11. Your books should be ideally audited annually but can be audited at the end of your term.  The 

auditor will need your meeting minutes, bank statements, check registers, deposit receipts and 

your check request forms.  It is most helpful to provide this documentation in a notebook in 

chronological order. 

If you need any additional information, contact your deanery or diocesan treasurer.  Margaret Hettler is 

our diocesan treasurer and can be reached at odccwtreasurer@gmail.com or 407-797-4310. 
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