
Finance Policy 
As accepted by the MqtUU Congregation 

Sunday, May 21, 2017 

 

1. The administrative assistant will pick up all bills from the mail box, any requests for 

reimbursement, and the payroll information each month. The administrative assistant will 

prepare all the requested checks (the administrative assistant does not have any authority 

to sign checks). 

 

2. The treasurer will authorize and sign these checks. One BoT member will also be 

authorized to disburse funds in the event that the treasurer is not available due to illness 

or travel.  The signed checks will then be given to the administrative assistant who will 

see that they are disbursed appropriately. 

 

3. The administrative assistant will recruit two members of the congregation, at her/his 

discretion, to count the Sunday Collection funds and fill out the “Sunday Collection 

Summary”.  The administrative assistant or member will make the deposit. 

 

4. The treasurer and administrative assistant are responsible for tracking of pledge receipts. 

The administrative assistant will send out quarterly reminders to members of the current 

balance on their pledges as well as annual statements for tax purposes. 

 

5. Our CPA will be responsible for book keeping according to generally accepted 

accounting principles with the length of term to be determined by an annual review by 

the Board.  The CPA will generate monthly financial reports for BoT meetings using the 

Quickbooks accounting application. 

 

6. The treasurer will access the monthly financial reports through Quickbooks.   

The treasurer will review these reports with the BoT each month and present the most 

important numbers for understanding the state of our finances. 

 

7. The treasurer will make the annual certification to the UUA each year.  

 

8. Composition of the Finance Committee:  the committee shall consist of the treasurer, the 

stewardship chairperson, and the Board of Trustee member who is authorized to disburse 

funds.  Other members of the congregation may participate with voting privileges at the 

discretion of the Board of Trustees.  This committee will meet at least twice per year to 

review the state of our finances and make recommendations to the board of trustees.  

 

9. The treasurer will be responsible for identifying who is a voting member for our annual 

business meeting to establish quorum. 

 

10.  Finance Committee is to submit written reports to the Board as needed.  

 


