
 
PROPOSED AMENDMENTS TO CONSTITUTION as approved by Council June 28, 2016  

 

Purpose: 

The general purpose of these proposed changes is to create a Bookkeeper/employee position that is 

separate from the Treasurer/Council position.  This is both required by The United Church and prudent. 

These changes have been veted by the Finance Committee and approved by Council. 

 

1)  Amend “Council” by adding the following (bold) sections: 

5. Qualifications for membership of Council include men, women and youths. All are to 
be in good standing and must be full members of St. George’s United Church. 

Employees of St George’s United Church are excluded from membership of 
Council. Members of Council are elected by the Congregation at the Annual General 

Meeting.  In the event that a replacement is needed during the year Council will 
approve a replacement until the next AGM.  
 

2)  Amend  “Teams/Committees” by adding the following new number (bold), and re-number the 

remaining: 

 

23. When there is a Team Leader vacancy Committees shall report directly to 

Council.  
 

3) Make the following changes to the Finance Committee (changes shown in bold) 

 

EXISTING - PROPOSED - 

FINANCE COMMITTEE 

Membership – elected by congregation; 
(optimal) 4 members, including Treasurer 

and Envelope Secretary; 3 year term 
Responsibilities/Duties – to oversee and 
annual budget and financial accounts 

1. Encourage and coordinate use of Pre-
Authorized Remittance (PAR).  

2. Prepare annual budget for Council 
review. 

3. Monitor work of Treasurer.  

4. Monitor work of Envelope Secretary. 
5. Monitor work of Bookkeeper. 

6. Monitor budget. 
7. Keep financial accounts and records 

up-to-date. 

8. Maintain Memorial Fund records. 
9. Report to Council, through Resource 

Team Leader. 
 

FINANCE COMMITTEE 

Membership – elected by congregation; 
(optimal) 4 members, including Treasurer 

and Envelope Secretary; 3 year term 
Responsibilities/Duties – to oversee 
annual budget and financial accounts 

1. Encourage and coordinate use of Pre-
Authorized Remittance (PAR).  

2. Establish and maintain protocols 
for financial transactions. 

3. Prepare annual budget for Council 

review. 
4. Monitor work of Bookkeeper. 

5. Monitor work of Envelope Secretary. 
6. Find, train, schedule, and monitor 

Offering Counters. 

7. Monitor budget. 
8. Keep financial accounts and records 

up-to-date. 
9. Maintain Memorial Fund records. 

10. Report to Council, through 
Treasurer. 

 



 

TREASURER 
Responsibilities/Duties - 

1. Accountable to Council and 
congregation. 

2. Payroll and all related disbursements. 

3. Bill payments. 
4. Disbursements and incoming funds 

records, using proper bookkeeping 
methods. 

5. Preparing monthly and annual 

financial statements. 
6. Reconcile weekly offerings with bank 

deposit. 
7. Deposit bank deposits. 
8. Print a proof sheet and fill out weekly 

offering/facilities form. 
9. Submit reports to Canada Revenue 

Agency (Payroll Deductions, T4s, 
HST/GST rebates, Registered Charity 
Information Return). 

10. Submit reports to UC Pensions and 
Benefits carrier as required. 

11. Train and oversee Offering 
Counters. 

 

TREASURER 
Responsibilities/Duties - 

1. Sit as a member of Council and 
contribute actively to the 
direction-seeking, goal 

identification, and long-range 
planning duties of Council. 

2. Hold the wider interests and 
broader mission of the whole 
congregation uppermost in all 

decision making. 
3. Chair Finance Committee. 

4. Present monthly/annual financial 
statements to Council. 

5. Present monthly/annual financial 

statements to Congregation as 
needed 

6. Submit reports to Canada Revenue 
Agency (Payroll Deductions, T4s, 
HST/GST rebates, Registered Charity 

Information Return). 
7. Submit reports to UC Pensions and 

Benefits carrier as required. 
 

ENVELOPE SECRETARY 
Responsibilities/Duties: to keep accurate 

record of donations for Income tax 
receipts and allocation of funds to the 

weekly report to Treasurer. 

Weekly: 

1. Collect offering envelopes, donation 
records, tally sheet, adding machine 
tapes. 

2. Input collection information into 
envelope secretary accounting. 

3. Assist with counting on Sunday after 
service. 

Annually: 

1. Order Offering Envelopes for following 
year (March, to receive discount). 

2. Process new PAR applications and 
make any requested changes to 
existing PAR accounts. 

3. Assign and hand out new year’s 
Offering Envelopes (December). 

4. Prepare Income Tax Receipts for 
pickup in January/February; mail out 
those not picked up. 

 

ENVELOPE SECRETARY 
Responsibilities/Duties: to keep accurate 

record of donations for Income tax 
receipts and allocation of funds to the 

weekly report to Treasurer. 

Weekly: 

1. Collect offering envelopes, donation 
records, tally sheet, adding machine 
tapes. 

2. Input collection information into 
envelope secretary accounting. 

3. Assist with counting on Sunday after 
service. 

Annually: 

1. Order Offering Envelopes for following 
year (March, to receive discount). 

2. Process new PAR applications and 
make any requested changes to 
existing PAR accounts. 

3. Assign and hand out new year’s 
Offering Envelopes (December). 

4. Prepare Income Tax Receipts for 
pickup in January/February; mail out 
those not picked up. 

 



OFFERING COUNTERS 
Responsibilities/Duties – 

1. Minimum of three people counting 
each Sunday. 

2. Record offerings on envelopes. 

3. Fill out the accounting sheet and 
deposit book after offering has been 

counted. 
4. Return envelopes to Treasurer (and 

then to Envelope Secretary). 

5. Return deposit books and money to 
Treasurer. 

 

OFFERING COUNTERS 
Responsibilities/Duties – 

1. Minimum of three people counting each 
Sunday. 

2. Record offerings on envelopes. 

3. Fill out the accounting sheet and 
deposit book after offering has been 

counted. 
4. Return envelopes to Bookkeeper (and 

then to Envelope Secretary). 

5. Return deposit books and money to 
Bookkeeper. 

 

 

 
4)  Add the following position to Finance Committee: 

 

BOOKKEEPER  
 Note: Bookkeeper is an employee position, with a job description. Bookkeeper 

reports to Finance Committee but is supervised by M&P.  In general terms 
Bookkeeper responsibilities/duties include: 

1. Payroll and all related disbursements. 
2.  Bill payments. 
3.  Disbursements and incoming funds records, using proper bookkeeping 

methods. 
4.  Reconcile weekly offerings with bank deposit. 

5.  Deposit bank deposits. 
6.  Print a proof sheet and fill out weekly offering/facilities form. 
7.  Prepare monthly/annual financial statements and provide to Treasurer. 

8. Prepare reports to Canada Revenue Agency (Payroll Deductions, T4s, HST/GST 
rebates, Registered Charity Information Return) and provide to Treasurer.  

9.  Prepare reports to UC Pensions and Benefits carrier as required. 
 
 

 
 

 
 
 

 

 


