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Treasurer’s Training Hand out 1 

 

Congratulations on your election and welcome to the Treasures Club 

We hope this booklet will help you to plan your appointment and help to make it both 

enjoyable and rewarding.  It does not deal with every Lodge’s needs but is a broad guide for 

most – We are here to help 

For Chapter Treasurers please read Lodge as Chapter and the Rules in the Book of 

Constitutions apply. 

The office of Treasurer is not by chance one of the two elected offices and fourth highest.  

The Lodge has a financial duty and the Members have a right to have proper stewardship of 

their funds and be given annually (as reasonably as possible to a stated date) an accurate 

and complete picture, which has been audited, and to provide me with a copy. These are set 

out in the Book of Constitutions and the bylaws of the Lodge (see appendix). 

The Documents you need: 

o The books 

o A copy of the last accounts and the workings that made up those accounts 

o Copy of the bank mandates – you will need to ensure that they are updated 

o The bylaws which will give you target dates (year end, notice to members, 

when accounts need to be sent out etc.) and the current rates – a model is 

available from the Provincial Office (check rate you pay with bylaws to ensure 

up-to-date) 

o A copy of the last Lodge Relief Chest Statement – the first page is all you 

need (the Charity Steward is responsible for collecting and banking but the 

Treasurer has to keep the accounts) 

o A list of outstanding fees and dues and relate them to the bylaws (unpaid for 

6 months may be liable for exclusion) 

o List of outstanding liabilities (such as last printing bill and fees to UGL and 

Province) 

o The bank reconciliation (where the bank statement balance is reconciled to 

the Cash Book balance for any outstanding cheques cleared after the year 

end) 

o The budget for the year – if none prepared you will need to do so – if showing 

a deficit then look at raising fees next year and dining this (2 meetings 

needed for notice and the vote on the proposition) and a voluntary 

contribution if there is little or no surplus from previous years to use 

o Name and contact details of those elected to examine the accounts (try to 

have those near centre or your home) 

o Details of assets and insurance in place (review and update regularly) and 

remember to check the Centre as they often cover for loss and personal 

injury (but may not cover for Tyler and Organist) 
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So where do you start after gathering the papers.  You could use the existing books and 

system but please make sure that they match the broad basis of the booklet and remember 

the Lodge must meet its financial obligations and the accounts must be able to be audited 

and give a full and accurate reflection of the books and records and give a true and fair view 

of the assets and liabilities of the Lodge. 

 

What you need to do at the start of the year 

o Produce a budget – See example 

o Open up the members accounts with any debts and this year’s fees –see 

example 

o Open up the bank analysis with the opening balance of the bank  

o Agree a timetable with the auditors so that audited accounts will be sent out 

and voted on within a short time after the year end 

o Set up the accounts format and obtain and enter last year’s figures.- see 

example 

The Duties of the Treasurer 

o Sending out bills (probably with the Secretary when he sends out the 

summons) 

o Keeping the meeting sheet – see example 

o Keeping up to date the Members account and the Cash Book – See example 

o Promptly banking funds collected and paying bills 

o During the year produce the next budget, but in time to change the fee rate if 

required 

o Collect the money (try to use a system that does not involve too much cash 

and you running around during the festive boards – perhaps ask the secretary 

to send out envelopes with the amount due shown with the summons and get 

the members to put their fees, dining and visitors dining in it and hand it to 

you before the start of the meeting) 

o Look at outstanding debts – be proactive and remember that if you go into 

another year another fee is due (do a notice of motion the meeting before 

last, this will usually make late payers pay)  

The year end - preparation 

o Total the books 

o List the debtors 

o List the outstanding liabilities 
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o Reconcile the bank(s) 

o Prepare the accounts 

o Remind the auditors of the agreed audit meeting 

After the year end 

 Produce the accounts 

 Look at and analyse any variance between the budget and the actual figures. 

 Meet with the examiners and share with them all necessary papers to enable 

them to complete the examiners checklist 

 Prepare your short verbal report to give members in lodge when the accounts 

need to be adopted 

 Send the accounts to the members (ask the Secretary to include with the 

summons) 

 Ensure that the examiners are prepared to propose and second the accounts 

in open lodge when they are on the summons for adoption 

 Once adopted in open lodge send a copy to Provincial Grand Lodge 

Open up next year’s books and accounts format with this year as comparatives. 

Please remember that this booklet is my suggestion it is up to you how you meet the 

obligations laid down; more importantly we are here to help you. 

 

Backing up Accounts 

 In this computer age it is important that any computer records are backed 

regulary up and stored separately (Possibly with the Lodge Secretary)  so that in 

the event of your computer crashing you do not loss all your records 

 

The not too small print! 

 

The Lodge Accounts Rule 153 Book of Constitutions  

The Lodge Property Rule 143 Book of Constitutions 

Payment of fees  Rule 147 Book of Constitutions 

Secretary’s subscription Rule 104(c) Book of Constitutions  

Fee Rates  Lodge by Laws 

Year End  Lodge by Laws 
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Notice to Members Lodge by Laws 

Audit Report  See model accounts 

Annual UGL/PGL Fees These are billed in ARREARS so need accruing if not paid by 

year end 

Insurance This should be in place and reflect the value of assets (but not any 

shares help in any Masonic Centre) 

Bank Mandate  These should be current and in accordance with Rule 153 Book of 

Constitutions 

Resources 

Lodge Examiners checklist 

UGLE Book of Constitutions 

Information for the Guidance of Members of Craft Lodges 
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Treasurer’s Training Hand out 2 

 

Power to summon Officers and Brethren:  

 

74. The Metropolitan, Provincial or District Grand Master may summon all or any of the 

Officers of any Lodge within his jurisdiction to attend him or some other Officer authorised 

by him and to produce the Warrant, books, papers and accounts of the Lodge, and may 

summon any Brother within his jurisdiction to attend him or such other Officer and to 

produce his Grand Lodge Certificate and any other Masonic documents in his possession. If 

any such summons be not complied with and no explanation is offered or the Metropolitan, 

Provincial or District Grand Master is not satisfied with the explanation (if any), he may 

require such Officers or any of them or any such Brother as the case may be to show cause 

in writing within a time stated why the case should not be treated as one of contumacy and, 

unless within such time a written explanation be given to the satisfaction of the 

Metropolitan, Provincial or District Grand Master, he may inflict upon the Officer or Officers 

so required and in addition or alternatively upon the Lodge or upon such Brother as the case 

may be the penalty of admonition or suspension, in which event a report of the case with all 

necessary particulars shall be forwarded as soon as practicable to the Grand Secretary, 

unless in the case of an admonition the Metropolitan, Provincial or District Grand Master 

shall consider the case of insufficient importance to require this to be done. The 

Metropolitan, Provincial or District Grand Master may retain any Warrant, books, papers, 

accounts or Grand Lodge Certificates produced pursuant to a summons made under this 

Rule 

Secretary’s subscription: 

104© A Lodge in its by-laws may provide that the services of its Secretary be equivalent to 

the appropriate subscription to the Lodge, but shall remit to the Grand Lodge and to 

Metropolitan, Provincial or District Grand Lodge the requisite payments due in respect of his 

membership of the Lodge. 

Property, Furniture, Jewels, Books, Papers, etc., of a Lodge:  

 

143. All property of a Lodge not vested in special trustees belongs to, and is the property 

of, the Master and Wardens for the time being, in trust for the members of the Lodge. If any 

Lodge shall pledge its jewels and furniture or any part thereof, or permit or suffer any 

charge or lien thereon to arise or to be created, then its warrant is liable to be forfeited. 

Every member of a Lodge is bound on ceasing to hold an office in the Lodge forthwith to 

hand over to his successor in such office all books, papers, documents, and other property, 

if any, in his possession or under his control by virtue of his having held such office 

Annual Return of Members: 

 

146. (i) Every Lodge, by its Secretary, shall within one month after the end of each of its subscription 

years, if the Lodge meets in London or in a Province, or three months after the end of each of its 

subscription years, if the Lodge meets elsewhere, transmit to the Grand Secretary, upon a printed form 

which he will provide, a return of the persons, who were during such year its subscribing members. 

Particulars shall also be given in the return of the dates of election to honorary membership, and of the 
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deaths, resignations, cessations under Rule 148 and exclusions under Rule 181 of subscribing members 

which have occurred during such year. Such returns shall be signed by the Master and the Secretary.  

(ii) It shall also be the duty of every Lodge to keep a register of its present and past members, containing 

particulars of their dates of Initiation, Passing and Raising, or joining or re-joining, as the case may be, 

their ages, addresses, titles, and professions or occupations and the dates of and reasons for their 

ceasing to be members. 

  

Remittance of fees etc.:  

 

147. Every Lodge when it makes the return required by the preceding Rule shall remit the proper fees 

and contributions payable pursuant to Rules 269 and 271 in respect of every member whose name 

appears thereon, irrespective of whether his subscription has been paid or not. In the case of a member 

who has not paid his subscription the date to which he is clear on the books of the Lodge shall be stated 

in the appropriate place on the return form. 

Treasurer’s Duties and Lodge Accounts:  

 

153. All moneys due to, or held for, the Lodge shall be paid or remitted, to the Treasurer direct, who 

shall without undue delay deposit the same in an account in the name of the Lodge at a bank to be 

approved by resolution of the Lodge. 

 The Treasurer shall make such payments as are duly authorised, or have been sanctioned by the Lodge. 

All cheques must bear the signature of the Treasurer and (unless the Lodge resolves to the contrary) of 

at least one other member authorised by the Lodge.  

The Treasurer shall regularly enter a complete record of all moneys passing through his hands in the 

proper books of account, which shall be the property of the Lodge, and which, together with all Lodge 

funds and property in his possession, shall be transferred to his successor upon investiture. He shall 

prepare a statement of accounts annually, at a date to be determined by the members, showing the 

exact financial position of the Lodge, which statement shall be verified and audited by a Committee of 

members of the Lodge annually elected for that purpose.  

Copies of the accounts and of the certificate signed by this Audit Committee that all balances have been 

checked and that the accounts have been duly audited shall be sent to all members of the Lodge 

together with the summons convening the meeting at which they are to be considered. Such meeting 

shall be not later than the third after the date to which the accounts are made up. The books of account 

shall be produced for inspection in open Lodge at such meeting, and on any other occasion if required 

by a resolution of the Lodge.  
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The same procedure of annual accounts, audit and presentation to members of the Lodge shall be 

followed in relation to any other funds maintained by or in connection with the Lodge (whether by the 

Treasurer or by a Charity or other Steward) such as Lodge Benevolent Funds, the funds of Charity or 

Benevolent Associations, Dining Funds, Charity Box collections or other moneys receivable from 

individual members of the Lodge or any of its Officers. 

Bank Mandates: 

 

It is suggested that bank mandates should be reviewed annually at the same time as the 

annual installation meeting.  

The mandate will need to be changed with the change of officers and due to ‘money 

laundering’ requirements can take some weeks to complete 

We have had experience in the Province where a Lodge Treasurer died suddenly and the 

Lodge then had no current members on the bank mandate. It then took some months 

before there was anyone who was able to sign cheques. 

Please see an example mandate in the pack  
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Treasurer’s Training Hand out 3 

 

Auditor/Examiners Checklist 

 

We hope this checklist will help you to plan your appointment and help to make it both 

enjoyable and rewarding 

For Chapter Auditors please read Lodge as Chapter and the SGC rules in the Book of 

Constitutions applies. 

The Lodge has a financial duty and the Members have a right to have proper stewardship of 

their funds and be given annually (as reasonably as possible to a stated date) an accurate 

and complete picture, which has been audited. Your appointment is set out in the Book of 

Constitutions and the bylaws of the Lodge. 

You will need from the Treasurer: 

The books 

A copy of last accounts and the workings that made up those accounts 

Copy of the bank mandates – you will need to ensure that they are updated 

The bylaws which will give you the current rates to ensure up-to-date 

A copy of the last Lodge Relief Chest Statement – the first page is all you need (the Charity 

Steward is responsible for collecting and banking but the Treasurer has to keep the 

accounts) 

A list of outstanding fees and dues and relate them to the bylaws (unpaid for 6 months may 

be liable for exclusion and may need to be reserved against) 

List of outstanding liabilities (such as last printing bill and fees to UGL and Province which is 

billed and paid in arrears) 

The bank reconciliation (where the bank statement balance is reconciled to the Cash Book 

balance for any outstanding cheques cleared after the yearend) 

The budget for next year –if showing a deficit then discuss with the Treasurer to look at 

raising fees next year and dining this (2 meetings needed for notice and the vote on the 

proposition) and a voluntary contribution if there is little or no surplus from previous years 

to use 

Provide details of assets and insurance. 

The work 

Confirm bank reconciliations for all accounts held. (Balance at start of year plus payments in 

minus payments out equals closing balance). 
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Confirm bank statements match account books 

Confirm cheque stubs all completed and match accounts books 

Confirm paying in slips all completed and match accounts books 

Cross check entries in accounts books with invoices and receipts records 

Confirm treatment of uncleared cheques is correct 

If separate, ensure correct treatment of petty cash. 

Confirm arithmetical accuracy of accounts books. 

Confirm receipts from any raffles held in appropriate accounts. 

Confirm raffle and all other collections receipts identifiable for disbursement to destination 

charities. 

Confirm that insurance is adequate. 

Statement of Accounts 

 

Confirm year end dates of previous accounts are consistent with start of this 

Confirm brought forward figures correct 

Confirm figures in accounts book match Statement of Accounts. 

Check arithmetical accuracy of all accounts shown on Statement. 

Check reconciliation of all accounts shown on Statement. 

Check that UGL/PGL Fees charged and payable in arrears have been correctly treated. 

Ensure accounts are sent to PGL 

 

The not too small print! 

 

The Lodge Accounts  Rule 153 Book of Constitutions  

The Lodge Property  Rule 143 Book of Constitutions 

Payment of fees  Rule 147 Book of Constitutions 

Secretary’s subscription Rule 104(c) Book of Constitutions  

Fee Rates   Lodge by Laws 

Year End   Lodge by Laws 
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Notice to Members  Lodge by Laws 

Audit Report   See model accounts 

Annual UGL/PGL Fees These are billed in ARREARS so need accruing if not paid by 

year end 

Insurance This should be in place and reflect the value of assets (but not 

any shares held in any Masonic centre) 

Bank Mandate   These should be current and in accordance with Rule 153 Book 

of Constitutions 
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Treasurer’s Training Hand out 4 

 

Charities Act 1993 and Charities Act 2006 

 

 

Fund Raising: 

 

 Lodges must state clearly the destination of any funds to be collected: this also applies to 

quasi Masonic functions such as ladies festival raffles, quiz nights, social gatherings etc. If a 

specific charity is named, i.e. Cancer Relief or the RMBI, then the proceeds must go to that 

charity. If fund raising is generally ‘for charity’, the proceeds must be used for charitable 

purposes, as defined by the Act. 

 

Benevolent Funds: 

 

 There is no reason why monies collected for benevolent purposes should not continue to be 

applied in traditional areas, i.e. widows Christmas gifts or funeral flowers, provided that the 

destination of said funds has been clearly announced before collection as the Lodge Benevolent 

Fund. It is suggested that an item on the summons ‘To the cause of charity’, or other similar 

wording, may better be expressed as ‘To collect for Benevolence’  

Benevolent funds can also be applied for charitable purposes. 

 

Lodge Accounts: 

 

 It is appropriate for lodges to maintain three main types of accounts: a general account for all 

lodge general income and expenditure, a benevolent account and a charity account. Clear 

accounting, auditing/examining and reporting is essential: this includes quasi Masonic 

functions. Some Lodges hold the General, Benevolent and Charity funds in one bank account. 

This is permissible, as long as the funds are separately accounted for. Under no circumstances 

can Benevolent or Charity funds be used to defray lodge expenses or support General account 

insolvency. 

 

Please remember that this is not an example of Grand Lodge or ‘Province’ trying to interfere in 

the day to day running of private lodges. The Charities Act is law, and we are required to 

conform.  

 

Ladies Nights 

 

Receipt and disbursements for Ladies Nights and similar functions must never be included in 

the accounts relating to Lodge Funds 

 

When examining accounts the Provincial Treasurer will be looking to ensure that these 

requirements are being followed 
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Treasurer’s Training Hand out 5 

 

LOTTERIES  

 

Since the Board reported to Grand Lodge on lotteries in March 1981 and September 1983, 

there has been no significant change in the law on the subject. There has, however, been a 

change in Grand Lodge’s approach towards outside bodies and the public in general. The 

Board has considered its previous reports in the light of that change, and hopes that the 

Grand Lodge will endorse the following statement on lotteries. 

 

There is no inherent Masonic objection to any form of lottery currently permitted by law, 

and a lottery with a Masonic character may, therefore, be used by members of the Craft to 

raise money for any lawful purpose, subject to the qualifications set out below. Such a 

lottery should, in general, be used to raise money only for charity, other benevolent 

purposes, or some other specific object not directed to private gain; no form of lottery 

should in any circumstances be used to defray the general running expenses of a Lodge, 

Province or District. 

 

a) lottery has a Masonic character if it is promoted or run by Freemasons a). who declare 

their capacity as such; or 

b) for a purpose, or on behalf of a body, which is identifiably Masonic, whether or not the 

purpose or body includes words such as “Masonic” or “Freemason” in its title or description. 

 

The Board considers it essential that the purpose for which any such lottery is held is clearly 

stated to anyone to whom chances in the lottery are offered for sale. It does not accord with 

the spirit of Masonic charity or of Masonic bodies that lotteries should be held which seek 

money under the banner of Freemasonry from other than Masonic sources (Masonic sources 

include anyone who has a family or other close personal connection with the Craft or with 

any of its members). It is therefore inappropriate for tickets for a lottery with a Masonic 

character to be made available for sale to the public at large. 

 

The responsibility for compliance with the provisions of the law rests firmly on those 

responsible for promoting and assisting in the running of lotteries. It is the duty of such 

Brethren to ensure, by obtaining where necessary appropriate procedural and legal advice, 

that the Craft is not brought into disrepute by any failure to meet all legal requirements, or 

for any other reason. Advice is readily available from, among others, the Gaming Board for 

Great Britain, local authorities, the National Council for Voluntary Organisations and the 

Institute of Charity Fundraising Managers. 

 

Three classes of lottery are currently permitted by the law of England and Wales (except in 

the case of local authorities), namely small lotteries incidental to exempt entertainments, 

private lotteries and society’s lotteries.  

a. The Board sees no objection to “small lotteries incidental to exempt entertainments” (for 

example, a   raffle at a dinner), provided that the entertainment is of a Masonic character.  

b. A “private lottery” (for example a “100 club”) is subject to complex and restrictive rules 

with which it is difficult to comply, and the Board therefore considers that such lotteries, if 

appropriate for Masonic purposes, should be subject to the same restrictions as society’s 

lotteries (see below). 

c. A “society’s lottery”, for which registration of the organisation is required, is appropriate 

for fundraising on a larger scale, for example a Provincial Benevolent Fund or one of the 

Masonic Charities or local charities, or when a Private Lodge sponsors a special appeal. The 

written leave of the Provincial or District Grand Master (or, in London, of the Board of 

General  
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Purposes) must be obtained at the earliest opportunity, both before registration is applied 

for, and again before any individual lottery is organised. 

 

Literature which includes Masonic forms of address in promoting the sale of lottery tickets is 

unacceptable, even if it emanates from Associations of Friends, over which Grand Lodge has 

no jurisdiction. 

 

Provincial and District Grand Masters and Masters of Lodges should refuse to permit the 

distribution of literature or tickets which clearly infringe any of the above principles, and 

may refuse to permit their distribution if in their opinion the spirit of those principles is 

infringed. 

(Extract from Report of Board of General Purposes, adopted 14 December 1994.) 
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Treasurer’s Training Hand out 6 

 

G R A N D C H A R I T Y 

RELIEF CHEST SCHEME 

   

 
60 Great Queen Street 

 
London. WC2B 5AZ 

 
Tel : 020 7395 9246/9361 

 
Fax : 020 7395 9295 

 

Email :info@the-grand-
charity.org  

   
STATEMENT FOR RELIEF CHEST 

  
Covering period from 01/07/2012 to 31/07/2012 

 
 for the  

  

   
A. Net balance in Relief Chest at beginning of period £3,757.24 

B. Total contributions under covenant during period £0.00 

C. Total tax repayments received under covenant during period £0.00 

D. Total contributions under RPP/Regular Donation during period £110.00 

E. Total tax payments for RPP/Regular Donation received during period £27.53 

F. Total Gift Aid receipts during period (GA+GAE+GAS) £384.00 

G. Total tax repayments under Gift Aid received during period £105.33 

H. Total miscellaneous receipts during period £105.88 

   
I. Total interest allocated during period 

 
£91.79 

   
J. Total of all receipts during period (B+C+D+E+F+G+H+I) £842.53 

   
K. Total donations actually made during period £4,000.00 

   
L. Net balance at end of period (A+J-K) 

 
£581.77 

   
M. Donations authorised but not yet made at end of period £0.00 

N. Balance available for further donations (L-M)  £581.77 

Details are attached. 
  

   
 

 

 

 

 

 

 

 

 

 

 

 

 

http://the-grand-charity.org/
http://the-grand-charity.org/
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Treasurer’s Training Hand out 7 

 

47 Kings Ride 

Tylers Green 

High Wycombe 

Bucks 

HP10 8BP 

Tel. 01494 816423 

Email: tim_lee47@hotmail.com 

23 November, 2012 

 

 

W Bro  

Secretary 

Lodge No.   

 

Dear Bro  

 

Lodge Accounts, Year ended  

 

Many thanks, for sending in a copy of your lodge accounts. 

 

One of the duties of the Provincial Treasurer is to examine the accounts of all lodges in the 

Province, on an annual basis, to ensure that they are drawn up in accordance with Rule 153, 

Book of Constitution and that proceeds from Raffles, Lotteries and the like are applied in 

accordance with the “Information for Guidance of Members of the Craft” booklet, as 

published by Grand Lodge. I am also required to report, to the RW Provincial Grand Master, 

if a Lodge appears in financial difficulties. 

 

These are the first set of accounts I have examined for your Lodge and I am pleased to see 

that you continue to maintain a healthy financial position. Funds in hand are sufficient to 

cover Grand and Provincial Dues for the year just passed and the Lodge is, therefore, 

solvent. On a point of detail, I am not sure whether the Grand and Provincial Dues shown in 

the accounts are for the current year. If they are for the previous year, then the current 

year’s dues should be shown as Lodge creditors in the balance sheet. 

 

Funds in hand are also a little low in comparison to the RW Provincial Grand Master’s 

guideline of holding a yearend balance equal to a year’s expenditure, excluding dining, 

though I feel sure you will have this in hand. 

 

Yours sincerely and fraternally 

 

 

 

 

Timothy Lee 

Provincial Grand Treasurer. 
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Treasurer’s Training Hand out 8 

 

 
EDUCATION AND TRAINING  

 

Treasurer’s and Examiner’s Seminar 2012 

 

Name and Lodge or Chapter:- 

 

Address and telephone No. 

 

E-Mail 

 

Could you please answer the following questions:- 

 

                                                                      Very good   good   satisfactory    poor       

 

1) How useful was the course. 

2) Relevance of the content 

3) Quality of content 

4) General administration of the course 

5) Overall impression of the course 

 

Your comments on the course and any ideas on future content would be appreciated. 

 

 

 

 

 

 

 

 

What other type of training would you like the Province to provide? 

 

Thank you for attending this Seminar and I trust you have enjoyed it and found it useful. 

 

Timothy Lee 

Provincial Grand Treasurer November 2012 
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NOTES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Treasurer’s Workshop 2011 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


