Accounting Warden Tasks and Functions, XXXXXXXX Episcopal Church, PA
Finance/Property Commission
· Invite parishioners to serve on Commission at start of year in addition to bkkpr, acctg wdn, prop ch
· Arrange monthly meetings; set agendas; preside and take notes (work w/property chair on agenda)

· Organize once yearly meeting focused on the Columbarium
· Monitor conformance with financial policies

· Work with bookkeeper on presentation of financial statements at each meeting

· Get financials from bookkeeper on the 15th of the month – review, ask questions of bookkeeper and give to office manager to copy for distribution to commission with any other materials

Vestry

· Written report for each monthly meeting (including information on any approvals wardens made in between meetings, as authorized in financial policies) – give to office manager for distribution
· Verbal Q&A at meeting on financial statements

· Obtain forms from banks to change check signers, safe deposit box signers, and signers on money market account at organizational meeting in February; return forms after vestry approval
· Assure vestry review and approval of parochial report each year in March (sign report along with rector’s warden and rector before it is submitted to the Diocese and national church)

· With bookkeeper, prepare and monitor budget, including six-month status report for July, draft next year’s budget for December, and final for January meeting

Annual meeting

· Prepare Accounting Warden’s report for booklet (work with bookkeeper on previous year budget compared to actual and budget for year)

· Make verbal report at meeting, answer questions from parishioners

Checks

· oversee signing of checks each week, either doing it yourself or assuring that others are doing it, including questioning any checks or invoices that appear to be different from what was budgeted

· monitor invoice approvals (sign approval of office manager’s credit card statement each month)

Counters

· Recruit and train counters and substitutes for Sundays and special offerings

· Develop counter schedule and give to office manager quarterly

Diocese
· Work with rector to see that pledge is submitted to Diocese after Vestry approval

· With bookkeeper, submit form on employee salary and benefits in December/January

· Receive information on benefits and clergy salary ranges; use in budget considerations

Thrift Shop

· serve as ex officio member of Thrift Shop Board; attend quarterly meetings

Stewardship

· Work with bookkeeper to distribute giving statements in April, July, October, and January

· Tally pledges on Stewardship Sunday and track (report pastoral issues to rector)

· Prepare updates on pledges for leaflet, newsletter, vestry information

· Work with  bookkeeper to number envelopes and prepare receipts for pledges to go with thank you notes

