Bookkeeper Tasks and Functions, XXXX Episcopal Church, Pennsylvania
Weekly

· Write checks on Thursdays and put into Accounting Warden’s box for signature over the weekend

· Lay out deposit slip, bank bag, forms for counters for Sunday

· Pick up deposit slips and bank bag from bank

· Enter deposits and checks into computer

· Enter giving into Membership Plus tracking system

For 15th and 30th of each month

· prepare paychecks/direct deposit of paychecks for church staff

Monthly

· Prepare financial statements for church by the 15th and give to Accounting Warden

· Attend Finance/Property Commission meetings

Quarterly

· Prepare summary of special fund balances for Finance Commission and Vestry

· Submit employer and employee taxes to relevant government agencies

· Submit Diocesan pledge payments

· Print out giving statements – give to Accounting Warden for review prior to distribution

Annually

· Prepare financial section of parochial report for Accounting Warden’s review

· Work with Accounting Warden on budget for next year

· Compile information for auditors; meet with auditors to answer questions

· With Accounting Warden, respond to questionnaire from Diocese on employee salaries and benefits

· Revise counter forms according to new giver numbers

· Issue W2 forms for all employees in January

· Prepare 999 forms for vendors as appropriate in January

Ongoing

· Prepare W4, submit for new employees

