TOWNSHIP TREASURER

RESPONSIBILITIES - Receive all moneys due the Township and deposit the same promptly 
upon receipt thereof in the depositories selected by the Board of Supervisors.

Keep a distinct and accurate account of all moneys received by the Township. All money shall 
be segregated into funds as required by law and/or Township financial policy.

Prepare an accurate monthly treasurer's report for presentation at the public meeting of the Board 
of Supervisors. Said report shall include all receipts, account balances and investments 
held.

Prepare a list of all bills received and submit to the Board of Supervisors at a regular meeting 
for approval

Prepare checks for payment of bills approved by the Board of Supervisors.

Present to the Supervisors a quarterly budget comparison report for all Township funds.

Maintain Township employee payroll records

Maintain all Township financial records in an orderly fashion for presentation to the auditors for 
the required annual audit.

Complete all State required financial forms for submission as required by law.

Assist the Township manager in the preparation of financial projections and special 
financial reports.

Assist in the preparation of the Township's annual budget.

Attend and participate in municipal association meetings in order to maintain professional 
affiliations and keep abreast of new developments in municipal finance.

JOB CONTEXT

Direction and Instruction: - Interpretation of Township policies, Township Code and other regulations for the proper procedure of maintaining Township financial records.

The PSATS Ordinance Database includes examples that townships can use when developing their own ordinances, job descriptions, and personnel regulations. Please keep in mind that these examples are merely an informational resource for you to use in developing your own ordinance, job description, or personnel regulation. PSATS does not guarantee the legal effectiveness of any of these examples, nor their appropriateness to any particular situation. These are for your judgment in consultation with your legal representative. PSATS encourages township officials to review and discuss all proposed ordinances, job descriptions, or personnel regulations with their township solicitor.
