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The purpose of these Financial Officer Guidelines is to give 
direction to the society/zone/district treasurers and financial 
secretaries. In this document you will find information to guide 
you through the duties you have accepted as a Lutheran 
Women’s Missionary League (LWML) financial officer. Keeping 
good financial records is an integral component in the ministry of 
your LWML society, zone, and district. 
 



Lutheran Women’s Missionary League Financial Officer Guidelines Page 3 

INTRODUCTION 
 
Your election to this position indicates that your LWML society/zone/district 
members recognize you as a person of integrity and trust you to be an able 
custodian of funds dedicated to God’s work. You have been granted the 
privilege and the responsibility of serving your Lord as a financial officer. 
 
In these guidelines, the financial officer’s role is reviewed along with the five 
main categories of her duties which are receipts, disbursements, reports, 
financial reviews, and record retention. 
 
May these guidelines help give you confidence and joy in your service! 
 
FINANCIAL OFFICER’S ROLE 
 
The financial officer’s duties include: 

• receiving all monies of the society/zone/district, or a detailed deposit 
report from the financial secretary; 

• making all authorized disbursements; 
• keeping a clear and correct record of all transactions; 
• preparing financial reports as directed by your executive committee; 

and 
• preparing the annual or biennium budget. 

 
The financial officer is expected to: 

• be acquainted with the financial structure and policies of the LWML – 
society/zone/district/national; 

• read the society/zone/district bylaws; 
• have knowledge of bookkeeping and banking procedures; 
• have the ability to reconcile the bank statement; and 
• be accurate, methodical, and prompt. 

 
RECEIPTS 
 

• Count offerings immediately after receipt and deposit in the bank as 
soon as possible. Never keep money in your home longer than 
absolutely necessary! 

• Deposit LWML funds in the society/zone/district’s bank account, never 
in your own personal checking account. 

• Enter the deposit detail in your permanent records, showing the date 
of deposit, source, and purpose. 
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DISBURSEMENTS 
 
One of the financial officer’s first duties after election is to have her 
signature authorized by the bank. Also a second person should be authorized 
to sign checks in case of an emergency. Please consult your bylaws for rules 
governing checks and checking accounts for your LWML 
society/zone/district. 
 
The previous bank account can be used as long as there is a branch in your 
immediate area. 
 
However, if a new checking account needs to be opened, the bank will need 
a copy of the IRS Tax Exemption letter for the current year. This letter 
states the exact name of our organization, its Group Exemption Number 
(GEN), Employer Identification Number (EIN), and the tax period end date. 
A copy of this letter can be found on this webpage. If more information is 
requested by the bank, please contact the LWML’s Director of Finance and 
Administration of at accountant@lwml.org. 
 
All disbursements, regardless of size, should be made by check to protect 
the transmittal of the money and to provide a record of the transaction. 
 
Some disbursements may be made without specific authorization because 
they are automatically approved by the financial policy of the 
society/zone/district. Examples would include gifts for special missions 
channeled through the treasury and/or the mite offerings. 
 
All other disbursements should be properly authorized by the district 
executive committee, the board of directors, or by a vote of the members. 
Check your bylaws so you will know who has this authority and levels of 
approval by each group. 
 
The financial officer should request that verification of expenditures 
accompany each request for payment (invoice, statement, receipt, or sales 
slip), together with the approval of the individual submitting it. 
 
The financial officer then: 

• checks the amount for accuracy; 
• enters the transactions in her records – date, amount, payee, and 

purpose; 
• writes the check, identifying purpose or invoice numbers or date in 

“Memo” space; 
• marks invoice “Paid” with date and check number; and 
• files invoice in month-by-month file of “Paid” invoices. 
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MITE OFFERING REMITTANCE 
 
Society: Remit Mite offerings to the zone or directly to the district, 
depending on the payment structure within your district. 
 
Zone: Remit to district Mite offerings received from societies, from any zone 
event that had an offering designated for Mites, and/or any amount 
approved by the zone board.  
 
District: Remit 25% of Mite offerings received from individuals, societies, or 
zones at least four times a year (quarterly) but preferably once each month. 
Make the check payable to LWML and mail the check with a copy of the 
Remittance Voucher to LWML, P.O. Box 411993, St. Louis, MO 63141-1993.  
 
Complete the Remittance Voucher with the date; fill in your district, your 
name, address, and other information. Then enter the amount on the line 
that describes the purpose of the payment, i.e., 25% of Mite offering, 
Quarterly payment, memorial contribution, invoice payment, etc. 
 
Send a copy of this Remittance Voucher via email to treasurer@lwml.org, 
send one copy with your check to LWML, and retain one copy for your files. 
 
NATIONAL INVOICING TO DISTRICTS 
 
The LWML Business Office invoices the districts for the following: 

• Lutheran Woman’s Quarterly bulk subscriptions for the district; 
• Liability insurance coverage for the district; 
• District convention travel equalization;  
• Miscellaneous charges billed to districts; and 
• LWML store items purchased by the district for conventions, etc. 

 
These invoices are emailed from the St. Louis office to the district president. 
When she receives these invoices, they are forwarded to the treasurer with 
the authorization to pay. Prompt payment of these invoices gives the LWML 
the funds to then reimburse the companies/individuals for these costs. 
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REPORTS 
 
The financial officer, with current accurate records, should be prepared at 
any time to present a picture of LWML finances or answer questions. 
 
She will be expected to present a brief report at each regular business 
meeting which includes these details: 

• period of time covered by the report; 
• balance on hand as of the date of the last report; 
• receipts since the last report; 
• disbursements since the last report, itemizing only major items, and 

stating the purpose of the disbursements – not to whom they were 
made; and 

• balance on hand with the closing date of the present report. 
 
Written copies of this report will be an aid to the society/zone/district 
president and secretary. 
 
At the end of the fiscal year, an annual report should be prepared and 
presented. 
 
NOTE: A financial officer’s report is only “received” at a meeting (filed for 
review), meaning it was heard, but not given official approval by the group. 
 
FINANCIAL REVIEWS 
 
At the close of the fiscal year, biennium, or when there is a change in 
financial officers, the books should be submitted to a Financial Review 
Committee, usually appointed by the executive board or by the president, 
with the approval of the board. 
 
The reviewing committee should have the following available for its use: 

• record books; 
• check stubs/duplicates or cash disbursement spreadsheet and bank 

statements with copies of checks and deposit slips; 
• file of paid invoices; and 
• copies of the financial officer’s monthly, annual, or biennial reports. 

 
After the books have been reviewed, the Financial Review Committee 
prepares a written report, signed by all members, stating that the books 
have been found correct or listing details that need to be corrected. This 
report is submitted to the society/zone/district, which moves to “accept” it. 
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MONTHLY FINANCIAL REVIEW 
 
A wise financial officer will review the books each month, verifying that: 

• each receipt and disbursement is correctly entered; and 
• the bank statement reconciles with the record book and cancelled 

checks. 
 
RECORD RETENTION 
 

• Check register, cash receipts journal, and financial statements are to 
be kept in a permanent file or on a flash drive. 

• Bank statements, cancelled checks, and paid invoices are to be kept 
five (5) years, or until discard is approved by your executive board. 

• Financial records to be archived can be stored in a board-specified 
area within your society/zone/district. 

• Records for the past year or biennium should be given to the incoming 
financial officer to assist in the transition of duties. 

 
 


