
Policies & Job Descriptions

If you are starting to lay the groundwork for the finances and administration of your church, or were just 
elected to a new position of responsibility in those areas, it’s important to have clear job descriptions and 
policies. We have included in this kit sample job descriptions for the church treasurer and financial secre-

tary, as well as the responsibilities of the stewardship committee and memorials committee.

These job descriptions and policies are intended to be tailored to the individual needs of your congregation, and 
should help inform those who may be elected to these roles, and protect the church and its leadership from bad 
financial practices.

It’s important for a church to have a clear policy for accepting gifts, whether they are charitable contributions 
from members (monetary or other assets) or memorial gifts. We have included samples of these as well.

An excellent resource for your review is the Church Leaders Financial Manual on the Covenant website, found at 
www.covchurch.org/cov/resources/church-leaders-financial-manual.

There are many additional resources available at the Covenant Resource Center, resource.center@covchurch.org 
or 1-800-338-IDEA (4332).
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