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Oxford House Officer Duties 
TREASURER 
 
Each House shall have its own duly elected Treasurer. The Treasurer must be a member 
of the particular house and shall serve a term not to exceed six months. A member may 
not serve as Treasurer for two consecutive terms but may be elected to Treasurer again 
six months after the completion of one term. 
 

Treasurer’s Duties: 
 
• The Treasurer will have the overall responsibility for assuring the sound financial 

management of the house. The Treasurer will learn and follow the financial record-
keeping procedures established per the Oxford House System of Operations and will 
maintain accurate and organized financial records. 

 
• The Treasurer will write checks for all house approved expenditures but is not an 

authorized check signer. The Treasurer will have direct access to the house checkbook 
(holds the key) and is responsible for ensuring it is locked and secured in a filing 
cabinet drawer or safe in a common area of the house. 

 
• The Treasurer will have a full and working knowledge of the Comptroller’s position and 

assist the Comptroller in their duties. 
 
• The Treasurer will be responsible for making a weekly bank deposit of total money 

received within 48 hours after each weekly business meeting and will obtain a receipt 
of deposit from the bank to be posted on the current Treasurer Report. 

 
• The Treasurer must accurately maintain all transactions in the house checkbook 

ledger. The Treasurer will reconcile the monthly bank statement with the house 
checkbook ledger and present to the house in a weekly business meeting. 

 
• The Treasurer must complete a Weekly Financial Status Report no later than one hour 

prior to the weekly business meeting, including an accurate account of bills to be paid, 
and present it to the house at the weekly business meeting. 

 
• The President, Treasurer and Comptroller TOGETHER shall conduct a monthly house 

audit. The audit report results must be posted for the entire house to examine and a 
Monthly House Financial Summary Report submitted to the local chapter on a monthly 
basis. 

 
• The Treasurer will prepare a monthly financial status report for the President to present 

at the monthly chapter meeting. 
 

• All house forms can be found on vaoxfordhouse.org website. 
 
 





TREASURER PROCEDURES 
 
 
 
 

Financial Status Report 
 

• Fill out top portion of sheet 
• NAME OF HOUSE 
• WEEK OF (note week starts Sunday to Saturday) 
• NUMBER OF WEEKLY REPORT 

 
• Enter CASH IN BANK START OF THIS WEEK (ending balance from previous 

week) 
• Enter any money received during the week 
• Enter any expenditures during the week (include date, paid to and purpose, 

and check number) 
• At end of week, add TOTAL MONEY RECEIVED to CASH START and then 

subtract TOTAL MONEY PAID OUT 
• Enter total as BALANCE IN CHECKING 

 
• Enter any BILLS TO BE PAID in the next 30 days with due dates, purpose, and 

total amount due 
 

Business Meeting 
 

• Report of Financial Status 
• Give BEGINNING BALANCE IN BANK START OF WEEK 
• Give TOTAL MONEY RECEIVED 
• Give TOTAL MONEY PAID OUT (Read verbally day check was written, to 

whom paid, check number and the check amount) 
• Read verbally BILLS TO BE PAID within the next 30 days 
• Bills that need to be paid should be voted on during the Comptroller’s Report 
• Checks should be filled out and signed before the end of the House Meeting 



CHECKBOOK PROCEDURES 

 
Checkbook Ledger – Print Clearly 

1. The date check is being written. 
 
2. Who the check is written to and purpose. 
 
3. The AMOUNT OF CHECK. 
 
4. Any positive or negative transactions in OTHER column. 
 
5. Be sure the BALANCE BROUGH FORWARD is accurate at top of ledger. 
 
6. Record any other corresponding DEPOSITS and adjust balance 

accordingly in TOTAL column. 
 

7. Deposits are not recorded on the ledger until the deposit is actually 
made. Treasurer must go back to the checkbook and record and 
date deposit. 

 
8. Subtract the amount of THIS CHECK from either BALANCE BOUGHT 

FORWARD or TOTAL and record the new BALANCE on the bottom 
of ledger. 

Check Writing – Print Clearly 

1. The date check is being written. 
 
2. Who the check is written to. 
 
3. The amount of the check. 
 
4. Write out amount of check. 
 
5. Document what check is for or list account number. 
 
6. Be sure there are TWO SIGNATURES on each check. 

 



TREASURER WEEKLY REPORT 2022

OXFORD HOUSE TREASURER

WEEKLY FINANCIAL STATUS REPORT

NAME OF HOUSE WEEKLY REPORT

Oxford House - 

WEEK OF:
BEGINNING DATE (Sunday)

TO

ENDING DATE (Saturday)

BEGINNING BALANCE AT START OF THIS WEEK

[Ending Balance from Prior Week]

DATE MONEY RECEIVED DURING WEEK [LIST BY SOURCE] AMOUNT
|
|

|

|

|

|

|

|

|

|

|

|

|

|

↓

BEGINNING BALANCE + TOTAL 
MONEY RECEIVED (SUBTOTAL)

TOTAL MONEY 
RECEIVED

Oxford House, Inc., 1010 Wayne Avenue, Suite 300, Silver Spring, MD 20910-5657

301.587.2916

www.oxfordhouse.org



TREASURER WEEKLY REPORT 2022

NAME OF HOUSE Oxford House - 
SUBTOTAL FROM FRONT

EXPENDITURES BY CHECK AND EFT

DATE PAID TO & PURPOSE
CHECK #
 or EFT) AMOUNT

|
|

|

|

|

|

|

|

|

|

|

↓

SUBTOTAL FROM ABOVE 
MINUS TOTAL PAID OUTTOTAL EXPENDITURES

BILLS TO BE PAID [All financial obligations due within 30 days]

Due Date To Whom & For What AMOUNT

↑

ENDING BALANCE (Carry ending 

balance forward to next Weekly Treasurer 
Report)

TOTAL BILLS TO BE PAID WITHIN 30 DAYS

Oxford House, Inc., 1010 Wayne Avenue, Suite 300, Silver Spring, MD 20910-5657

301.587.2916

www.oxfordhouse.org



MONTHLY HOUSE FINANCIAL SUMMARY REPORT  2022

Monthly House Financial Summary Report
Reconcile your House checking account every month.  This form should be completed in duplicate.  Keep one copy for your House records and one 
copy should be submitted to the Chapter at the regular monthly Chapter Meeting along with the most recent available bank statement. 

HOUSE NAME: MONTH & YEAR: BANK STATEMENT END DATE:

LIST ALL DEPOSITS MADE FOR THE MONTH:

DATE AMOUNT
IS DEPOSIT RECEIPT STAPLED TO 

CORRESPONDING WEEKLY TREASURER 
REPORT?

TOTAL DEPOSITS

BEGINNING BALANCE DEPOSITS FROM ABOVE SUBTOTAL

+ =
LIST ALL EXPENDITURES MADE DURING THE MONTH:

DATE PAID TO AND PURPOSE
CHECK # 
(or EFT)

AMOUNT
IS THIS CHECK ON 
YOUR STATEMENT

TOTAL EXPENDITURES 

SUBTOTAL FUNDS FROM PAGE 1 TOTAL EXPENDITURES ENDING BALANCE

— =
THIS MONTH'S CHECKBOOK BALANCES THIS MONTH'S FINANCIAL TRANSACTIONS

BEGINNING BALANCE ENDING BALANCE TOTAL RECEIVED TOTAL SPENT

AFTER CHECK # AFTER CHECK #
AFTER CHECK # AFTER CHECK #

BEGINING BALANCE [FROM ABOVE] : DATE COMPLETED :

TOTAL DEPOSITS [FROM ABOVE]: PRESIDENT :

TOTAL EXPENDITURES [FROM ABOVE]: TREASURER :

ENDING HOUSE BALANCE [FROM ABOVE]: COMPTROLLER :
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Sample'Oxford'House'Budget'

Here'are'some'friendly'suggestions'for'determining'your'House'Budget.'Hopefully'you'will'follow'these'
guidelines'so'you'won’t'have'to'learn'the'hard'way'like'some'of'us'did.'Let’s'say'this'budget'below'is'for'a'7'
bedroom,'2'bath'house.'After'estimating'the'monthly'expenses,'you’ll'need'to'determine'how'many'members,'
and'what'equal'expense'share'you'will'need'in'order'to'make'ends'meet.'In'this'case'your'expenses'total'nearly'
$3,000'so'an'easy'figure'to'determine'would'be'10'members'at'$300'each.'That'means'3'of'the'rooms'would'
have'to'be'shared.'Perhaps'you'can'only'share'two'rooms'you'would'need'$333'per'member'to'meet'that'
$3,000'mark;'$375'with'8'members'and'nearly'$430'to'have'single'rooms'all'around.'

1. With'any'House'Budget'it'is'better'to'be'safe'
than'sorry.'

2. Always'estimate'your'monthly'bills'on'the'high'
end'and'add'a'substantial'cushion'to'your'
budget'just'in'case.'

3. Once'the'house'has'gone'through'the'highR
usage'months'an'actual'budget'may'be'derived'
by'adding'up'all'the'actual'bills'and'equal'
expense'shares'or'expenditures'may'be'
adjusted'accordingly.'Just'don’t'sell'yourselves'
short.'

4. If'you'find'that'your'expenses'are'greater'than'
your'income'(perhaps'just'too'close'for'comfort'
you'must'increase'your'equal'expense'share'or'
make'room'for'another'member'to'share'in'the'
expenses.'This'may'mean'sharing'the'biggest'
room'(or'rooms)'in'the'house,'which'may'not'
be'a'popular'move'with'the'person'occupying'
that'room,'but'you'have'to'do'what'is'best'for'
the'house,'not'the'individual.'

'
Expense'or'Utility'

Monthly'cost'(estimated'
for'highRusage'months'

Rent' $1,500'
Loan' $170'
Electricity' $200'
Water/Sewer' $150'
Natural'Gas' $200'
Oil' $N/A'
Trash' $40'
Phone' $60'
Cable' $100'
Internet' $50'
Supplies' $120'
Dues'(Chapter)' $80'
Contribution'(National)' $50'
Newspaper' $25'
Cushion' $300'
Total:' $3,042'!

5. As'a'rule'of'thumb,'the'cushion'should'at'least'be'equal'to'one'member’s'monthly'share'of'expenses.'
6. Always'take'escalator'clauses'of'the'lease'into'consideration'when'preparing'a'budget.'Either'increase'your'

cushion'to'cover'all'expenses'at'the'end'of'the'lease’s'term,'or'figure'in'a'step'increase'in'equal'expense'
shares'of'the'members'and'document'it'very'clearly'so'it'gets'implemented'in'years'two,'three,'etc.'

7. Always'plan'ahead'for'potential'vacancies.'Your'house'should'be'financially'viable'even'with'one'vacancy,'but'
in'the'case'of'two'or'more'vacancies'you'will'need'to'either'have'a'lot'of'money'in'savings'or'increase'the'
monthly'equal'expense'share'per'member'to'at'least'cover'all'expenses.''

8. Never'let'vacancies'deplete'your'checking'or'saving'accounts.'Dig'deep'into'your'pockets'to'pay'the'house'
bills'without'operating'at'a'deficit.'This'is'the'real'world'and'when'you'lose'a'roommate'the'others'have'to'
pitch'in'a'little'more'money'each'month'until'they'find'a'new'one.'
'

Good$ luck$and$remember…$The$needs$of$ the$many$always$outweigh$the$needs$of$ the$ few,$and$self:supporting$
sometimes$means$being$selfless$in$the$face$of$sacrifice.$

'



HOW TO PROTECT YOUR BANK ACCOUNT 

1. Make sure your checks require two signatures that are on file at the bank. 
Keep card updated as officers change.

2. Keep checkbook locked up during the week in a filing cabinet or other 
locked receptacle. Treasurer holds the key. President,  Comptroller and 

alternate check signer may not have keys to the receptacle.

3. Only bring checkbook out at house business meetings, where all expenditures 

are voted on and checks for those expenditures are written at the house 

meeting.

4. The monthly bank statement must be passed around the house meeting and 
posted on the bulletin board for all members to see.

5. All members should take an active interest in how their EES money is being 
spent. Don’t let any one member have too much control of the finances 
no matter how long this person may have lived in the house nor how 
trustworthy this person may appear to be. New members, especially, 
should be aware that they have as much right as the senior members to 
know EVERYTHING about house finances.

6. If you have a theft or embezzlement, go to the police and bring charges 
against the guilty party. If the one of the signatures on the check was a 
forgery, discuss this forgery with the bank. Contact Outreach Worker 
immediately.

7. Audit your books monthly. There should be a predetermined time each month, 

outside of the regular weekly business meeting, for the Treasurer, President, 

Comptroller and any other interested house members to conduct the audit and 

prepare a monthly financial summary for the house records and to present to 

the chapter.



Correcting Financial Difficulties Permanently 

1. Fill your house vacancies as soon as a bed becomes available.

2. Raise the individual share of expenses. Adjust your EES to match

your house expenses.

3. Cut unnecessary costs:

a. Cable - go to basic

b. Telephone - look for competitive pricing plans

c. Keep your utility bill down by having one set temperature for

the thermostat

d. Buy house supplies in bulk

e. Turn off lights and TVs when not in use

4. Do not allow your house members to get behind in their EES.

Individuals should always be current.

5. Have all members attend the regularly scheduled monthly audit.

Review bank statements at a weekly business meeting and

reconcile with house records.



STEPS%TO%DO%AN%OXFORD%HOUSE%AUDIT%

!

1. Enter!Statement,!Ending!Balance,!and!Date!Statement!was!produced.!(Do!not!include!any!checks!or!
deposits!that!appear!after!this!date).!

2. Enter!any!deposits!that!are!not!on!your!Bank!Statement.!

3. Total!all!unBdeposited!items.!

4. Add!ending!balance!(1)!and!unBdeposited!items!(3)!

5. Enter!any!checks!that!have!not!cleared.!

6. Total!all!unBcleared!checks.!

7. Subtract!unBcleared!checks!(6)!from!subtotal!(4).!

8. Add!all!receipts!from!receipt!book.!

9. Add!all!deposits!from!deposit!book!(receipts!and!deposits!should!match).!

10. Enter!the!checkbook!beginning!balance!and!check!number!(either!the!beginning!of!the!month!or!the!
day!after!your!last!statement).!

11. Enter!the!checkbook!ending!balance!and!check!number!(don’t!forget!to!subtract!any!back!charges!for!
check!fees!before!ending!balance).!

12. House!or!chapter!account!balance!(7)!and!checkbook!ending!balance!(11)!should!match.!

13. Total!all!money!received.!

14. Total!all!money!spent.!(If!you!add!money!received!(13)!and!beginning!balance!(10)!then!subtract!total!
spent!(14)!it!should!equal!amount!balance!(7).!

15. Enter!any!money!deposited!into!savings!account!(include!any!interest!payments).!

16. Enter!any!withdrawals!from!savings!account.!

17. Enter!ending!balance!of!saving!account.!

18. Total!any!bills!not!paid!by!house!or!chapter.!

19. Total!all!money!owed!to!house!or!chapter!(membership!dues,!fines,!loans,!etc.).!

20. Add!house!account!balance!(7)!savings!account!balance!(17)!to!get!total!house!funds!(23).!

! !



Oxford House Monthly Reconciliation and Financial Audit 
HOW TO RECONCILE YOUR HOUSE CHECK BOOK -- 

Reconcile your checking account every month when you receive your Bank Statement.    The following easy steps will help you do the job. 

HOUSE NAME MONTH/YEAR OF: 

Step 1. CHECK (√) AMOUNTS SHOWN ON YOUR STATEMENT AGAINST AMOUNTS ENTERED IN YOUR CHECK BOOK. 
Step 2. LIST BELOW THE CHECKS WRITTEN DURING THE PERIOD WHICH ARE NOT RECORDED ON YOUR BANK STATEMENT. 
Step 3. LIST BELOW THE DEPOSITS MADE DURING THE PERIOD WHICH ARE NOT RECORDED ON YOUR BANK STATEMENT. 
Step 4. ADJUST YOUR CHECK BOOK BALANCE BY SUBTRACTING ANY SERVICE CHARGES NOTED ON YOUR STATEMENT. 
Step 5. Add the deposits not recorded to the statement balance and subtract the amount of outstanding checks plus service charges.   

Apply the five steps above by filling in the form below.   The result arrived at in the “AUDITED HOUSE ACCOUNT” box is the amount of money a 
house has available at the end of the period.   This completes an audit of the checking account.   If your house has a savings account, audit it 
using the steps on the other side of this form. 

House Checking Account Audit:   

DEPOSITS NOT ON YOUR STATEMENT

DATE AMOUNT 

ENTER STATEMENT 
ENDING BALANCE + TOTAL OF ITEMS NOT 

DEPOSITED

CHECKS NOT ON YOUR STATEMENT

 NUMBER AND DATE AMOUNT 

=
SUB TOTAL 

-
MINUS TOTAL 
OUTSTANDING 

CHECKS

AUDITED HOUSE 
ACCOUNT  $

BANK  STATEMENT DATE

1. HOUSE TREASURER, COMPTROLLER AND PRESIDENT
SHOULD WORK TOGETHER TO COMPLETE EACH MONTHLY
AUDIT OF HOUSE FUNDS.

2. AFTER COMPLETING THE AUDIT EACH SHOULD SIGN THE
OTHER SIDE OF THIS FORM AND THEN POST THE FORM SO
EVERYONE IN THE HOUSE KNOWS THE FINANCIAL STATUS.

© 2003 Oxford House World Services, 1010 Wayne Avenue, Suite 00, Silver Spring, MD 20910 
Telephone 1-800-689-6411 33



Oxford House Monthly Reconciliation and Financial Audit 
The summary of the financial status our Oxford House at the end of the month is computed 
below by filling in the right amounts and adding or subtracting: 

House Savings Account 
Amount in the Bank 

$

Plus 
House Checking Account 
Amount in the Bank

$

Plus

Amount to be Deposited in Savings 
Account

$

Plus

Amount to be Deposited in Checking 
Account

$

Minus

Total of Bills Due $

Available Funds $
Plus

Money Owed the House $

Total Funds Available When All 
Money Owed the House is Paid $
List below the individuals who are behind in paying their equal share of household expenses. 

Name Amount Owed Name Amount Owed 

Auditing Officer’s Initials 

President Date: 
Treasurer Date: 
Comptroller: Date: 

© 2003 Oxford House World Services, 1010 Wayne Avenue, Suite 300, Silver Spring, MD 20910 
Telephone 1-800-689-6411 34
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