Appendix 10: Financial Procedures Guide
	Sample Financial Procedures

	Finance 

Category/Type
	Task
	Task Description
	Responsible
	Timeframe
	Controls

	Income

· Invoicing

· Receipting

· Banking/Deposits

· Credit Cards

· Investments

· File (receivables)

Types of income:

· Member Fees

· Grants/Donations

· Sponsorship

· Events

· Merchandise

· Courses

· Food/Beverage

· Products/Services


	Invoicing
	- Issue invoices as soon as practical

- Ensure all invoice details are correct, e.g. invoice no., date, amount(inc. GST), account name & contacts, your company name, contacts, ABN, payment terms.

- Clearly state payment terms

- Maintain/Record a copy of all invoices issued
	Staff/Treasurer
	Various
	Debtors Policy

- payment terms

- reminder/demand notices

- un-financial status

- debt collection

- pre-payment of levies & courses

	
	Receipting
	- Issue receipts as soon as practical

- Ensure all receipt details are correct, e.g. receipt no., date, amount (inc. GST), payee, chq no., purpose.

- Maintain/Record a duplicate copy 

- Record against relevant invoice/ledger/cash book
	Staff/Treasurer
	Within 5 working days
	Receivables Policy

- invoice for all receivables

- complete receipt book

- record in cash book/ledger

- complete deposit form

- separate income types

- bank next working day

- maintain hard copy all records

- separate & file chronologically

	
	Banking/Deposits
	- Complete relevant bank deposit form

- Separate cash, cheques and other payments

- Bank cash as soon as practical
	Staff/Treasurer
	Various (next working day if possible)
	

	
	File Receivables

(Debtors)
	- Maintain a hard copy filing system for all invoices/receivables (folder/s)

- Separate receivables by type & file in chronological order
	Staff/Treasurer
	As soon as invoices are dispatched
	

	
	Credit Cards
	- Process payments either manually or electronically

- Issue the receipt to the customer

- Maintain/record duplicate receipt copy

- Record against relevant invoice/ledger/cash book


	Staff/Treasurer
	Weekly
	Credit Card Policy
- accepted cards - floor limits

- processing fee

- customer security

- summary form

	Expenditure

· Cheque book

· Petty Cash

· Credit Cards

· Transfers

· Internet Banking

· Reimbursements

· Purchases/Orders

· Quotes/Tenders

· Investments

· Insurances

· Payroll activities

· Leases/Loans

· Taxation

· File (payables)
	Cheque Payments
	- Create payables list in chronological order

- Write out cheques for payment 

- Complete all payment details on cheque butt, e.g. date, payee, amount, purpose, balance.

- Attach invoice or cheque requisition form to cheque

- Counter sign only cheques for approval

- Record cheque no. on creditors invoice

- Ensure goods &/or services are received prior to payment

- Request a receipt for all payments
	Staff/Treasurer
	Within payment terms
	Payment Policy

- account operation authority

- payment authorisation form

- spending limits (min. & max before Board approval)

- cheque requisition form 

- cheque signing authority 

(any 2 to sign cheques)

- cheque book security -(safe)

- do not sign blank cheques

- use full payment terms

- maintain hard copy records

- separate & file chronologically

	
	File Payables

(Creditors)
	- Maintain a hard copy filing system for all invoices/payables (folder/s)

- Separate payables by type & maintain in chronological order
	Staff/Treasurer
	Within payment terms
	

	
	Petty Cash 
	- Only designated authority to issue petty cash

- Record all details of petty cash issued in petty cash book, e.g. amount, to whom, purpose, receipts

- Request receipts for all petty cash transactions

- Balance petty cash record with any change and complete all details

- Draw cash cheque to replenish petty cash when lower limit is reached
	Staff/Treasurer
	Monthly 
	Petty Cash Policy

- designated authorities

- spending limit, ie. < $50 

- limit amount of petty cash drawn, ie. monthly basis

- lower limits for topping up

- security of petty cash 

- receipts required

- record all transactions in petty cash book 

	
	Credit Cards
	- For out of office expenses exceeding $50 per transaction

- Maintain receipts for all transactions

- Record against relevant invoice/ledger/cash book
	Staff/Treasurer
	Within interest free period
	Credit Card Policy

- credit card authority & limit

- repayments made within interest free period of 55 days

	
	Transfers & Internet Banking
	- Designated authority to operate internet banking facility

- Operation of account only using security and restricted access codes by 2 authorised people

- Payroll, suppliers and other payments (where applicable) to be paid via direct payment transfer

- Print off record of all payments made

- Record against relevant invoice/ledger/cash book
	Staff/Treasurer 
	Various
	Internet Banking Policy

- transfer authority & limit

- account security (2 to operate & restricted access)

	
	Reimbursements
	- Only designated authority to process reimbursement payments

- Ensure all requests for reimbursement satisfy the policy criteria

- Payments to be made electronically

- Record all itemised payments against relevant invoice/ledger/cash book
	Staff/Treasurer
	Monthly 
	Reimbursements Policy

- set reimbursement limits

- timeframe for processing

- receipts for all claims

- complete reimbursement form & seek approval prior to payment

	
	Purchases/Orders
	- Only designated authority to process purchases or orders

- Complete purchase forms for all purchases

- Obtain relevant approval for all purchases

- Maintain and update inventor

- Update asset register for capital items
	Staff/Treasurer
	Various
	Purchase Policy

- purchase authority

- purchase/order form

- maintain inventory

- update asset register

	
	Investments
	- Maintain a separate file for each investment

- Consider level of risk versus return

- Deal with reputable finance institutions

- Regularly review and monitor investment options
	Staff/Treasurer &/or Board
	Various
	Investment Policy

- investment authority & limit

- seek professional advice for amounts >$5000

	
	Insurance
	Maintain insurance records for following:

1. public liability, 2. personal injury, 3. professional indemnity

4. directors & officers liability, 5. building & contents, 6. fraud & theft, 7. fidelity
	Staff/Treasurer
	Various
	

	
	Payroll Activities
	- Maintain payroll summary for all transactions

- Maintain timesheets for all employees

- Leave application and sick leave forms

- Record all overtime or time in lieu for employees

- Issue group certificates within specified timeframes

- Maintain records for all super, allowances & salary info

- Pay employees by direct transfer
	Staff/Treasurer
	Fortnightly or Monthly 
	Payroll Policy

- payroll authority

- payment terms

- pay slips

- leave & sick forms

- time in lieu or overtime

- superannuation, ie. 9%

	
	Leases/Loans
	Maintain loan/lease records for following :

1. buildings/offices, 2. computers & office equipment, 3. cars, 4. facilities, 5. equipment
	Staff/Treasurer
	Various
	

	
	Taxation
	Maintain taxation records for following:

1. GST (payable and receivable), 2. PAYG Tax, 

3. Superannuation, 4. Fringe benefits tax
	Staff/Treasurer
	Various
	

	Recording & Reconciling
· Receipting

· Receipt book

· Deposit book

· Cheque book

· Bank statements

· Cash book

· General ledger

· Payroll records

· Chart of accounts

· Asset register

· Member register

· Statutory records
	Bank Reconciliation


	- Check the bank statement against the cash book (receipts & payments) and ensure they are the same

- Highlight figures such as bank interest, unpresented cheques, direct credits/debits


	Staff/Treasurer
	Monthly
	

	
	Cash Book (receipts & payments)


	- Record all receipts and payments in chronological order

- Record all types of transactions, ie. cash, bank notes, credit cards, cheques and money orders

- List date, payee, receipt or cheque number, amount, GST total, category, total foe each category at bottom

- At the end of the month balance the figures from the cash book with the bank statement (reconciliation)

- Monthly closing balance is next month opening balance
	Staff/Treasurer
	Various
	

	
	General ledger


	- Record all assets, liabilities, income and expenditure

- Maintain a summary of all transactions for set periods

- Maintain a running total of all assets & liabilities
	Staff/Treasurer
	Various
	

	Reporting & Monitoring

· Profit & Loss

· Balance Sheet

· Cash Flow

· Debtors/Creditors

· Budget analysis

· Bank rec.
	Prepare financial reports
	- Monthly financial reports for the Board to include:

1. Profit and Loss, 2. Balance Sheet, 3. Cash Flow, 4. Debtors & Creditors list, 5. Brief report on past months financial position and performance (budget variance report), 6. Bank reconcil.

- Distribute monthly financial statements to Board one (1) week prior to Board meetings
	Staff/Treasurer
	Monthly 
	

	
	Review financial statements
	- Review, interpret & analyse all financial reports

- Compare actuals v budgeted figures

- Identify items for investigation
	Management Committee/Staff
	At least monthly
	

	Planning and Budgeting

· Strategic/Op plan
· Budget/Cash flow
	Strategic and Operational plans
	- Develop a 3-5 year strategic plan, e.g. KRAs, outcomes

- Develop a 12 month operational plan, e.g. resp, dates, $$
	Management Committee/Staff
	
	

	
	Budget and cash flow plan
	- Develop a budget from strategic & operational plans

- Develop cash flows from previous years budget
	Management Committee/Staff
	
	


Appendix 11: Financial Management Checklist

	FINANCIAL  MANAGEMENT  CHECKLIST

	TASK
	COMPLETED

	· Appoint or elect a suitably skilled and trained treasurer
	(

	· Appoint a suitably qualified auditor to audit your financial statements if you are required to under the Associations Incorporation Act in your State
	(

	· Develop an appropriate financial management or accounting system to maintain and keep track of all transactions, e.g. cash book, receipt book, bank reconciliation, journals
	(

	· Develop suitable financial policies and procedures
	(

	· Establish a chart of accounts, e.g. list of income and expenditure categories
	(

	· Open a financial account in the organisation’s name from which cheques can be drawn (approved by the committee)
	(

	· Maintain a copy of all bank statements for easy access and in chronological order
	(

	· Nominate cheque signing authorities - at least three registered with two signatories to sign.
	(

	· Set reporting practices for the management committee - standing agenda item for finance
	(

	· Management committee must ratify or approve all past and future payments which must be recorded in the minutes
	(

	· Any payments over $100 must be paid by cheque or electronic transfer. Any amounts less than this can be paid from petty cash and recorded in the petty cash book
	(

	· Develop an Annual Budget
	(

	· Determine sources of income (membership fees, grants, sponsorship, fund raising, etc.)
	(

	· Determine expenses (facilities, equipment, training, travel, etc.)
	(

	· Prepare financial accounts for audit every 12 months, at the end of the organisation’s financial year
	(

	· Prepare and present annual financial statements to members at the AGM
	(

	· Prepare and maintain a register of all assets, including details such as date, cost, depreciation, location and disposal
	(


