How to Manage Club Finances

As the majority of clubs at Griffith University are small, unincorporated entities, it is very important to manage club finances effectively and responsibly.  Individual club and committee members can be sued for any debts a club incurs, so it is important to have the right processes in place.  

The following information outlines ways to manage club finances.  If you have any questions, you can contact the Clubs Coordinator on 3735 3931.
Bank Account

All clubs should open their account with ANZ, Garden City branch.  

If you are a new club, you will need an authorising letter from Campus Life to open your bank account and each member will need to complete an identification check.  This letter will not be provided until your club’s registration has been approved.  A bank application form can be obtained from ANZ.

Clubs can have a maximum of 4 signatures attached to the account with 2 signatures required for each transaction (including cash withdrawals, cheques and electronic transfers).  Under no circumstances should blank cheques be signed in advance.

Changing Signatories

Whenever the office bearers of your club change, it will be necessary to change the signatories for the clubs bank account.  To do this, you will need an authorising letter from Campus Life verifying the changes which will need to be taken to ANZ.  All new signatories will need to visit ANZ in order to present their identification and be added to the club’s bank account.  
Record Keeping

To effectively maintain your clubs finances, the following records should be kept:

· Carbon duplicate receipt book;

· Cheque book (provided by the bank);

· Cashbook (electronic or paper);

· Membership register.

Optional

· Payment authorisation vouchers;

· If small amounts of cash are required, a petty cash system.

Budget

All clubs should prepare a yearly budget to estimate what income and expenses are likely to be occur during the year.  To do this:

1. Estimate what payments the club are likely to have to make during the year.  Consider what activities are planned;

2. Work out what income you can expect to receive – membership fees, club activities, fundraising, sponsorship, etc…

3. BE REALISTIC!  Don’t be too ambitious when estimating income;

4. Set a fair membership fee.  You should charge at least $15 membership (if the club is applying for funding from Campus Life), and if you are running events and activities for members, this shouldn’t be too much for a person to pay.  

General Rules to Follow:
· Money should be banked as soon as possible after the money is taken.  You should never hold onto large amounts of cash that can get lost / stolen;

· Payments should not be made out of cash on hand.  Use a cheque as it is easier to track where the money has gone;

· Supporting documents (eg. invoices/receipts) should be kept for all income and expenditure;

· All bank statements should be kept;

· Regular bank reconciliations should be performed (monthly / quarterly).

Processes

Financial year
Clubs and Societies work on a calendar financial year – 1 January through until 31 December.  Exceptions will be made for those clubs who are affiliated with outside clubs/societies and who are required to operate on a financial year from July to June.

Income / Receipts

A receipt from a carbon duplicate receipt book should be issued for all money received.  Cash taken should not be used for paying bills (use a cheque)!  Write up income in your cashbook and keep all deposit slips when you bank money.

Sometimes when a number of payments are collected at once, it is impractical to write out receipts for each one (eg. ticket sales at a function).  In this case, a cash record for the event can be prepared where amounts and an overall total are recorded.  One receipt is written out for all money taken.

Expenses / Payments
All payments should be made by cheque.  The only instance where cash is acceptable is where a petty cash system is used. 

When using cheques, remember:

· Cross cheques as ‘not negotiable’;

· Don’t leave signed blank cheques in the cheque book or lying around;

· Don’t ever give someone a signed blank cheque;

· Never destroy a cancelled cheque.  Write ‘cancelled’ across it and clip it to the appropriate butt;

· If you misplace a cheque, notify the bank and place a stop payment on it. 

Cashbook
The cashbook summarises the income and expenditure made by the club in any given financial period.  The cashbook should have both income and expenditure sections.  Copies of electronic cashbooks can be obtained from the Griffith Sport office in either electronic or hard copy.  Both include examples of how to structure and maintain your records.

Payment authorisation vouchers

All expenses should be supported by a Payment Authorisation voucher, as another way of justifying expenditure.  The Payment Authorisation voucher should be signed by 2 of the account signatories.  Invoices / receipts can be attached to the voucher and filed with all other related expenditure information.

Bank reconciliations

When bank statements are received, they should be checked against the cashbook entries.  This procedure is called bank reconciliation.  It is a process of ensuring your financial position in your cashbook, balances with your bank account.  Bank interest or charges should be entered into the cashbook, and can be done so at the time of the reconciliation.

Statement of income and expenditure

The financial position of the club should be reported to members at least annually.  The statement of income and expenditure reconciles the cashbook with the bank account.  If kept up to date, this statement can be prepared directly from the cashbook totals.

Petty Cash

Where small amounts of cash are required, a petty cash system can be used.  The fund is established for a round amount (eg. $100).  Any single payment over $50 should be made by cheque.  

The total of the receipts and cash remaining should always equal the amount originally placed in the fund.  Reimbursement of the funds is always for the amount that has been spent.  Write, and cash a cheque equal to the amount that has been spent so that the petty cash fund can be reimbursed.  This will return your petty cash to its original amount (eg. $100). 

Note:  Campus Life provides Treasurer Training sessions each semester to which club Treasurers and other committee members are welcome.  Please note, the Treasurer from any club seeking financial assistance from Campus Life must attend a Treasurer Training session in order for the club to be eligible for funding.
