Club Finances
FlindersOne Expectations
1. In the March each year (date advertised annually) along with your other affiliation documents you MUST provide FlindersONE with a copy of your financial statements. Only clubs who are incorporated are required to have their statements audited externally. All other clubs must simply provide their annual income and expenditure statement. There is an example of this available on the website. 
2. Each club must have a bank account which is operated by multiple signatories.
HINTS, TIPS AND IDEAS FOR TREASURERS AND COMMITTEES
Accounting v Book-keeping and Income & Expenditure

Its not as scary as it might seem!

The terms accounting and book-keeping, while often used interchangeably, have two different meanings. Accounting refers to the whole process of financial recording and reporting, while bookkeeping, as its name suggests, is about keeping the books – recording your income and expenditure.

Organisations have different accounting and financial reporting needs, depending on their size and the volume of their transactions. But every organisation needs some kind of book-keeping system.

You must be able to show how much was spent and received, what it was for and who authorised it. This should be recorded using invoices, receipts, bills, cheques and other financial records. Then you need to classify your records into meaningful categories so the information can be sorted and analysed.
Handover to new Treasurers, what you need to do:

When you are first elected into the committee/beginning of the year, a checklist of some things that you should begin looking at:
· Check details of all bank accounts and all signatories.

· If necessary, swap signatories straight away. Get the forms from the bank and take them to the next meeting.

· If applicable, check details of who has spending authorisations and organise for the return of outstanding chequebooks or cards.

· Check who has the financial files and get all documents and budget information, including special events budgets and details of purchases.

· Organise for a detailed briefing from the outgoing treasurer detailing any spending commitments or incoming payments due.

· Prepare a timeline of upcoming payments and dates when bills are due.

· Once you have done your first budget statement, see if you can check with the outgoing treasurer that nothing is missing.

· Read the information highlighted above regarding FlindersOne’s expectations of your club and the financial information/statements required at the end of each year.

· Check that your finances are up-to-date and that your previous years finances have been completed and sent to FlindersOne as soon as possible.
Now that you have begun understanding the club (and your) expectations and beginning this financial year, it is important to set up a book-keeping and/or accounting system.
A “ledger” or a journal of income and expenditure can be an excellent way of book-keeping and keeping track of your finances. A successful ledger will make the task of writing up your financial statement at the end of the year seem a lot less daunting. It is basically a running account of your finances. You can use books for ledgers, develop your own spreadsheet (Example on website or attached) or use commercial software. Information in ledgers will include:

· Date

· Receipt number (if appropriate)

· Who was paid

· Who paid the money

· Purpose

· Account

· Amount

There are other, more advanced ways to manage your book-keeping, but this is a simple, easy to manage system that you can adapt to suit your clubs needs/requirements. However you chose to handle the clubs financial records, it is important that you decide upon a system at the beginning of this year and stick to it- a lack of organization, changing methods of accounting, or misplaced/misunderstood financial transactions can lead to large amounts of confusion!

Budgets:

Budgeting is simply the process of planning your organisation’s finances for a specified period, usually 12 months. It is made up of all the activities you plan to undertake in the next 12 months expressed in terms of money. In other words, it is a statement of anticipated sales, expenditure, profits and cash flows. (Example on website or attached)
Budgeting is best done as a collaborative effort, generally by the clubs’ committee. This way, you can be assured that the budgeting plan is generally agreed upon to be in the best interests of the club, its members and committee.
A common and simple way of determining the budget is to refer to past years incomes and expenditures and adjust this according to this years changes. Changes that may affect the budget could include:
· change in member numbers

· expected change in costs
· adding or removing significant events & fundraisers from your calendar

· asset replacement or purchase

It is important to note that this method may be flawed in that it does not take into account any mistakes that were made last year, and does not question the benefits of each expenditure. There is the risk that if you mimic the same budget as the previous years, that you may not be reviewing certain activities or costs. It is important, therefore, to consider the merits and disadvantages of last years budget and costs.
Some budgets will be drawn up for the financial year of July to June and others will operate on a calendar year. Here are the eight steps that “Organisation XYZ” took to prepare its annual July to June budget:

1. Looked at last year’s income

2. Looked at the timing of last year’s income

3. Asked, ‘What will happen this year?’

4. Worked out this year’s overall figures

5. Drew up the income side of the budget month by month

6. Followed the same steps for expenditure

7. Discussed the options

8. Presented the budget for sign–off

The organisation reviewed past records of revenue and income (membership, sales, grants, fundraising, interest), looked at past records of expenditure (room hire, gym hire, registrations and equipment), assessed income and expenditure, predicted increases or decreases in the year ahead, studied timing, noticed when most income flowed in and when regular bills were paid, and lastly, looked at likely variations in the year ahead.

TIP: Do some ‘what if?’ scenarios. What if you need another committee member? What if members resign? What if you lose a grant?
Imagine the worst and the best that could happen financially, then look at how you would cope with it. It may seem odd to worry about the best case scenarios, but a sudden upsurge in members or demand for your services could place your organization under financial stress. Unexpected, although potentially pleasing, events or situations could occur, for example what if funding was needed to support members of your club attending a prestigious conference? Considering the best and the worst from all angles and will leave you better equipped to handle these financial situations should they arise.

Helpful tips:
· A computer system should not replace paper records. Especially with large scale invoices and receipts, keep a hard copy of all your financial transactions.

· Very small organisations can get by with what’s called ‘shoebox’ accounting with all accounts kept in a box or filing cabinet. Try to organise your material into folders, large envelopes or separate compartments of a folder for separate items such as:

· Correspondence

· Bank statements

· Outstanding bills

· Paid bills and receipts

· Asset file with instructions and guarantees

· Lease file for equipment and rental hire

· Insurance

· Cash book – record of your cash receipts and payments

· Statutory information – constitution, budget and minutes
· Have a number of receipt books available. Give them to applicable people within your club so the responsibility for taking money is shared, and members can easily find someone to pay! Have twice the number of receipt books as people who carry them. This way you can do a swap over each month where you can collate the last months records, and money can still be collected.
· Provide members with your club bank account details so direct deposits can be made. This lessens the workload on committee members and the treasurer and ensures that money doesn’t go missing between payments and banking. Place these details in viewable places such as newsletters, websites or at the footers of emails so people can find them easily.
· Require pre-payment for items from all members. This includes membership fees, social events, uniform purchases, nomination fees, dinners. This means the club won’t have to go into debt or be chasing and hassling members for payments.
· If you get stuck – ask! FlindersONE staff are here to help you out. Don’t leave it until its too late, don’t be embarrassed – you’re not expected to know everything. 
