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This Handbook is designed to assist Treasurers of UTS Union Affiliated Sporting Clubs in keeping up to date and accurate financial records. This is an important function and is best done on a regular basis by recording transactions as they happen and reconciling the Club accounts monthly.


The Treasurer has many responsibilities, but it is worth remembering that their main role is to account for the manner in which the members’ funds are spent. Clubs exist for the benefit of their members and the executives of the Clubs are entrusted with the responsibility of using their funds in an honest and fair manner. The Treasurer is responsible for the recording and the reporting of all income and expenditure of the Club and demonstrating that the Club is being financially managed responsibly.
The Treasurer also plays a key role in the Budget Funding Application of their Club. Clubs must annually apply for funding (as outlined in the Sports Club Handbook) by the date set by the Sports Clubs Manager.  This process updates the Union on Club contact details, inventory lists, member numbers, but most importantly makes sure that the Club is accountable for all financial transactions of the completed calendar year.

Legal Liability

It is extremely important that Club finances are handled in a responsible manner. While an unincorporated club cannot be sued, individual Club and committee members can. Any agreements made with persons or bodies outside campus should be in writing.  Cheques must not be drawn unless there are sufficient funds in the club’s account to cover them. If insufficient funds are available, signatories are often liable. This is another reason for keeping the books accurate and up to date.

Club Assets

All capital equipment and other goods acquired or owned by the club remain the property of UTS Union Ltd. In the event of a Club becoming defunct it is the responsibility of the Club Treasurer and President to ensure all goods and financial records are returned to the Union.

Summary

There are five points of vital importance in finance handling. If these are followed the possibility of incurring large errors is minimised.

1. Record all transactions in the Cash Receipt and Payment Journals.

2. Keep all receipts and invoices.

3. Write a receipt for all monies received.

4. Write all cheques payable to the correct recipient and cross them with not negotiable, unless specifically required as cash for petty cash.

5. Obtain a copy of all agreements in writing.


Before opening a bank account you will need to first take minutes at a committee meeting stating that you are a not-for-profit organisation affiliated with UTS Union Ltd, and who the Club’s bank account signatories are going to be and what position in the committee they hold.

At least two committee members must be signatories on your cheque account (usually the Treasurer and President, although you may have more) and at least two people must sign a cheque for it to be valid. There is one other signatory that must be included, that of the UTS Union Ltd CEO. The CEO will act as an overriding sole signatory in the case of the dissolution of the Club and the subsequent need to close the bank account.

Finalise your Club signatories and identification check at the bank and have it stamped there, then bring the signatory form to the Clubs Development Manager where details of the CEO will be organised. Once this is complete, take a photocopy for the Club records and then return the signatory form to the Bank.
When the time comes for the committee of your Club to change you must also change your bank account signatories. This can be done in one of two ways.

All the old signatories and the new signatories go to the bank and change over the signatories. If all of the old signatories cannot be present, you will need minutes of a recent meeting stating the changes in detail. The names of the signatories to be removed and those to be added must be mentioned including their committee positions. This must be signed by one of the existing signatories, preferably the President or Treasurer.

It is vital that your bank account signatories reflect the current committee positions, otherwise you could end up in a position that those authorised to sign cheques have graduated and moved on and the Club committee will not have access to the bank account. In this situation the Union’s CEO in the capacity of sole signatory on the bank account will be able to authorise a change of signatories.
Whenever changing signatories to the bank account, always take a photocopy of the new signatory form so that the Club’s records are kept up to date.  

Any new signatory form for the Bank showing change of authorised signatories on the bank account must include the Union’s CEO as sole signatory. 


Note: As of the 2006 financial year all clubs should have been running their budgets and funding from January to December. It is a requirement that you continue to run your year in conjunction with the University year.  Application dates are given to all clubs in the second Sport and Recreation meeting each year.  The application dates always fall in December.
The funding process is as follows;

1. Complete Club Budget Application (see Sports Clubs Handbook Appendix II)

2. Arrange a meeting with the Sports Clubs Manager before the application due date to discuss your application, who will then determine if application has conformed to requirements. If not the application will be sent back until requirements have been met.
3. The Budget for the year will be set by the Sports Clubs Manager.
The Budget and Funding Application process is an audit by which the Programs and Sport Department verifies that the Club has conducted itself fairly and equitably, and that its financial transactions are legitimate. 

The Treasurer will need to look after all of the financial requirements of the Budget and Funding Application. These reports and records cover the completed year.

If a club does not submit all documents required, the club may not be considered for Funding. 


The following points give a basic overview of the financial documents required for the Budget and Funding Applications.  They are expanded upon in further chapters.

Transaction Records - for the completed year
· Duplicate Receipt Books


· Bank Statements 


· Bank Deposit Book 

· Bank Cheque Books
· Petty Cash Books

· Cash Receipts Journal

· Cash Payments Journal 

Financial Reports 

· Income and Expenditure Statement

· Bank Reconciliation 

Other Documents

· Inventory List

An equipment list detailing the items held by the Club. This should include the value of all items purchased by the Club or Society.

· Copy of Bank Account Signatories Forms
Proof that the CEO of the UTS Union Ltd is authorised to act as sole signatory on the Club’s bank account (photocopy of account application/change of signatory form).

Proposed Budget for Following Year 

The budget outlines the planned financial transactions of the Club for the following calendar year. It should show estimates for all income expected, identified into main groupings (such as membership fees, sponsorship, grants sales of merchandise etc) and also estimates for all expenditure expected, again identified into main groupings (such as equipment, facility/ground hire, competition registration fees, uniforms, administration costs etc).

All money received is to be recorded and deposited into the Club’s bank account. It should be done promptly. By doing this it makes the preparation of the financial report Statement of Income and Expenditure easier and also minimises risk of misplacement or loss of money. The recording of money received is done through the Duplicate Receipt Book and the banking of money received through the Bank Deposit Book. Complete these books properly and the recording of receipts in the Cash Receipts Journal is straightforward.
All money received is to be recorded by issuing a receipt with a duplicate copy retained. The receipt includes such details as: 

· Date 

· From whom the money was received and particulars (Membership fees, donation). 

· Each receipt book should have a different sequence of receipt numbers so there is no confusion.
The purpose of receipting all money received is twofold. First, it provides a record to the person or organisation giving directly money to the Club. Second, it provides primary evidence as to the date, source and amount of money the Club has received. 
Remember that the Treasurer is responsible for all Club finances, so if another committee member is required to collect fees from members or organisations; it is the Treasurer’s responsibility to explain the receipt process to the committee member and help them to maintain accurate records.


The source for completing a bank deposit is the Duplicate Receipt Book. The cash to be banked should agree to the total of receipts issued since the last bank deposit made.
All money collected is to be deposited into the Club’s bank account as soon as possible after receipt. Under no circumstances should this money be used to pay accounts. The deposit slip is filled out and detached, and particulars must be written on the butt, so that a record of all deposits is kept and the date, amount and source can easily be found.

All you have to do is write in the date, the amount deposited and the receipt numbers and the amount should equal the total cash you are depositing.

Fully completing the deposit slip will make it easier for completing the Cash Receipts Journal. 


The Cash Receipt Journal (CRJ) is a summary daily record of all cash receipt transactions.
The sources for completing the CRJ are the Bank Deposit Book the Bank Statement and in need, the Duplicate Receipt Book. 

The CRJ brings together all money received from either that directly given to the Club by cash or cheque; or indirectly by way of deposit to the bank account by bank transfer. It is only the money directly given to the Club by cash or cheque that can be receipted in the Duplicate Receipt Book. For example bank interest is credited directly to the bank account; no receipt is issued nor is one necessary because evidence of its receipt is by way of it appearing on the bank statement.  From this it can be seen that the Duplicate Receipt Book does not capture all of the money received by the Club however, The Cash Receipt Journal will. 
Any number of various size and multi-columned CRJ can be purchased from any newsagency or stationers. Alternatively you can create a CRJ using Excel Spreadsheets.
When buying a journal book select one that has a suitable number of columns. This will allow a dissection of the receipts as shown in the example below that will be useful when preparing financial reports.  
The following is an example of a simple CRJ:

	Date
	Receipt

Number
	Details
	Bank Deposit
	Member Fees
	Training Fees
	Fund-raising
	Sundry

	1/6/09
	26-30
	Member
	50.00
	50.00
	
	
	

	15/6/09
	D1-30
	BBQ
	
	
	
	48.00
	

	
	31-41
	Raffle Tickets
	
	
	
	20.00
	

	
	42
	Member
	78.00
	10.00
	
	
	

	21/6/09
	43
	
	
	
	
	
	

	30/6/09
	
	Bank Interest
	  1.78
	
	
	
	1.78

	30/6/09
	
	Total
	129.78
	60.00
	
	68.00
	1.78

	
	
	
	A
	B
	C
	D
	E


Note:


· Total A = B + C + D + E
· The Bank Deposit column states only the total of a bank deposit.

· The other columns provide further information as to details of the deposit and are useful when preparing financial reports.

· Regular recurring receipts should have their own column; less regular receipts can be recorded in the one column usually called Sundry.
It is important that the Cash Receipt Journal is kept up to date and totalled at the end of each month. This will be necessary for completing the monthly Bank Reconciliation and preparing the monthly financial report Income and Expenditure Statement.

As a general rule all expenditure incurred by the Club should be paid by cheque. This provides controls as it will require two officers of the Club to sign the cheque. It also provides protection in that cash handling is minimised.
There will be circumstances where some minor expenditure will be paid by cash from the Petty Cash. This should be limited to small purchases and where commonsense dictates payment by cheque is not practical.


All payments made by cheque are to have the cheque butt filled out to included:
· Date 

· Amount
· Payee 

· Reason for payment  

If cash is needed requiring a cheque to be cashed at the Bank eg reimbursement of Petty Cash, write a cash cheque, but still write out the full details on the cheque butt, do not write just cash.

Some things to remember:

· Don’t forget to cross your cheques ‘NOT NEGOTIABLE’ (except cash cheques)

· Never leave a signed cheque blank

· Never give someone a signed blank cheque

· Don’t leave cheque butts blank

· If a cheque is misplaced, immediately report it to the bank and have it cancelled and issue a new cheque.

· Never destroy a cancelled cheque. Write ‘CANCELLED’ across and clip it to the appropriate butt. Rip off the corner containing the signatures.


For every payment made, there must be an invoice or receipt obtained and filed. The invoice or receipt should be authorised for payment by the appropriate Club Officer and should have on it the relevant cheque number. To keep track of the supporting invoices and receipts you can keep them in a lever arch file filed in cheque number order..

A cheque should not be drawn until an invoice or receipt is provided to you and is authorised for payment. A signed declaration can be provided in the place of a receipt (where a Club member spends money on behalf of the Club and loses the receipt).


This is used to record each payment (including bank charges) made by the Club.  

The CPJ should be based on the following:

The sources for completing the CPJ are the Bank Cheque Book and the Bank Statement.
When buying a journal book select one that has a suitable number of columns. This will allow a dissection of the payments as shown in the example below that will be useful when preparing financial reports. 
The following is an example of a simple CPJ:

	 Date
	Chq No. 
	Details
	Bank
	Comp 

Fees
	Ground Hire
	Equip & Maint.
	Fund Raising
	Sundry

	14/6/08
	4532
	S Smith - BBQ  sausages
	30.25
	
	
	
	30.25

	

	15/6/08
	4533
	Coles - BBQ Drinks
	20.00
	
	
	
	20.00
	

	21/6/08
	4534
	Ashfield Council Ground Hire
	150.00
	
	150.00
	
	
	

	23/6/08
	4535
	Petty Cash Reimbursement
	25.00
	
	
	10.00
	15.00
	

	24/6/08
	4536
	Cancelled
	
	
	
	
	
	

	24/6/08
	4537
	XYZ Sports Assoc 
	100.00
	100.00
	
	
	
	

	30/6/08
	
	Bank Fee
	4.00
	
	
	
	
	4.00

	30/6/08
	
	Total
	329.25
	100.00
	150.00
	10.00
	65.25
	4.00

	
	
	
	A
	B
	C
	D
	E
	F


Note:

· Total A = B + C + D + E + F
·  The Bank column states the amount of the cheque drawn.

· The other columns provide further information as to details of the cheque and are useful when preparing financial reports.

· Regular recurring expenses should have their own column; less regular expenses can be recorded in the one column usually called Sundry.
· All cheques should be in number order.
It is important that the Cash Payment Journal is kept up to date and totalled at the end of each month. This will be necessary for completing the monthly Bank Reconciliation and preparing the monthly financial report Income and Expenditure Statement.

A basic principal of financial control is that all payments should be made by cheque. An exception, however, is made to avoid the expense and inconvenience of writing many small cheques for minor or petty expenses for such items as stationery supplies for the club. For these minor expenses a petty cash fund is established.

To keep effective cash records you will need:

· Petty cash book 

· Small cash tin

· Petty cash vouchers

The petty cash fund is established with a set amount (eg $50.00). It should be just enough to handle petty cash payments for a relatively short period of time such as 3-4 weeks. Simply draw a cheque for petty cash for the desired amount and have it cashed at the bank. This amount is then kept in the cash tin. This fund should only be used for payments under $20.00. All payments above $20.00 should be made by cheque.

Making Payments from the Petty Cash Fund

As cash payments are made from the fund, the club member is required to sign a petty cash voucher and provide a receipt for the expense incurred. The petty cash voucher shows amount paid, purpose of the payment and the date paid. Staple the original receipt to the voucher. A petty cash book can then be used to collate all this information in one place.

Important: The total amount of any vouchers plus the cash in the tin should always equal the amount originally placed in the fund (eg $50.00)


Payments from the fund will gradually decrease the cash available, therefore the fund must be reimbursed periodically. If records of the petty cash fund are kept up to date in the petty cash book, it will be obvious when the fund is getting low.

Reimbursement is always for the amount expended. Write out a cheque equal to the amount that has been spent from the fund, since it was last reimbursed. List the petty cash vouchers and receipts and file the list (with vouchers and receipts attached) write on it the cheque number and file with the other invoices in cheque number order. Then cash the cheque to bring the amount of cash in the petty cash fund back up to the original amount (eg $50.00).

The bank should issue a statement of the Club’s account at regular intervals. The timing of the statement being issued should reflect the level of transactions the Club processes but as a general rule receiving a statement following the end of the month is recommended. Reports are invariably prepared on a monthly cycle and receiving the Bank Statement at month end allows for reconciliation of the accounts before preparation of the financial reports.

The purpose of performing a bank reconciliation is to verify that the bank account and the cash receipts journal and cash payment journals agree.
It also provides:
· Certainty that the receipts deposited to the bank and payments made through the bank by cheque are correct and that the balance of the Club’s account is verified.  
· The true cash balance of the Club is known that may not always agree with the final balance of the Bank Statement.

· That the financial information in the cash receipts journal and cash payments journal that will be used for preparing the financial reports is correct.
When you receive the Bank Statement it should be cross checked to the cash receipts journal to ensure all deposits recorded in the cash receipts journal have been received and credited to the Club account. Similarly, the Bank Statement should be cross checked to the cash payments journal to ensure all cheques issued have been debited to the Club account for the amount drawn.
By checking the Bank Statement, any other deposits or payments not in the cash receipts journal or cash payments journal will be identified. The two most common of these will be bank interest credited to the account and bank fees charged to the account. These should be written into the journals before closing them off and totalling them for the month.
Conversely, there may be deposits in the cash receipts journal but not in the Bank Statement and, cheques in the cash payments journal but not in the Bank Statement. These are called “outstanding deposits” and “outstanding cheques” and if any, will be essential to the Bank Reconciliation process. 
To perform the Bank Reconciliation follow these steps:

1. Mark off in the Cash Payments Journal all the cheques that have been presented for payment and tick the corresponding amount on the bank statement. 

2. Mark off in the Cash Receipts Journal all the deposits that have been credited to the bank account and showing on the bank statement and tick the corresponding amount in the bank statement.
3. Circle any non-ticked amounts in the bank statements. 
These are deposits that you don’t know about (and need to find out about) or payments that you haven’t recorded in your CPJ.
4. Make sure the circled amounts are recorded in your CRJ and CPJ. 
5. Any amounts in your CRJ that aren’t in the Bank Statement are ‘outstanding deposits’.

6. Any cheques in your CPJ that aren’t in the Bank Statement are ‘outstanding cheques’.

With this information the Bank Reconciliation can now be completed. The example below uses the information in the CRJ and CPJ examples:
“Name of Club”

Bank Reconciliation as at the end of (insert month and year)

	
	$
	$
	

	Opening Cash Balance 
	
	850.00
	A

	Add: Total Receipts 
	
	129.78
	B

	Less: Total Expenses 
	
	329.25
	C

	Closing Cash Balance
	
	650.53
	D= A + B - C

	
	
	
	

	Bank Statement Balance 
	
	900.53
	E

	Add: Outstanding Deposits
	NIL
	0.00
	F

	Less: Unpresented Cheques
	
	
	

	         Cheque No.  4534                                                                            
	150.00
	
	

	                              4537                                                                               
	100.00
	250.00
	G

	Bank Balance
	
	650.53
	H= E + F - G


A Opening cash balance (carried forward from the previous bank reconciliation).

B Add receipts as totalled in the Cash Receipt Journal (CRJ) Bank column from the date of the last bank reconciliation to the date of this bank reconciliation (including bank interest).

C Less payments as totalled in the Cash Payments Journal (CPJ) Bank column from the date of the last bank reconciliation to the date of this bank reconciliation (including bank charges). 
D True cash balance as at the date of the Bank Reconciliation.
E Ending balance on the Bank Statement

F Outstanding deposits (ie. receipts recorded in the Cash Receipts Journal but not banked at the date of closing of the CRJ).

G Total of the outstanding cheques listed.
H The adjusted Bank Statement balance which should now agree with the closing cash balance at D.


The purpose of a financial report is to inform club and committee members of the financial transactions of the Club since the last report. It should be an accurate, concise and informative statement. The Treasurer will need to make a judgement as to how much detail is shown in the report. It has to be sufficiently informative but not overly detailed that it becomes burdensome to prepare for little extra gain in knowledge for the committee.

The committee should receive at a minimum the following reports:

· Income and Expenditure Statement

· Bank Reconciliation

Additional reports may be appropriate depending on the size of the Club and the level of activity and transactions, for example a Statement of Financial Position. This report would list the assets held by the Club and also any outstanding liabilities it may have. When the assets and liabilities are netted the result represents Members Funds (the financial worth of the Club). However most Clubs are a size that requires only the two basic financial reports referred to above; the first, the Income & Expenditure Statement reports on money coming in and going out and the second, the Bank Reconciliation reports the resulting balance of cash held. 

This financial report is necessary to report on the money received and the money spent by the Club in the reporting period.

The source for preparing the Income and Expenditure Statement is the CRJ and CPJ. The Treasurer should give thought to what will be regular recurring transactions and what aren’t so that the CRJ and CPJ column standard headings can be adopted and used in the Income and Expenditure Statement. This will make the report easier and quicker to prepare.

As a general rule regular recurring transactions should have their own standard headings in this report. Less regular transactions can be listed under another standard heading called Sundry.
The Income and Expenditure Statement can not only report for the period since the last statement was presented (usually done monthly) but can also give a Year to Date position. In addition, it is good practice to include the current year’s Annual or YTD Budget so that the committee can compare performance to date with the year’s expected outcome. These additional columns are not essential but are recommended. 

Most Income and Expenditure Statements take the following format:
1. Opening Cash Balance 
This is the closing cash balance brought forward from the last Statement of Income and Expenditure Statement.

2. Receipts
This is a list of the receipts since the last report and is obtained from the column totals in the CRJ.
3. Expenses
This is a list of the payments since the last report and is obtained from the column totals in the CPJ.

4. Period Surplus or (Deficit)
This is the net result of Receipts less Expenses in the period.

5. Closing Cash Balance

This is the sum of Opening Cash Balance and the Period Surplus or (Deficit).

It is the cash position as at the end of the period reported and will agree with the Reconciled Bank Balance in the Bank Reconciliation. 
The following is an example of a simple Income and Expenditure Statement using the information in the CRJ and CPJ examples:

“Name of Club”

Income and Expenditure Statement

For the period (beginning date) to (end date)

	
	
	JUNE
	YTD
	ANNUAL BUDGET

	
	$
	$
	$
	$

	Opening Cash Balance
	
	850.00
	400.00
	450.00

	
	
	
	
	

	Receipts
	
	
	
	

	Membership
	60.00
	
	700.00
	800.00

	Training Fees
	
	
	550.00
	800.00

	Fund Raising
	68.00
	
	957.38
	1000.00

	Sundry
	
	
	
	

	     Bank Interest
	1.78
	
	12.15
	30.00

	     Sponsorship
	
	
	500.00
	1000.00

	Total Receipts
	
	129.78
	2719.53
	4130.00

	
	
	
	
	

	Expenses
	
	
	
	

	Competition Fees
	100.00
	
	500.00
	700.00

	Ground Hire
	150.00
	
	450.00
	700.00

	Equipment & Maintenance
	10.00
	
	533.00
	1000.00

	Fund Raising
	65.25
	
	250.00
	500.00

	Sundry
	
	
	
	

	     Bank Fees
	4.00
	
	36.00
	100.00

	     Insurance
	
	
	500.00
	500.00

	     Trophies
	
	
	200.00
	500.00

	Total Expenses
	
	329.25
	2469.00
	4000.00

	Surplus or (Deficit) for Period
	
	(199.47)
	250.53
	130.00

	
	
	
	
	

	Closing Cash Balance
	
	650.53
	650.53
	580.00



The Budget is a necessary document for a funding application to the Union but that is not the only reason for preparing a budget. The Financial Budget is a useful tool for the Treasurer because first, it assists in the planning of the Club’s upcoming year’s finances and second, as the year progresses, it is a means of controlling the Club’s finances. 

A Financial Budget prepared on an annual basis can be more useful if prepared on a monthly basis and totalled for the year. If it is done this way it gives the Treasurer a better understanding as to the timing of the Club’s cash flow in and out and will indicate when large expenditures can or cannot occur.
The first step in preparing a Budget however, has nothing to do with finances. The Budget is the financial interpretation of the Club’s planned activity. The Treasurer must first gain an understanding from the committee of what the Club is planning to do in the upcoming year. Only when this is known will the Treasurer be able to translate it into financial terms represented in the Budget.

If the Club’s activity levels are expected to be the same as in previous years and actual financial performance in those years have been reasonably close to the estimates set out in previous budgets then preparing the Budget should be reasonably straightforward. All that the Treasure has to be mindful of is the likely changes in prices for goods and services and adjust for past under or over estimating.

If the Club’s activity levels are to substantially change, or it is a new Club with no financial history to refer to, then the task becomes more difficult and estimates need to be carefully thought through. In such a case it is best to be conservative in approach.

A Budget can be prepared manually but as the exercise can involve continual adjustment until finalised it is recommended that it be done in a Microsoft Excel spreadsheet. An example in month and year format is included in the section Budget Review
The key steps to take are as follows:

1. Determine from the Club committee the Club plans for the upcoming year
and estimate the level of activity 
2. Estimate Income

3. Estimate Expenses

4. Review the Budget and adjust as necessary
5. Review the Budget with the Committee

Some points to be aware of:

· Understand the key relationships in Club activity

If it is membership numbers and they are to increase then certain expenses may also increase; eg more team uniforms may be needed, more teams can mean more ground hire costs, insurance costs may increase, etc.
· Make sure estimates are realistic
Do some research on prices; prior year Income and Expenditure Statements can give a guide as to likely costs but be aware that some costs will increase.


The second step is to identify all the various sources of income for the Club. The most common will usually be membership fees but depending on the Club other forms of income will be training fees, sponsorship, grants, fundraising, and sale of club merchandise and bank interest.

Systematically work through each type of income and estimate the amount and the timing of its receipt. For example, membership fees will depend on the number of expected members and the price of the fee. In addition although the membership fee may be payable in one month, it may take another few months for all the fees to be paid.
Enter the results into the Budget estimating as best as possible the month the income will be received. Then calculate the yearly total for each income item and then calculate the total of all income for each month and for the year.

The third step is to determine the type and amount of expenses the Club will incur for the upcoming year. A starting point is to review previous years Statement of Income and Expenditure Statements as many expenses tend to repeat themselves each year.
There are two types of expenses to consider; the first is an expense that has a direct relationship with an activity. The second has no relationship with an activity item. Identifying the two types will make it easier to understand how to estimate their amount.

The first one will change according to changes in the level of activity. For example if membership levels increase then it is likely the Club will have to provide more facilities. If a soccer club increases membership and creates additional teams then more grounds may have to be hired resulting in increased ground hire fees. Similarly more uniforms may have to be purchased for the additional players. Another example may be an abseiling club has increased membership and as a result more abseiling equipment may have to be purchased. With this type of expense it is important when estimating to match it to the activity level for accuracy.
The second type of expense has nothing to do with the different levels of activity. A possible example is a Club’s association fee with the sport’s governing body. It may not matter how many members the Club has it still will be required to pay the association fee. Generally, with this type of expense it only requires assurance it will be incurred and then estimate a likely cost. Usually prices as a general rule will go up at least in line with inflation so use the CPI (Consumer Price Index) which is easily accessible on the ABS (Australian Bureau Statistics) website .
When the expenses have been estimated work out when payments will be required and then enter the expenses into the Budget.  Then calculate the yearly total for each expense item and then calculate the total of all expenses for each month and for the year.


Once the income and expenses have been entered into the Budget and totalled by item by month and year it should show either a surplus or a deficit for each month and in total for the year. 

It may show the desired outcome giving the financial result called for by the Club but even if this is the case it is recommended the budget numbers be reviewed at this point. Reviewing the Budget should be taken in two steps:
· Read the Budget as a whole to see if it makes sense.

When working on individual income and expense items in detail within the Budget it is easy to make mistakes that do not become apparent until seen as part of the whole budget. 

Do mental calculations to make sure that income and expense items that have a relationship do actually reflect that relationship. 

Compare the Budget with a previous year’s Income and Expenditure Statement to see if any items have been missed or that the annual totals are similar.

· Rework the Budget to achieve the desired final result.

The ideal result is a balanced budget (Income = Expenditure) unless the Club is intending to build up some cash reserves for a future major purpose in which case the Budget should be working towards a planned surplus. 

Concentrate on income first and then adjust expenses. Keep in mind the activity relationships whereby a change in an income item can mean an automatic change in a related expense. 

Finally, review the cash position at the end of each month to make sure it remains in surplus. If the Budget shows a deficit in any particular month, or if the cash balance is too low leaving no room for error, then defer some expenditure items to a later month

Some final points:
Concentrate on the larger dollar items – it does not matter if small amounts are incorrect as they will have no material impact on the overall financial result but if a large income item or expense is only slightly wrong it can have a major impact.
There is no need to work the Budget down to individual dollars and cents - round the estimates up to $5 or $10 increments (depending on the size of the Budget). This makes budget preparation easier and it loses no accuracy of consequence.
Try to make the Budget realistic. The Budget is reflecting financially the future activity of the Club. It is not expected to be correct to the dollar but it should be a reasonably accurate representation of the Club’s planned activity. 
Once the Budget is completed, reviewed and accepted by the Club do not change it – no one wants to deal with a moving target. The only time a change can be justified is when there is something that has happened that has a material impact on the Club’s finances. In such a case the Budget can be reworked (only for the remaining months of the year) and identified as a reforecast.
An example of a budget layout is as follows:

“Name of Club”

Financial Budget
For the 12 Months ending (end date)

	
	JAN
	FEB
	
	DEC
	TOTAL

	
	$
	$
	
	$
	$

	Opening Cash Balance
	450.00
	1050.00
	
	345.00
	450.00

	
	
	
	
	
	

	Receipts
	
	
	
	
	

	Membership
	600.00
	100.00
	
	
	800.00

	Training Fees
	
	
	
	
	800.00

	Fund Raising
	
	300.00
	
	250.00
	1000.00

	Sundry
	
	
	
	
	

	     Bank Interest
	5.00
	5.00
	
	5.00
	30.00

	     Sponsorship
	
	500.00
	
	
	1000.00

	Total Receipts
	605.00
	905.00
	
	255.00
	4130.00

	
	
	
	
	
	

	Expenses
	
	
	
	
	

	Competition Fees
	
	
	
	
	700.00

	Ground Hire
	
	
	
	
	700.00

	Equipment & Maintenance
	
	150.00
	
	
	1000.00

	Fund Raising
	
	50.00
	
	50.00
	500.00

	Sundry
	
	
	
	
	

	     Bank Fees
	5.00
	10.00
	
	10.00
	100.00

	     Insurance
	
	500.00
	
	
	500.00

	     Trophies
	
	
	
	300.00
	500.00

	     Uniforms 
	
	650.00
	
	
	

	Total Expenses
	5.00
	1360.00
	
	360.00
	4000.00

	Surplus or (Deficit) for Period
	600.00
	(455.00)
	
	105.00
	130.00

	
	
	
	
	
	

	Closing Cash Balance
	1050.00
	595.00
	
	450.00
	580.00


Note:
· The listed items for Receipts and Expenses should be exhaustive and include all the known items of income and expenditure.

· The Opening Cash Balance at the beginning of a month is always equal to the Closing Cash Balance of the preceding month.


It is of critical importance that the current Treasurer keeps clear and up to date records of all club financial transactions. When handing over the Club’s financial records to the next Treasurer the system and records should be easily followed and understood by that person. 

The hand over should include the following:

· Bank Records 

Authorised Signatory Form

Bank Statements, deposit books and cheque books.

· Petty Cash Book and Petty Cash Float

· Duplicate Receipt Books

· Receipts and Invoices File

· Financial Reports

Income & Expenditure Statements

Financial Budget

Inventory List

· Treasurer’s Handbook
Finally, take the time to explain the financial system and method of the Club to the incoming Treasurer. This, and being provided with the complete and organised financial records of the Club and the Treasurer’s Handbook, will better assist the new Treasurer in continuing that important duty of ensuring the ongoing financial viability of the Club. 
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