
Rotary Club of Ocean Grove 
Proposed Treasury Procedures

In 2012 Corporate Affairs Victoria changed the club rules for all Incorporated Bodies. As a result of these changes “Not for Profit” organisations with income/revenues totalling less than $250,000 in one financial year are no longer required to have their annual accounts audited by a professional Accountant. The down side to this change is that the risk of errors or fraud being picked up by an independent person has been reduced significantly. In order to offset this risk it is recommended that the following procedures are adhered to by both the Rotary Club Treasurers and Board members. 

Areas of Control 
1. Authorised persons

2. Bank Accounts

3. Cash received

4. Invoices processing - payments
5. Payments:

Cash

Cheques
Internet Banking
6. Accounting / Software
7. Bank Reconciliations

8. Budgeting

9. Reporting

10. Record Keeping and Review
11. Internal Auditing

1. Authorised persons
In order to ensure that cheques can be paid and funds banked while members are away during the year it is recommended that the following people have access to Bank Accounts.

Cash – Using an authorised cash deposit book any member can deposit cash or cheques into either the Administration or Charities bank accounts.

Cheques – It is recommended that at least three members of the Board including the President, Treasurer and ideally the secretary are registered cheque signers for Administration and Charities accounts and additional signatories for any special project accounts be approved by the Board. (eg Art Show)
Internet Banking – It is recommended that the Treasurer (and assistant if appointed) is the only person with approved access to internet banking functionality. If the Treasurer is away for extended periods, then this access should be transferred to one of the other Authorised cheque signers as above. If the Treasurer is unavailable in the short term then the club should use cheque facilities to complete banking processes.
2. Bank Accounts

The following bank accounts may be utilised by the club.
· Three Cheque Accounts – Administration, Charities and Art Show (non-interest bearing) 
· Fixed Term Deposit Accounts – when required.

· One Business On-Line Saver Account - (Interest Bearing Account Daily) 
All cheque accounts and interest bearing accounts shall be linked to internet banking. 

Every attempt should be made to utilise internet banking for all transactions to ensure that bank reconciliations can be kept up to date and to reduce long term amounts sitting unpresented.
If operationally practical special purpose bank accounts should be  linked with the same accounting software as the main club accounts and transaction information conveyed to the Treasurer in a timely manner. The board should preside over whether practical or not. For the Art Show a monthly transaction report must go to the board before each board meeting
3. Cash Received
Of all the items in any business, cash handling presents the highest risk to organisations. Unless an accountable document such as a numbered receipt or a numbered ticket is used to verify total amounts received or paid, it is impossible to maintain an audit trail over cash.  

Individual controls can be put in place for all cash received, but in many instances the administration effort is prohibitive.

Rotary has numerous instances where cash is received for activities. –e.g. meeting dinners, raffle ticket sales, market stall permits. For each of these items and other, it is important that the Treasurer bank cash on a timely basis and note on the pay in book what each entry represents.
Note: On no occasion is it acceptable to pay invoices for services with cash received from other Rotary activities. All cash received must be banked.

4. Invoice Processing and Payment

Rules of the Rotary Club of Ocean Grove Incorporated Victoria - Article 32 – Finances   Section 3 – Bills State:

“Bills are paid by the treasurer or another authorized officer when approved by two other officers or directors” 

In order to comply with this rule, every payment made by the Treasurer must be matched to a supplier invoice or an authorised “Request for Payment”.  In the case of a payment to a charitable institution, or where an invoice is not available, a record of payment document such as a Request for Payment must be prepared. (see example attached). 
It is recommended that RCOG policy shall be that bills may only be paid by the Treasurer, or another Board authorised officer, when approved by two Board Members or one Board member and a Chair of the relevant sub-committee.

EFT payments and transers shall be set up by the Treasurer, or another Board authorised officer and another signatory advise by text or email the they are ready for authorisation.
Once the payments authorised by these documents are complete the documents must be filed in a way that the payment can be tracked from the document to the Bank Statement.
5. Payment types

Cash – Every effort should be made to ensure that cash is not used to pay Rotary debts.  Cheque signers should never sign cheques made out to cash, unless first receiving approval from the Board in writing.
Cheques – While cheques will remain in use in the future every effort should be made to move to internet banking. Internet banking ensures that payments are made, with no problem with cancelling cheques or having them unpresented for long periods if time. 
For each cheque raised, a matching approved payment advice must be completed, signed and filed.  See section 1 - Authorised persons.

                   Note – On no occasion should cheque signatories sign blank cheques. 

Internet Banking – While internet banking is the most efficient way of transacting club funds it is important that when completing payments that in the transaction box the Treasurer first writes OG Rotary so that the receiver knows who its from, and a short version of the recipient name and/or invoice number so the Treasurer will know who he sent it to.  On receipt of funds electronically it is also important that the sender reciprocates.
It is quite a difficult task to track down these details through a bank.

6. Accounting Software 
There are three methods of maintaining the financial records of a Rotary club. Hand written ledger, Excel spread sheet or Accounting software such as MYOB, Quick Books etc. While it is preferable that technology is used to maintain records, hand written ledgers are acceptable.

7. Bank reconciliations 
Bank reconciliations should be completed at least monthly if not more often to ensure that total Administration and Charity Accounting Bank Balances are equal to total cash at bank in the clubs accounting records.

8. Budgeting

Prepare the annual budget in accordance with District guidelines. While the Budget should not change during the year, a full year forecast should be updated for the Board monthly.
9. Reporting

Monthly reporting to the Board should include the current month and year to date Profit and Loss and Balance Sheets for both the Charities Account and Administration Account. In addition a budget / forecast performance report showing year to the date position of revenues and expenditures for each account.

10. Record Keeping and Review
Two separate ringed binders should be set up chronologically month by month - one binder for the Admin Account, the other for Charities. As payments are made either the approved invoices or Ocean Grove Rotary Club record of payment document (see section 4) with Cheque or EFT Reference number added or copy of the electronic disbursement notice are filed in respective files. This will enable the reviewers to review all payment transactions.

All cash and cheque deposit items are recorded in the Bank deposit books for the respective account. Again these can be reviewed and agreed against Bank Statements.
11. Auditing of Club Accounts

As noted in the introduction, currently the accounts of our organisation do not need to be audited by a professional accountant. Club Rules state that the accounts should be checked and signed off by the President (or their appointee) and one other Club Member. 
It is recommended that this ‘other member’ be the Immediate Past President (or their appointee). 

Noel Emselle (Treasurer)
Adrian Schmidt (President)

John Paton (Immediate Past President)
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Record of Payment

Account: [ Administration

Payment requested by Rotarian:

Brief Reason for Expenditure:

Rotary Club of Ocean Grove Inc.

[ Charities I Art Show

Date:

Invoice payment/reimbursement to be recorded against Category:

Administration Expenses
1605 Rotary International Subscriptions
1606 RDU Magazine Subscriptions
1607 District Subscriptions
1610 Other Membership Expenses
1615 Meeting Meals/Venue
1620 Meeting Raffle Expenses
1625 Postage, Printing, Stationery

Charities Expenses
1528 Summer Market Expenses
1530 Winter Market Expenses
1535 Youth Payments
1540 Vocational Payments
1545 Car Raffle Expenses
1550 Community Projects
1552 Community Market Gate Refunds

Art Show Expenses
1710 Prize Payments
1720 Payments to Artists
1725 Payments to Beneficiaries
1730 Raffle Costs
1740 Hire of Screens
1750 Hire of venue
1755 Catering Costs

1630 Secretarial Expenses 1555 Solmaid School Project 1760 Judges Costs

1632 Accounting Expenses 1560 International Project Payments 1770 Printing catalogue

1635 Comms (Web host, Telephone etc.) 1565 Other Charitable Donations 1775 Cash Advance

1640 Public Relations 1780 Advertising/ Signage
1790 Sundry Expenses

Payment Type Required

Reimbursement to myself: - (Attach invoices or receipts)

Acc. Name: Click

text. Account No: Click here t

0 EFT Payment to Charity or Supplier: - (Invoice or Board minute must be attached)

Acc. Name: Clicl . BSB: C

her:

Account No:

[J cCheque required made out to:

Details of Expenses

Amount

Allocation

$

$

>

Total Payable

$

Authorisation by President, Board Member or Committee Chair (2 required)

Position in Club:

Signature:

Date:

Position in Club:

Signature:

Date:

Forwarded to Treasurer:

(Date)

Treasurer Use Only:
Entered to QuickBooks:

EFT Payment Processed:
Cheque Number:

Allocated into QuickBooks:

Expense Account:
EFT Transaction #:

Cheque Presented:
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