Using the New Request for Payment System
A completed and authorised Request for Payment Form is necessary for all expenditure of Club funds.  
For the computer-shy there is a PDF version, with suffix (manual), available from the Treasurer or the club website.  This can be printed off and completed by hand.
A Word template form for completion on screen is also available from the club website. To complete the on-screen form, tab through or click on the form fields to tick boxes and enter or overtype text where necessary.  When finished, Save and Print the form and pass the hard copy on to the person needing to approve.
Copies of receipts and or invoices must be attached if available. A brief explanation will suffice if they are not.
Payments to Charities approved in the Annual Budget or by a Board meeting must have a reference to the relevant approved budget or Board motion.
Please ensure that the account against which the payment is to be billed is selected from the list by circling its number or typing it in at the end of the line above the list of categories.  Please discuss with the Treasurer if additional categories would be useful for reporting purposes.
[bookmark: _GoBack]Payments must be authorised by a 2 Board Members or the Chair of the relevant committee and another Board Member. Both authorisation lines are to be signed off before passing the form to the Treasurer for processing the payment. 
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Rotary Club of Ocean Grove Inc.

Inc. Assn. A 0013584 X  ABN: 13 501 173 192

Request for Payment

Payment requested by Rotarian: N Emselle Date: Today

Brief Reason for Expenditure: Charity Donation

Account: [ICharities Xl Administration CJArt Show
Payment Type Required
[0 Reimbursement to myself: (Attach invoices or receipts)

Acc. Name: Click here to enter text. BSB: Click here to enter text. Account No:

O err Payment to Charity or Supplier: click here to enter text.

X Cheque required made out to: Shelter Box Australia

Invoice payment/reimbursement to be recorded against Category No:

Charities Expenses Administration Expenses Art Show Expenses
1528 Summer Market Expenses 1605 Rotary International Subscriptions [1710 Prize Payments
1530 Winter Market Expenses 1606 RDU Magazine Subscriptions 1720 Payments to Arfists
1632  Market Insurance 1607 District Subscriptions 1725 Payments to Beneficiaries
1636 Youth Payments 1608 Social Club Subscriptions 1730 Raffle Costs
1540 Vocational Payments 1603 Badges and Regalia 1740 Hire of Screens.
1645 Car Raffle Expenses 1610 Training Expenses 1760 Hire of venue
1560 Community Projects 1616 Meeting Meals/Venue 1755 Catering Costs
1562 Community Market Gate Refunds  [1620 Meeting Raffle Expenses 1760 Judges Costs
1655 Solmaid School Project 1626 Postage, Printing, Stationery 1770 Printing catalog
1860 International Project Payments 1630 Secretarial Expenses 1775 Cash Advance
1663 Rotary Foundation (The) 1632 Accounting Expenses 1780 Advertising/Promotional Signage
1565 Other Charitable Donations 1636 Comms (Web hostTelephone etc) [1790 Sundry Expenses
15680 Sundry Charities Expenses 1640 Public Relations
1650 Sundry Admin Expenses

Details of Expenses Amount
Programmed donation $ 1000.00
S
$
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:

EFT Payment Processed: EFT Transaction #:

Cheque Number: Date: Cheque Presented:

Processed into QuickBooks:

27 June 2016






Using


 


the New Request for Payment System


 


A completed and authorised 


Request for Payment Form


 


is necessary for all expenditure of Club 


funds.  


 


For the computer


-


shy there is a 


PDF version


,


 


with suffix (ma


nual


)


,


 


available from the Treasurer or 


the club website


.  This can be printed off and


 


completed by hand.


 


A 


Word 


template form


 


for completion on 


screen


 


is 


also 


available from 


the club website. To complete


 


the 


on


-


screen


 


form


, tab through 


or click on 


the 


form fields


 


to 


tick


 


boxes and 


enter 


or overtype 


text


 


w


here 


necessary


.  


When finished


,


 


Save and Print the form and pass 


the hard copy


 


on to 


the person 


needing to approve


.


 


Copies of receipts and or invoices must be attached if available. A


 


brief explanation will suffice if 


they are not.


 


Payments to Charities approved in the Annual Budget or by a Board meeting must have a reference 


to the relevant approved budget or 


Board


 


motion.


 


Please ensure that the account against 


which 


the payment is to be billed is selected from the list by 


circling 


its


 


number or typing it in at the end of the line above the list of categories.  Please discuss 


with t


he Treasurer if additional categories would be useful for reporting purposes.


 


Payments 


must be 


authorised 


by a 


2 


Board 


Members


 


or 


the 


Chair of the relevant committee


 


and 


another Board Member.


 


Both authorisation lines are to be signed off before passing the form to the 


Treasurer for processing the payment.


 


 




Using   the New Request for Payment System   A completed and authorised  Request for Payment Form   is necessary for all expenditure of Club  funds.     For the computer - shy there is a  PDF version ,   with suffix (ma nual ) ,   available from the Treasurer or  the club website .  This can be printed off and   completed by hand.   A  Word  template form   for completion on  screen   is  also  available from  the club website. To complete   the  on - screen   form , tab through  or click on  the  form fields   to  tick   boxes and  enter  or overtype  text   w here  necessary .   When finished ,   Save and Print the form and pass  the hard copy   on to  the person  needing to approve .   Copies of receipts and or invoices must be attached if available. A   brief explanation will suffice if  they are not.   Payments to Charities approved in the Annual Budget or by a Board meeting must have a reference  to the relevant approved budget or  Board   motion.   Please ensure that the account against  which  the payment is to be billed is selected from the list by  circling  its   number or typing it in at the end of the line above the list of categories.  Please discuss  with t he Treasurer if additional categories would be useful for reporting purposes.   Payments  must be  authorised  by a  2  Board  Members   or  the  Chair of the relevant committee   and  another Board Member.   Both authorisation lines are to be signed off before passing the form to the  Treasurer for processing the payment.    

