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1 PURPOSE 
This paper sets out the key financial procedures and controls for the Club’s income and expenditure.  It is not an exhaustive manual for all the detailed financial operations of the Club.  It will need to be kept under review as circumstances change. 
The Club is a Community Amateur Sports Club run by volunteer members on behalf of the members.  The presumption is that members trust other members, but also that the governance structure will include reasonable safeguards against malfeasance.  The administrative burden of applying the financial procedures and controls should be commensurate with the benefit for members.
This paper covers
i. Ensuring all financial commitments and payments are authorised 

ii. Ensuring all moneys payable to the Club are received by an authorised person

iii. Ensuring all financial transactions are properly recorded and accounted for

iv. Bank accounts and signatories
There are separate papers on ‘Tennis and Croquet Working Together Financially’ and the ‘Modelling the Wear & Tear Fund – Theory and Practice’.  These should be referred to as needed.

2 ENSURING ALL FINANCIAL COMMITMENTS AND PAYMENTS ARE AUTHORISED

2.1 Interaction with Annual Budget Process
The Club’s financial year-end is 30 September.  The budget for the year is prepared in August/September by the Treasurer, discussed by the Finance Committee and approved by the Club Committee in October.  The budget serves various purposes but the most important are: a) to determine the appropriate level of subscriptions for the next playing year, starting 1 April; and b) to serve as an appropriate basis for authorising expenditure in the year. 
The budget is based on projected recurring and non-recurring expenditure and transfers to/from the Wear & Tear fund for the coming year to 30 September. 
A 10-year financial forecast should also be maintained by the Treasurer with input from the other Committee members taking into account anticipated changes in income or expenditure.  The 10 year forecast should also take into account the expected replacement and refurbishment profile of the major assets of the club. The year end accounts should include a statement as to the amount of reserves which are allocated to the Wear & Tear fund.  The methodology for calculating the Wear and Tear fund is documented in two papers ‘Modelling the Wear and Tear Fund – Theory and Practice’.
Each area of the budget shall be developed in sufficient detail and discussed, agreed and allocated to the relevant budget holder on the Club Committee. On the basis that authorisation of expenditure under £200 will generally be the budget-holder’s responsibility, development and agreement of the budget will preferably identify all items (individually or like items) in the region of £200 or above. Items below this amount should also be specified as far as possible. It’s recognised that all items cannot be identified in budgeting and expenditure authorisation has to cater for the unexpected.
If a new contract or one-off project is being considered, the individual(s) considering the project should discuss with the Treasurer whether the project is covered by the Wear & Tear fund and if so, whether the amount saved in the Wear & Tear fund is sufficient.  As part of this a discussion should take place on: a) how the project should be funded; b) whether the project should be deferred to allow time for additional fund raising; and c) the allocation of costs between tennis and croquet (involving representatives of both Tennis and Croquet).  Projected costs should not be included in budget recurring or non-recurring expenditure until all appropriate approval processes have been completed and an individual is authorised to enter into that commitment (see further below). 

2.2 Authorisation of an Individual to Enter Into a Commitment or Contract on The Clubs’ Behalf
The authorisation procedures and approval levels are as follows:
1 For recurring expenditure that has been budgeted, or one-off expenditure that has also been specifically budgeted, the Budget-holder has sole authority up to £500; above £500 the Treasurer must authorize in advance of the commitment NOT at the invoice sign off. 

2 For expenditure of any amount in an area with a budget, variances will be dealt with as follows.  If the actual recurring expense of an item that is within the budget is more than expected, the budget holder should understand why this is the case and whether the over-spend can be recouped from other items in his/her budget.  If it can, there is no need to seek further authorisation: the over-spend will be reported as usual in the periodic management accounts.  If it cannot, then the over-spend should be referred to the Treasurer for authorisation, and agreement of the allocation of the over-spend between tennis and croquet if relevant, before a financial commitment is made. 

3 All unbudgeted or over-budget recurring expenditure, or variances in budgeted one-off expenditure, above £500 up to an absolute amount of £1,000 have to be authorised by the Treasurer, with reporting of such expenditure periodically to the Finance subcommittee (Club Committee in absence of Finance subcommittee).

4 All unbudgeted non-recurring expenditure will have to be pre-authorised by the Treasurer up to £500, and between £500 and £1,000 by the Club Committee, with reporting of such expenditure periodically to the Finance subcommittee (Club Committee in absence of Finance subcommittee) 

5 All unbudgeted non-recurring expenditure over £1,000 will have to be pre-authorised by the Club Committee. This will include significant project expenditure.

 

For the above purposes written or email evidence is needed and the usual Club Committee quorum will normally apply.  In the case of urgent expenditure where a full committee 'vote' is impracticable expenditure may be authorised by at least 3 from the Chair, Vice-Chair, Executive Secretary and Treasurer, to be reported to the Club Committee in a timely manner. 
2.3 Extra Procedures for New Contracts or One-Off Projects

Reference is made below to (i) a project sponsor, the individual (who may be an existing budget-holder) who is accountable for the project working with the relevant working group or committee as appropriate; and (ii) a statement of need (“SoN”). This should help ensure those responsible for authorisation understands the ‘why, what, how, who, when’ of the project.  In all cases the sponsor has to obtain buy-in from the relevant sub-committee or working group before seeking financial authorisation.
The authorisation procedures and approval levels are as follows: 

1.  Up to £200 no SoN is needed. 
2. For projects or contracts exceeding £200 value up to £1,000 the sponsor prepares a SoN. For new contracts the value is calculated as the potential accumulated contract price over time. The Sponsor exercises his/her judgement on whether more than 1 quote is needed.  In all these cases the Treasurer is informed.

3. More than £1000: Sponsor prepares SoN, obtains at least 2 quotes and requires reference to Treasurer and approval of Club Committee.  

Sponsors are trusted to be sensible in determining when an item should be looked at individually and when it should be looked at as part of a larger project.  If in doubt, it is best to aggregate and look at a project as a whole with the inter-dependencies and opportunities to spend Club funds to best advantage.

If it becomes apparent during the project that the authorised project budget is likely to be exceeded then the sponsor should understand why this is the case and whether the over spend can be recouped from other items in the project budget.  If it can, there is no need to seek further authorisation.  If it cannot, then the over spend should be referred to the Treasurer or Club Committee for authorisation, and agreement of the allocation of the over spend between tennis and croquet, before a financial commitment is made in line with the monetary amounts above.
2.4 Process to Ensure Payment Only Made by Authorised Individuals on Fulfilment of Contract
The sponsor is responsible for confirming that the contract has been fulfilled, all invoices and documentation have been obtained and that the invoice is passed to the Treasurer for payment.
The Treasurer will arrange for payment by the authorised signatories. These are set out in section 7.  The Bookkeeper is able to make payment from the current account and subscription account on their signature only.  This is practical and greatly helps day-to-day operations.  Checks and balances include the following:  i) the Treasurer regularly reviews the bank statements (sent to the Treasurer) and the bank reconciliations; (ii) the Bookkeeper confirms with the Treasurer, and keeps a record of that confirmation, that the payment is authorised (iii) the Bookkeeper takes the trust placed in them very seriously and preferably is a fellow of the ACCA and (iv) the year-end financial records and associated reconciliations are reviewed by the Treasurer and Independent Examiner.  

2.5 Reimbursement of Expense Claims for Out of Pocket Expenses
The Club trusts its members, volunteers and those providing services to the club to make claims only for expenses incurred for the benefit of the Club.  This trust is explicit in the expense claim forms.  These include a statement that the person making the claim has incurred the expenditure and all the items were made available for the benefit of the Club.  An expense claim form should be used in all cases (found on website), supporting documentation attached and the form approved by the Clubhouse & Grounds Director (clubhouse expenses) or the Treasurer (all other claims) or another Club committee member (in case of claims by the Treasurer).  
3 ENSURING ALL MONEYS PAYABLE TO THE CLUB ARE RECEIVED BY AN AUTHORISED PERSON

Most income is received as cheques or online banking with the payee in the name of Old College Lawn Tennis & Croquet Club.  The intention is to minimise cash receipts wherever possible.   

Where cash receipts arise, the over-arching principle is that the Club trusts its members.  This trust is explicit in the income return forms.  These include a statement that the person returning the income form has returned all cash received by him/her on behalf of the Club.  An income return form should be used in all cases (found on website – update and upload).  This enables the Bookkeeper to readily identify what the cash relates to and record the cash appropriately in the books and records.

The following actions should be followed to demonstrate that all income is received by an authorised person:

1. Subscriptions: Clear instructions to be given on all membership forms for payment of subscriptions either by online banking or sending a cheque to a stated address or delivering the cheque to a locked post box the keys to which are held by designated individuals.
2. Tournaments:  An income return, setting out details of the fees received and confirming the amounts are complete, is prepared by the Tournament organiser.  The income return and cash are given to the Treasurer for banking/recording in books of account.

3. Floodlight tokens:  An income return, setting out details of the number of tokens sold and cash received and confirming the amounts are complete, is prepared by the floodlights manager.  The income return and cash are to be given to Treasurer for banking/recording in books of account.

4. Sale of tennis balls: (not recommended because administration burden outweighs the benefit): An income return, setting out details of the moneys received and confirming the amounts are complete, is prepared by the relevant Tennis Committee person.  The income return and cash are given to the Treasurer for banking/recording in books of account.

5. Non-member fees and visitor’s fees:  The member in receipt of the fee inserts in pre-printed envelope and posts in relevant clubhouse box.

6. Bar & vending machine:  The Club trusts its members to pay for all bar stock.  Cash in the bar and vending machine is collected and banked by the Clubhouse manager.  The Clubhouse manager prepares an income return confirming the amounts are complete which is given to the Bookkeeper.   Cash in the bar and vending machine is not to be used to meet clubhouse expenses: this ensures a proper record of income and expenses is possible.  

7. Court Hire: Hiring of courts to other organisations shall be administered through invoice and direct BACS payment into the current account.
8. Coach Facilities Levy: This levy shall be captured from the coaches on a monthly basis via an income return.

4 ENSURING ALL FINANCIAL TRANSACTIONS ARE PROPERLY ACCOUNTED FOR

Most income and expenditure is by cheque or online banking with the payee (for receipts) in the name of Old College Lawn Tennis & Croquet Club or invoice (for expenditure) in the name of Old College Lawn Tennis & Croquet Club.  

The Club trusts the Bookkeeper to record all income and expenditure appropriately.  This trust is aided by the following procedures:

1. Bank reconciliations: Regular reconciliations should be prepared reconciling the bank account to the analysed cash book.  These should be reviewed each quarter by a different person from the individual preparing the reconciliation.

2. Use of income and expenditure returns:  The Book-keeper is responsible for retaining all income and expenditure returns and using the returns as the basis for analysing and recording income and expenditure in the cash book.

3. Retention of supporting documentation:  The Book-keeper is responsible for retaining all supporting documentation, clearly filed, for all entries in the analysed cash book.

4. Subscription reconciliations:  Regular reconciliations should be prepared reconciling subscriptions banked with membership data held on the membership database. It is recommended that these are reviewed by a different person from the individual preparing the reconciliation.

5. Comparison with budget and prior periods:  The Treasurer reviews periodic management accounts (at a minimum twice per year) to see if there are any anomalies or variances with budget and prior periods, to obtain an explanation.

6. Year-end accounting:  At the end of each financial year, the Treasurer will prepare a statement of Receipts and Payments.   An independent examiner will prepare a report for the members of the Club confirming that the statement has been correctly extracted from the underlying records.  

5 CROQUET SECTION

The Club Treasurer delegates day to day responsibility for overseeing financial activities of the Croquet Section to a suitably experienced Croquet Treasurer.  The Croquet section prepares an annual budget of income and expenditure for inclusion in the club’s budget.  Shared costs are determined in accordance with the paper referred to above.

Croquet subscriptions are administered by the croquet section but the money is banked in the Club’s account and member details are recorded in the Club’s member database.  Budgeted croquet expenditure is approved by the Croquet committee but payments are paid through normal Club processes.  This means that income and expenditure covered by the Croquet Section budget are identified, authorised and recorded initially by the Croquet Treasurer, assisted as necessary by other Croquet Committee members, then passed periodically to the Book-keeper or Club Treasurer, who will arrange for banking of Income and settlement of valid expenditure out of Club funds.

When the Croquet Section proposes to enter into any Lawn-related or other Croquet contract or commitment in excess of £200 the Croquet Treasurer will inform the Club Treasurer of the intention and how it will be funded by Croquet.  If funding from the Club is requested or in the case of a larger value item the Club Treasurer will consider if the matter should be referred to the Club committee for approval.

6 GENERAL

Any significant variations from Tennis or Croquet Budgeted Income and Expenditure that could significantly affect Annual Surpluses or Deficits, Section contributions or future Subscription rates shall be reviewed by the Committee, the Tennis Committee or Croquet Committee as applicable, with significant matters affecting both Sections, and the proposed resolution, being discussed by the Finance Subcommittee with Treasurer and Croquet Treasurer present.  

The Treasurer, the Croquet Treasurer and any other member managing Club funds, must record all receipts and payments together with supporting documentation. The Bookkeeper and Treasurer ensure cross-referencing to allow the independent examiner to verify the support for any entry in the year-end financial statements.

7 BANK ACCOUNTS AND SIGNATORIES
The Club maintains a number of bank accounts their purpose and signatories are set out below.  The Committee will appoint at least three Committee members, including the Chair, the Treasurer and at least one other, who will be authorised signatories to all the Club’s bank accounts.
Current Account

· Signatories: Chair, Treasurer, Bookkeeper and Executive Secretary 

· Control: one signatory

· Online: Access for Bookkeeper and Treasurer

· Purpose: Working capital and invoice and expense payments

Subscriptions Account

· Signatories: Chair, Treasurer and Bookkeeper 

· Control: one signatory

· Online: Access for Bookkeeper and Treasurer

· Purpose: Segregated account for collecting subs - cleared immediately so no residual balance maintained

Wear & Tear Account

· Signatories: Chair, Treasurer, and Executive Secretary

· Control: two signatories

· Online: Read only

· Purpose: 'higher' interest account to hold funds not required for day to day but allocated for specific Wear & Tear activities

Savings Account

· Signatories: Chair, Treasurer, and Executive Secretary

· Control: two signatories

· Online: Read only

· Purpose: 'higher' interest account to hold funds not required for day to day or allocated for specific Wear &Tear activities

Croquet Current Account

· Signatories: Chair of Croquet, Croquet Treasurer, Chair, Treasurer and Bookkeeper 

· Control: one signatory

· Online: Access for Bookkeeper and Croquet Treasurer

· Purpose: Segregated account for paying croquet expenses

Authorised by: Club Committee

Date: 23rd February 2016
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