ASAFA TREASURER PROCEDURES

Prepared by MAJ Chas Viner, Treasurer ASAFA – 14 Oct 2009
Books of Account Structure
Components:
· ASAFA NPMA (Non Public Monies Account) – Excel File;
· ASAFA PMA (Public Monies Account) – Excel File;
· ASAFA Financials (Profit and Loss / Balance Sheet of Combined Accounts) – Excel File; and
· Hardcopy File of the above with supporting invoices, documents, etc.
NPMA/PMA mirror each other in structure having:

· For  each month a Revenue, Expenditure and a Bank and Cash Book Reconciliation sheet;
· 12 Month YTD Summary Revenue, Expenditure and a Bank and Cash Book Reconciliation sheet; and 
· YTD Profit and Loss Summary Sheet.
The ASAFA Financials combines both accounts (NPMA/PMA), having:
· YTD Profit and Loss; and
· Balance Sheet
The Hardcopy File combines the documentary evidence for each of the above areas into a single lever arch file(s) depending on the volume of transactions.

The ADCU Accounts

NPMA account is ADCU account No. 659697.
PMA account is ADCU account No. 513285.
Both accounts have an S1 (Savings account) and an S20 (Interest Bearing account).
ADCU account No. 697129 is used for electronic banking with ADCU as it facilitates the easy transferring of funds between NPMA and PMA accounts.  
The Treasurer and XO are the only Office Bearers that know the password.

Payment of Accounts

Payment of accounts is done such that all transactions appear on a Bank Statement.

Payments are made by:

· EFT (Electronic Funds Transfer) – the preferred method but requires the BSB and Account number of the supplier;

· VISA (PMA has two VISA cards (one with Treasurer, one with XO); 

· Cash (Receipts must be given to the Treasurer – usually only done for payment of Incidentals; or
· Cheque Book (not used but held by the XO).

Invoices and required payments are received by either:

· snail mail;

· email (with attachments);  or 

· by hand.

Details are recorded on the appropriate Expenditure sheet for the given month of payment in the appropriate NMPA/PMA Excel file. Details to be entered include:

· Line No.;

· Date;

· Particulars (ie Who, nature of expenditure)

· Evidence Provided (Yes if invoice provided, VISA if debit card used, or Statement (if expense appears on Bank Statement only);

· Category (using 1 or more of the 20 categories available); and

· Total Amount. 
Accompanying evidence is filed in the month folio (plastic sleeve) of the appropriate account in the Hardcopy File.

Receipting Funds

Receipting of funds is done such that all transactions appear on a Bank Statement.

Receipting of funds is done by:

· “Over the counter” deposit into the appropriate account (NPMA/PMA) at an ADCU agency; or

· Direct fund deposit into the appropriate account (NPMA/PMA) using EFT facilities.
A traditional Receipt Book is not used for transactions.
Funds are received by either:

· snail mail;

· direct deposit (noted on Statement or during on-line banking);  or 

· by hand.

Details are recorded on the appropriate Revenue sheet for the given month of payment in the appropriate NMPA/PMA Excel file. Details to be entered include:

· Line No.;

· Date;

· Particulars (ie Who, nature of revenue)

· Evidence Provided (Yes if invoice provided, VISA if debit card used, or Statement (if expense appears on Bank Statement only);

· Category (using 1 or more of the 6 categories available); 
· Total Amount Received; and

· Total Amount Banked. 
Accompanying evidence is filed in the month folio (plastic sleeve) of the appropriate account in the Hardcopy File.

End-Of-Month Procedures – Individual Accounts (ASAFA NPMA/PMA)
Obtain Statements for each account (ie NPMA/PMA for both S1 and S20) using online Banking or when Bank Statement arrives:

· Check all Bank Statement items have been entered into Revenue and Expenditure sheets (Excel) for that account;

· Enter Closing Balance into the Bank and Cash Book Reconciliation sheet (Excel) for each account ;

· Ensure Cash Book total equals Bank Statement total (Agreed with nil discrepancy);
· Print off the Bank and Cash Book Reconciliation, Revenue and Expenditure sheets and file in the appropriate month folio (plastic sleeve) with the documentary evidence;

· Enter Closing Balance into the YTD Summary Bank and Cash Book Reconciliation sheet (Excel) for each account ;

· Ensure Cash Book total equals Bank Statement total (Agreed with nil discrepancy);
· Print off the YTD Summary Bank and Cash Book Reconciliation, YTD Revenue and YTD Expenditure sheets and file in the YTD Summary folio (plastic sleeve) – last three tabs on the Excel file; 
· Print off the Profit and Loss sheet for the appropriate account (NPMA/PMA) and file in the Profit and Loss sheet folio (plastic sleeve) – first tab on the Excel file.  Note that this is a YTD figure until 30 Jun of the FY has been reached; and
· File the Bank Statements in the Bank Statement folio (plastic sleeve) for the appropriate account (NPMA/PMA). Note that S1 and S20 transactions are shown on the same Bank Statement for each NPMA and PMA respectively.

End-Of-Month Procedures – Combined Accounts (ASAFA Financials)
Open the ASAFA Financials (Excel) file once the NPMA and PMA Excel files have been completed for that month:
· Accept the “Update links” prompt when the Financials file  is opened;

· Enter the End of Month Balances for each account (Balance Sheet tab);
· Ensure that the Total Net Income (Total P&L tab) equals the Total Equity amount (Balance Sheet tab);

· Print off the Profit and Loss sheet (Total P&L tab);

· Print off the Balance sheet (Balance Sheet tab);

· File in the combined Profit and Loss sheet folio (plastic sleeve) and the Balance Sheet folio (plastic sleeve) of the Hardcopy File; and
· Update the Breakdown By Major Activity (Excel).

The Breakdown By Major Activity is created by allocating the various expenses and revenue from the NPMA/PMA among the categories of:

· National Carnival;

· ANZAC All Stars Match (Men);

· Women’s All Stars Match;

· Women’s Carnival (if run separately);

· Committee Meetings; and

· Other Expenses.

Treasurer’s Report
Completed early in the month using the figures as at the end of the previous month.
Save a copy of the previous month’s copy of the Treasurer’s Report (Excel file) and rename it to the next month (eg Treasurers Report  30 Jun 2008.xls).
Use the current Balance Sheet and current Profit and Loss Sheet to enter the latest information:
· Ensure FY is the current FY;

· Update the “Balance as at” date;

· Update the account balances and Equity amounts (from Balance sheet);

· Update the Income and Expenses amounts (from the Profit and Loss sheet);

· Provide additional detail for Sponsors (who has paid what amount for which Calendar Year);

· Provide additional detail for Other Expenses (ie a breakdown – using Summary Expense sheets from each account);
· Ensure Net Total Profit (Treasurer’s Report) equals Net Total Income (Profit and Loss sheet);

· Update the Treasurer’s signature block;

· Print off the Treasurer’s Report; and

· File in the combined Treasurer’s Report folio (plastic sleeve) of the Hardcopy File.

Financial Year Comparison
Completed at the same time as the Treasurer’s Report.
· Use the same file (Financial Year Comparison YTD – Excel file) and update relevant figures using the updated Treasurer’s Report;

· Insert a new column at the commencement of a new FY;

· Update the “As at” date in the title of the current FY (last column);

· Print off the Financial Year Comparison; and

· File in the Financial Year Comparison folio (plastic sleeve) of the Hardcopy File.

Distribution of Financial Reports

Within the first week of the following month, the following reports are sent out via email:
· Treasurer’s Report;
· Financial Year Comparison YTD; and 

· A summary within the body of the email of highlights in the figures for that month.

This email is sent to:

· Chairman ASAFA;

· Deputy Chairman ASAFA;

· Executive Officer (XO);

· Sponsorship Officer;

· Assistant Sponsorship Officer;

· Secretary;

· Operations Manager; and

· PR Officer.

Updating the Financial Web Page

The Treasurer emails the ASAFA Web Master at the end of each month for loading onto the ASAFA web sites (DRN and Internet):

· ASAFA NPMA (Excel);
· ASAFA PMA (Excel);
· ASAFA Financials (Excel);

· Financial Year Comparison YTD (Excel);
· Treasurer’s Report (Excel); 
· Treasurer’s Report as at 30 Jun (Excel); and
· Breakdown By Major Activity (Excel) – when required.
Auditing the Books of Account

ASAFA has used the services of a GRES AFSU officer MAJ Ian Bain to conduct the audit.  Ian has a private practice that he uses.  The details are:
Ian D Bain & Company Pty Ltd

149 Auburn Street

GOULBURN  NSW 2580

Ph (02) 4822 3725

Fax: (02) 4822 3727

Email: ian@idbainptyltd.com.au
The Audit must be completed before the end of Aug/early Sep as it is an annex within the Consolidated Annual return (CAR) that is due with the ADF Sports Council by the end of Sep.

The Treasurer emails the Auditor for the FY being audited:

· ASAFA NPMA (Excel);
· ASAFA PMA (Excel);
· ASAFA Financials (Excel);

· Treasurer’s Report as at 30 Jun (Excel); 
· Financial Year Comparison YTD (Excel); and
· Breakdown By Major Activity.
The Treasurer takes to the actual Audit meeting:

· Hardcopy NPMA File; 

· Hardcopy PMA File; and
· Hardcopy of the combined account Profit and Loss sheets and Balance sheets.
Audit Process involves the Treasurer meeting with the Auditor and together checking:

· That all Bank Statement items appear on the Revenue or Expenditure sheets for the relevant NPMA or PMA account for each month of the FY;

· That the relevant Bank Statement opening and closing balances equal those of the Bank Reconciliation for the relevant NPMA or PMA account for each month of the FY;

· That the monthly subtotals of Revenue and Expenditure equal those on the relevant Summary sheets for the NPMA or PMA account;

· That the relevant Bank Statement opening and closing balances for the FY equal those on the relevant Summary sheets for the NPMA or PMA account;

· That the subtotals on the Summary Sheets for the NPMA or PMA accounts equal those on the relevant Profit and Loss sheet;

· That the sum of the subtotals of both NPMA and PMA Profit and Loss sheets equal the subtotals on the overall Profit and Loss sheet;
· That the opening and closing balances of both NPMA and PMA equal those of the Balance sheet;

· That the Net Total Income of the overall Profit and Loss sheet equals the Net Income (Loss) on the Balance sheet; 

· That the figures on the 30 Jun Treasurer’s Report equal those of the overall Profit and Loss sheet and the Balance sheet;
· That the figures on the Financial Year Comparison YTD equal those of the overall Profit and Loss sheet and the Balance sheet; and
· That the figures on the Breakdown By Major Activity equal those of the overall Profit and Loss sheet and the Balance sheet and the Financial Year Comparison YTD;
The Auditor will return to the Treasurer:
· 3 x hardcopies of the Audit Report (via snail mail);

· Invoice for services performed (via snail mail or email); and

· PDF copy of the Audit Report (via email).
The Treasurer will distribute the 3 x hardcopy of the Audit Report to:

· Chairman ASAFA;

· Executive Officer ASAFA; and

· File in Treasurer’s relevant FY hardcopy file.

The Treasurer will distribute PDF copies of the Audit Report to:

· Chairman ASAFA;

· Deputy Chairman ASAFA;

· Executive Officer ASAFA (for inclusion in the CAR);
· ASAFA Web Master (for publishing of the ASAFA web sites (DRN/Internet)); 

· Sponsorship Officer;

· Assistant Sponsorship Officer;

· Secretary;

· Operations Manager; and

· PR Officer.

The Treasurer will then pay the Auditor’s invoice.

Starting the New Financial Year

The Treasurer will need to:
· Create a new folder on your home drive for the coming FY;
· Copy the existing files to this new folder

· ASAFA NPMA (Excel);
· ASAFA PMA (Excel);
· ASAFA Financials (Excel);

· Treasurer’s Report as at 30 Jun (Excel); 

· Financial Year Comparison YTD (Excel); and

· Breakdown By Major Activity.
· Rename the financial year component to the new FY;
· For the ASAFA NPMA and ASAFA PMA files:

· Delete the transactions and balances taking care not to delete any formulas;
· Update the FY in Page Setup for all individual work sheets;

· Update FY on any work sheet not covered by Page Setup;

· Check the formulas to ensure that the have the correct FY in them (particularly check the Summary sheets and the Profit and Loss sheets);

· Once this has been done view the Profit and Loss sheets to see if any values show – none should if all transactions have been successfully deleted; and 

· Entered the closing balance from the previous FY as the opening balance for this FY (Jun and Summary Reconciliations).

· For the ASAFA Financials file - Profit and Loss work sheet:

· Update formulas with the new FY so that they are pointing at the correct NPMA and PMA files; and
· Update FY headers.

· For the ASAFA Financials file - Balance work sheet:

· Update Retained Earning with 30 Jun figure from previous FY; and

· Delete other amounts.

· For the Treasurer’s Report:

· Update the FY Headers (Page Setup);

· Delete the amounts (being careful not to delete formulas);

· Update the “as at” date; and

· Update the Treasurer signature block.
· For the Financial Year Comparison YTD:

· Delete the amounts;

· Update the “as at” date; and

· Update the Treasurer signature block.
· For the Breakdown By Major Activity:

· Delete the amounts;

· Update the “as at” date; and

· Update the Treasurer signature block.
Forecasting (CAR Preparation / AGM / Carnival Planning)
The Treasurer will need to produce forecast information for:

· Preparation of the Consolidated Annual Return (CAR);
· Annual General Meetings (Funding Vs Current/Future Expenses);

· Football Carnival Planning (combined, separate Male/Female); and

· All Star Match Planning;
The mechanisms for this are:
· Financial Year Comparison YTD (Excel);
· Treasurer’s Report as at YTD (Excel); and

· Breakdown By Major Activity (Excel).
Change of Treasurer
The new Treasurer will need to log on to the ADCU internet site using the 697129 account number (and not the 513285 or 659697) to:

· Update the address details for mailing of Bank Statements (NPMA/PMA); and
· Change the password (Executive Officer to be informed of new password)

The new Treasurer will need to obtain a form from an ADCU agency and have the relevant ASAFA Office Bearer update their information and sign.  

This form is to notify ADCU of:

· Change Office Bearer information; and

· Change of signatures for Cheques and VISA card;
· One or two to sign conditions.
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