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	Financial Management 



Policy:
Subject to accountability requirements specified in any relevant legislation, the Board of Management, as the governing body of Burnett Respite Service Inc (Carinbundi) is responsible for the entire management and financial control of the organisation. This includes responsibility for the adoption and amendment of a budget for all funds of the organisation. Although Management may delegate certain of its powers and authorities, Management should not delegate its duties in relation to the annual adoption of a budget. 

Aims:
The aims of this policy are to:

· Ensure that a cost effective system of internal control contributes to sound financial accounting operations.

· Ensure all financial information produced is accurate, timely, relevant and complete and is relevant to the period to which it relates in compliance with generally accepted accounting principles.
Responsibilities:

The Treasurer is responsible for:

· Ensuring that the financial policy and procedures set down by the Board are followed.

The General Manager is responsible for:

· Safeguarding the financial security of the organisation against loss or misappropriation by ensuring that a system of internal control is in place;

· Ensuring that appropriate procedures are in place to allow for the ongoing implementation or review of control procedures within the system; and

· Ensuring that all staff have a sound understanding of the system and that the system is complied with by all staff.
Statutory requirements;

In accordance with its statutory requirements, the organisation will: 

· establish and maintain a cost effective system of internal control contributing to sound financial operations;
· prepare annual financial statements following the close of each financial year, certified by the auditor, Treasurer and President of the organisation; 

· submit annual financial statements to the membership as a part of the Annual General Meeting; 

· prepare and maintain a manual  of policy and procedures including the organisation’s  accounting and internal controls; 

· prepare and submit to the appropriate State Government Minister within three months of the close of the financial year an annual report which includes a copy of the audited annual financial statements; and
· Ensure any and all capital acquisitions are made in a manner, which is transparent and in the best financial interests of the association.
	Financial Procedures



1. Accounting

Carinbundi will use the latest version of MYOB Accounting Package or other package as approved by Management to record all organisation related financial transactions.

2. Planning and Accountability

a) The organisation will prepare and maintain a Strategic Plan with Yearly Reporting through the Annual General Meeting;

b) The Strategic plan will form the basis for reporting to the Board of Management; and

c) The financial year for the organisation is from 1 July to 30 June each year.

3. Financial Reporting

a) The Associations’ Incorporation Act, applicable Accounting Standards and other mandatory professional reporting requirements provide for financial reporting.
4. Internal Control

a) The organisation will adopt methods to safeguard its assets, to check the accuracy and reliability of its accounting information and to ensure compliance with prescribed requirements;

b) These methods will include but not be restricted to:

I. Segregation of duties;

II. Checks performed by independent checking officers;

III. Controls over custody and security of accountable forms and accounting                       records; and

IV.  Reconciliations.
c) The various control procedures are to be documented. These are to be the basic checks that are carried out to ensure the completeness, relevance, accuracy and timeliness of accounting and other transactions and records that act to safeguard the organisation’s assets. The General Manager is to ensure procedures are documented and ensure appropriate staff are inducted to gain a sound understanding; and

d) Segregation of duties may be difficult to apply with limited staff numbers. Where segregation is not possible, it must be replaced by compensating controls (e.g. regular supervisory review of accounting records by the General Manager or Treasurer.
5. Systems Assessment

a) The Treasurer, in conjunction with the General Manager is required to perform a review (systems assessment) of financial systems to identify potential risks and develop more effective and economical procedures; and

b) The systems assessment should be performed at least every 2 years.

6. Income

a) Internal Funding Sources
(1) All internal (i.e. respite) funds received are to be banked and expended from the WorkingAccount.


b) External Funding Sources
(1) All funds received are to be banked and expended from the Working                               Account;
(2) Specific purpose funds: Funds raised for specific purposes must be spent for                those purposes. These monies must be receipted to the Working account;.
(3) Donations, fund-raising and commercial activities: funds must be                               receipted to the Working account. All costs associated with producing this                     income should be offset against these monies; and
(4) Grants from External Sources: The organisation is responsible for                                complying with any terms and conditions attached to its acceptance.

7. Recording of Transactions

a) All transactions will be recorded and checked by a second person. Individual program areas may maintain separate financial transaction functions, however these will be recorded and reported annually as part of the Financial Report to members.

8. Banking Services

a) The National Australia Bank has been chosen to provide the range of banking services required by the organisation. This is to be reviewed as a component of the Systems Assessment to ensure value for money and appropriate recommendations made to the Board of Management;

b) The organisation will be limited to one working account;

c) Overdraft facilities are not permitted;

d) An account must not be opened in the name of an employee or any other person unless that account is solely for the purpose of Salary Sacrificing in line with relevant Taxation Legislation;

e) The General Manager must ensure that sufficient funds are available at all times to cover current and anticipated needs. Bank accounts must not be overdrawn;

f) Signatories of Cheques:
(1) The General Manager must identify cheque signatories for all Burnett Respite                  Service bank accounts; and
(2) Applications for establishing or varying cheque signatories (Permanent                      Authority or Temporary Authority should include the applicant's proof of identity         such as driver's licence. Completed forms are to be forwarded to the National Bank       by the Officer Manager.

g) Cheque Form Stocks:
(1) All cheques are accountable forms and are to be securely stored when not in                    use. The accountable officer must maintain a record of cheque stocks in the                    Accountable Forms Register; and
(2) All cheque stationary must be printed with "NOT NEGOTIABLE -                                 ACCOUNT PAYEE ONLY" and not "OR BEARER or ORDER".


9. Credit Card and EFTPOS Facilities

a) The organisation will maintain credit card accounts for the purpose of convenience in relation to phone/internet bookings/purchases, grocery shopping and the purchase of one-off items where accounts are not available; and

b) The General Manager is responsible for ensuring strict control is maintained over all credit facilities. The General Manager will be responsible for checking and signing all reconciliations in regard to credit facilities; 

Staff should not use the Bankcard, MasterCard or Visa facility for transactions of less than $10.00. Bankcard, MasterCard or Visa transactions should be accounted for separately. 

10. Investment

a) The organisation is to maintain funds as investments for the purpose of ensuring all liabilities in relation to long service and annual leave are funded and for the purpose of long-term equipment and facilities upgrades.  
11. Bank Reconciliations

a) The administrative officer must perform a bank reconciliation every month for every bank account managed by the organisation; and

b) The General Manager is to ensure the bank reconciliation is included as part of the financial report to the Board. 

12. Statements from Banks

a) The General Manager will arrange for bank statements to be issued at least monthly; and

b) Direct debits and direct credits may be recorded at the same time as the reconciliation is performed.

13. Unpresented Cheques

a) When cheques are returned unclaimed and the payee cannot be located, the administrative officer must cross the cheque cancelled and cancel the cheque in the accounting system. The organisation will remain responsible for any future claim made by the payee; and

b) When cheques have been outstanding for more than twelve months and have not been returned, the administrative officer must place a stop payment on the original cheque through the issuing bank and cancel the cheque in the accounting system. The organisation will remain responsible for any future claim made by the payee.

14. Collection of Money

a) Personnel authorised to collect monies may include administrative officer,  General Manager, staff on weekend and night shifts and program coordinators; 

b) The General Manager must ensure that:
(1) Staff are trained in their responsibilities and in the procedures to collect monies               payable to the centre; and
(2) A record of those trained staff is maintained.

c) Staff authorised to collect monies must ensure:
(1) Payments must be receipted individually and monies placed in the appropriate                  location; and
(2) Payment is in an accepted form such as:
     (i) Cash;
     (ii) Cheque;
     (iii) Money orders;
     (iv) Direct deposit to bank account;
           (3) Official monies are not kept with private money;

           (4) Money is always securely stored;

           (5) Money accepted is banked, in the form that it is received, promptly after                                     receipt, in the name of the organisation;
           (6) Methods and procedures in receipting and banking are followed and                                            maintained; and
           (7) Any loss is reported to the General Manager, recorded in the loss register and                            recognised in the accounts. 

15. Receipts

a) Issue of Receipts
(a) Administrative officers will issue receipts for all monies received that is not                     grant, appropriation or bank interest.

b) Cancellation of Receipts
(1) Where an error occurs in the preparation of a receipt and is subsequently                         voided, the General Manager must review the voided transactions before the                   balancing procedures take place; and
(2) As evidence that the General Manager has reviewed the voided transaction,                    he/she should sign the relevant receipts.

c) Refund of Receipts
   (1) A receipt must not be cancelled or voided to affect a refund;
   (2) Cash refunds for receipts issued cannot be made from the current day's                            collections; and
   (3) The payee must supply a credit note or other suitable documentation                               substantiating the refund (e.g. letter from payer requesting refund and/or a                      receipt). Refunds must be managed through the credit note function,                               regardless of value.

16. Balancing the Collections

a) The administrative officer must balance daily collections;

b) Balancing must take place each week; and

c) The checking officer, who must not be the same person who totals the monies or the receipts, must perform an independent check of the results of the balance.
Duplicate cash receipts must be stored in a secure place.

17. Cash Shortages

a) The administrative officer is responsible for the security and control of cash handling. If loss occurs the officer must report the circumstances to the General Manager;

b) The General Manager will seek advice from the Treasurer and, where necessary, the auditor, about any investigation process;

c) Any deficiencies or shortages detected in money must be investigated. The General Manager, in conjunction with the Treasurer will review current practices to determine whether any weaknesses exist in the documented control procedures. Recording and verifying the previous or last banking confirms when the collections were last balanced and the receipt number of funds collected;

d) All losses must be recorded in the Loss register and reported to the Board of Management and, where necessary the auditor to determine the need for advising the Police;

e) All staff are responsible for any loss to moneys under his/her control, except where there has been a specific case of breaking and entering, hold-up, or other suspected theft; and

f) In situations where monies on hand exceed receipts issued, the administrative officer should calculate the excess. The General Manager should confirm the excess before it is receipted as a miscellaneous collection and banked. Excess monies must not be accumulated, remain unreceipted or be distributed to cashier staff.

18. Banking of Collections

a) Banking of monies received should be carried out daily, where practical. Where monies are not banked on the day of receipt they must be securely locked away overnight. All monies must be banked at least weekly;

b) An independent check should occur to ensure the total of receipts matches the total amount to be deposited; and

c) An independent check should occur to ensure that the bank receipt matches the total amount deposited.

19. Dishonoured Cheques

a) The organisation will maintain adequate control over dishonoured cheques in order to ensure that all revenues are received;

b) Where payment has not been made within a reasonable time of contacting the drawer, the administrative officer must take appropriate follow-up action and may pass on any bank charges; and

c) Action must also be taken to record a loss, where goods and/or services have been provided, or a charge levied remains unpaid.

20. Accounts Receivable/Debtors/Outstanding Debts

a) Accounts Receivable balances are the amounts owing to the organisation as a result of invoices issued by the organisation;

b) Where a contract or agreement has been entered into with an external party for services and payment has not been received even though goods and services have been provided, the fee is usually enforceable and able to be recovered at law. Collection procedures may be instituted for these items and the amounts should be written-off as Bad Debts when they are deemed to be uncollectible;

c) Payment for services should be received prior to delivery; and

d) In limited circumstances, the organisation may provide an account to allow payment for services over an extended period at the discretion of the General Manager.

21. Unpaid Accounts 

a) Where payment has not been made for previous services provided, further services may be withheld until such time as the full amount is received. Variation to this may be made on consultation with the General Manager and in times of special need; 

b) Action must also be taken to record a loss, where services have been provided, or a charge levied remains unpaid. The Board of Management must approve the write-off of losses before full particulars are recorded on the Register of Losses; and 

c) All uncollectible accounts must be recorded in the loss register as well as taking action to amend the account to reflect the loss. The account is to be written off as a Bad Debt. 
22. Bad Debts

a) All uncollectible accounts, which are legally enforceable, are deemed bad debts; and

b) Bad debts must be recorded in the loss register and action taken to amend the account to reflect the loss.

23. Use of Funds

a) The General Manager must:
(1) Advise staff of their responsibilities in exercising financial delegation; and
(2) Maintain a register of staff who have delegations and the delegations given.

b) The General Manager may limit or lower the amount of a delegation given to a person; and

c) The General Manager must register individual staff members as having particular delegations.

24. Requirements of Officers Authorising an Expense

a) Staff authorising an expense must:
(1) Ensure expenditure is in accordance with program/funding proposals, annual                   operational plans and the organisation’s budget;
(2) Observe any relevant legislative requirements;
(3) Adhere to the organisation’s policies;
(4) Ensure expenditure is for authorised purposes only and is necessary for the                      proper conduct of the organisation’s business;
(5) Ensure expenditure broadly relates to community expectations of acceptable                   expenditures, and can stand public scrutiny;
(6) Direct expenditure to achieve the most economical and effective solution and                 ultimately provide a benefit to clients;
(7) Not exceed the amount of any single expense in his/her delegated authority to                 incur expenditure and only use funds which are directly under his/her control                  unless prior authorisation is obtained from the person who controls other                        funds;
(8) Ensure sufficient uncommitted funds are available to cover the expenditure;
(9) Follow correct purchasing procedures;
(10) Not approve their own expenses;
(11) Not approve any expenses where there is any possibility of conflict of                              interest;
(12) Not approve expenses on behalf of another staff member unless officially                         acting in that person’s position;
(13) Separate private and official expenses; and
(14) Ensure specific allocations tied to particular programs are used only for                          those programs;


25. Leasing

a) The organisation may enter lease arrangements for the acquisition of vehicles and other major expenditure items;

b) All lease arrangements must be in line with decisions made by the Board of Management; and

c) Leases must be cost effective and be the preferred financing alternative for the organisation.

26. Purchase Orders

a) Purchase orders can only be issued by authorised staff and must only be used for authorised purchases.

27. Goods Received Advice

a) Where purchase orders are placed with suppliers who provide goods on credit, invoices must not be paid until the correct goods are received in good condition; and

b) The person receiving and checking the goods must certify the supplier's delivery docket or invoice.

28. Invoices

a) Payments for goods and services must be based on a supplier's invoice. Invoices must comply with GST Tax invoice requirements;

b) All invoices must be approved by an officer with the appropriate authority; and

c) Variance in value or quantity between the original purchase order and invoice must be referred to original approving officer for approval of changes where variance exceeds $50 for orders with a total value up to $500 or where the variance exceeds 10% for those orders over $500 total value.

29. Discounts Offered by Suppliers

a) The administrative officer should ensure that payment of invoices enables discounts offered by suppliers to be taken.

30. Drawing of Cheques

b) Cheques must not be written until the invoice has been received and the payment has been approved;

c) When the cheque has been drawn, the two signatories must certify that the payment is correct and proper prior to signing the cheque; and

d) Signatories must not sign a cheque form where he payee of the cheque is not identified, on that form and in writing, or where the payee is not identified on the cheque stub in writing.

31. Cancellation of Cheques

a) The administrative officer should cancel incorrectly drawn cheques by:
(1) Marking CANCELLED across the face of the cheque;
(2) Dating and signing it; and
(3) Filing it for later review.

32. Cheques In Lieu

a) When a cheque is reported lost, the administrative officer can issue a cheque in lieu.

33. Imprest Accounts

a) Imprests should be stored in a separate cash box;

b) The initial establishment of the Petty Cash Imprest float is recognised to the appropriate General Ledger Asset account as an advance. Then each time the float is reimbursed the expenditure is treated as expenses;

c) At the end of each financial year, all cash imprests should be reconciled and returned to the administrative office for secure storage or rebanking to the General Account; 

d) Imprests must be reconciled each time the person in control of the float changes; and

e) Petty cash is only to be used for items of a minor or emergent nature to a maximum amount for a single expenditure of $50.00. Multiple petty cash vouchers must not reimburse a single purchase.

34. Advances for Excursions

a) Wherever possible, the responsible officer should book and pay associated costs for excursion activities beforehand;

b) Where an excursion is for greater than two days, the General Manager may authorise the issue of a cash advance, or the use of the credit account; and 

c) The responsible officer must record all expenditures and obtain tax invoices / receipts. At the conclusion of the excursion, the advance is to be reconciled and the balance of the advance returned.

35. Wages and Salary

a) Financial implications in employing personnel include income tax, superannuation levies, payroll tax, and award conditions and leave entitlements; and

b) Wages or Salaries may be paid under the following classifications:
    (1) Fortnightly wages to permanent and permanent part-time employees;                         (2) Casual Labour                                                                                                                (3) Payment of Salary Sacrifice as a component of wages; and                                          (4) Advance of Wages or Salaries, is limited to where the advance is justified                       due to a significant delay in payment being generated by the payroll                                 system.

36. Inventory Records

a) Records must be maintained to reflect the purchase, maintenance, depreciation and disposal of all items with an original value in excess of $250:00. 

37. Stock Takes

a) Stock takes must be performed at least annually and by two people, of all plant and equipment.


38. Accountable Forms

a) Accountable forms must be securely stored when not being used by the responsible officers;

b) Records must be maintained in their original form or in a form admissible as evidence in any legal proceeding; 
c) Separate bound books are not required for the various types of registers. There are advantages in including the majority of the registers in the one physical book that may be held at a central location; and

d) Registers which, where applicable, must be maintained include: -
(1) Petty cash imprest balance register;
(2) Accountable forms register;
(3) Cash by post register;
(4) Special payment register;
(5) Salary advance payments register;
(6) Write off / loss of public money or property register;
(7) Gifts / donations received register;
(8) Gifts / donations paid register; and
(9) Rental / lease agreements register;


39. Archival Records

a) The organisation must maintain and archive all records and maintain an adequate audit trail to ensure that records can be traced and retrieved promptly when required.

7. Storage

a) Accounting records, whether computer-based or otherwise, must be stored securely when not in use to protect from unauthorised access and/or alteration; and

b) Computerised Records must be backed up daily in accordance with appropriate back up procedures.
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