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Probus Hunters Hill – Finance Manual 
AS AT 30 APRIL 2020 
 
 
Policy Procedures 
 

 
1. Two signatures are required on all cheques as a minimum to authorise 

payment ie Cheque or electronic facility 
2. The number of signatories to the Club’s bank account will not exceed 4 . 
3. Any reasonable level of expenditure incurred by a member which will include  

committee members on behalf of the club will be reimbursed . Reimbursement 
can be authorised any 2 of the cheque signatories. 

4. Authority for any expenditure in excess of $100 will vest only by the Treasurer 
and President and in his /her absence by the Vice President. 

5. At the end of each month , a bank reconciliation will take place, ensuring the 
total of all receipts and payments equals all bank deposits and withdrawals. 

6. The Treasurer will prepare an annual budget for the club, 2 months before the 
beginning of next financial year, to be tabled at the Clubs Management 
committee meeting in October for approval, predicting expected income and 
expenditure. 

7. Any variances to the budget are to be explained to the Management 
Committee by the Treasurer 

8. The treasurer will: 
a. Prepare a Profit-Loss statement and Balance Sheet for the annual 

report each year. 
b. Appoint a suitably qualified auditor 
c. Work with the auditor to facilitate the audit process. 
d. Report to the members at the Annual General Meeting 

. 
 

 
CLUBS FINANCIAL SYSTEM 

 
Probus Hunters Hill accounting system will be based on cash accounting . The only 
exception to this will be at year end where it may be decided  on the 
recommendation by the Treasurer and accepted by the Management Committee 
(MC) that some of the surplus generated during the year will be quarantined for a 
specific purpose eg. 50th Birthday Celebration, Asset Replacement,  
This will be actioned once a year at the end of the year end by creating a Reserve. 
 
The club’s financial recording will be maintained by  the writing up of a cash book . 
This will be in the form of using the application XL.  
The treasurer will adopt the system design effective 1-1-20 and under no 
circumstance will this be changed without authorisation from the President and the 
MC. 
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Reporting  
 
Month End Reporting 
 
As at the end of each month the Treasurer will prepare for presentation to the  MC  
the Management Report. (See Annexure 1)  
This report will show the Surplus/(Deficit) for the month, the Cash Book  Balance at 
month end before Functions and the Cash book Balance at month end After 
Functions . 
Also, this report will show the Cash book balance after taking into account any 
Reserves taken up at the previous Year end  resulting in a Cash balance referred to 
as Free Cash Balance. 
This report will show the month and year to date compared to Budget and the 

previous Year or Last year. See Attached Example 
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Budget 
 
The Treasurer will prepare an annual  Budget for the following year to be tabled and 
presented to the MC at the October Meeting each year. 
On acceptance of the Budget by the MC a decision will be made on the level of 
membership fees  to be paid by members the following year. 
 
The Budget will be prepared in detail , broken up into months and showing the basis 
of determining the proposed numbers to the MC. 
See Attached Example 
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Financial Recording 
 
The clubs financial recording will include the following: 
 

• Use of a receipt book 

• Bank Deposit Book 

• Cheque Book 

• Cash Receipts Journal 
This comprises of the following records: 

o Cash Banking Sheet (CB12) 
o Raffle Money Collection Record (RFC) 
o Summary of receipts made by Credit card 
o Bank Statements for Direct Deposits  

• Activity Record (AR10) 

• Cash Payments Journal 
o Reimbursement of expenses (EXP 20) 

 

 
Use of Receipt Book 
 
All money received by the club, by cash or cheque paid by members will 
require a receipt to be raised and given to the member with a copy retained for club 
records. Treatment of the copy receipt retained, please see under Activity Record 
Form AR10. 
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CASH RECEIPTS JOURNAL     
 
The Cash Receipts Journal includes a number of records showing all money 
received from all sources, cash, cheque, credit card receipts, and direct bank 
deposits. 

 
 
 
 
Cash Banking Sheet (CB12) 
 
This is a form used to summarise all money received and deposited into the club’s 
bank account. 
Information shown is the source or reason for the money paid into the club by 
cheque and cash such as : 

• Membership 

• Functions 

• Raffle 
See Example attached. 
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Raffle Money  (RFC) 
 
Form RFC is to be used at each meeting for recording the cash raised by the sale of 
raffle tickets. 
Usually, the person running the raffle, after it is drawn will submit the taking to the 
treasurer.  
From this, the following amounts are taken for the payment of the following 
expenses: 

• Raffle prize 

• Tea money 

• Speaker cash gift 
 

The form RFC in this case would show the amounts paid for expenses and the 
remaining balance of cash left to be banked. 
The amount of raffle money raised would be determined by adding the cash 
remaining after payment of expenses and the he sum of these expenses. (See 
Example attached) 
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Summary of Receipts from Credit cards (TYRO15) 

 
Payment to the club by credit card is made by processing the payment using a 
Electronic Fund Transfer Point of Sale (EFTPS) system and the name of the  
provider for this is TYRO. 
A summary of amount paid for the day can be obtained remotely by using a smart 
phone device. 
Also, by going into the Tyro site a number of reports are available to be used. 
Report named “Detail report on 1”is printed at the end of the days collection which 
shows the amount paid in by credit card and all payments made by credit card. 
The total collected shown in this report must be balanced with all amounts showing 
on all Activity Reports showing payment made by credit card and a summary 
prepared using  
Form Tyro 15, Summary 0f Payments made by Credit Card. 
For this summary, the source of the payment must be shown together with the 
amount  eg. Membership,44th Birthday etc. 
See EXAMPLE ATTACHED. 
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Bank Statements for Direct Deposits 
 
A member has various options of payment to the club these being, cash, cheque, 
credit card and direct deposit. 
The direct deposits are identified from the bank statement and entered into the cash 
book under the appropriate reason the [payment is made for. Eg. Membership, 
Function 

 
Activity Record (AR10) 
 

PROCEDURE: RECORDING PAYMENTS MADE TO THE CLUB 
 
The following procedure is to be used for all payments made to the club for the purpose 
payment for Membership  Subscriptions and all Activities undertaken. 

 
1. An Activity Record Form will be printed by the treasurer showing the name of the 

activity and showing a listing of all members names . 
This form is to be  given to the activity manager by email or by hand before the 
commencement of the meeting. 

 
2. All payments are to be recorded on this form with the amount for each activity 

showing. Eg. Membership $80, 44th. Birthday  Lunch $45.  
 

3. The method of payment is to be indicated by entering the amount $ under the 
appropriate payment method this being by credit card, cheque or cash. 
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4. Other columns may be used for recording  an indication by the member that they 

will attend but not pay as yet and any comments that may be applicable. 
 

5.  At the end of the meeting the amount of money collected  will be totalled and 
balanced to the amount of total money received and handed to the treasurer 
together with all receipts issued. 
 

a. The balancing of all money collected must be balanced to the amounted 
collected for each type of payment ie, CC, cash, cheque. 

 
6. The Treasurer will acknowledge receipt of the money and issue a receipt . 

 
7. At the  following meeting , the treasurer will issue a new printed Activity Form for 

each activity type, eg. Membership, 44th Birthday, Good old days etc. showing 
members names that have not previously made a payment. 
 

8. The Activity Form comes in three forms, members names by alphabetical Surname 
order, Christian name order, no names. The form to be used is the Activity Managers 
choice. 

9. The procedure No.1-6 above will be repeated at each meeting. 
 

 
10. Each Activity Manager is to keep a separate control sheet of all members that have 

paid . 
 
At the end of the payment period , the Treasurer will provide to the Activity manager 
a list of names and the money collected for the Activity manager to reconcile with 
the own control . 

11. Issue of receipt to the members: 
 

a. For members that wish to pay by credit card (cc) the EFTPOS mobile device 
will be used to process the  payment. 

i. As the payment is processed and is completed a Merchant Copy 
Receipt will be printed . This receipt should be placed in an envelope. 

 
ii. On the printing of the Merchant copy Receipt, the member should be 

asked if  a receipt is required by the member and if so, the receipt  
will be printed by the device and handed to the member. 

 
b. Payments made by cash or cheque will have a hand written receipt made out 

and the original given to the member with the copy detached and placed in 
the envelope with the EFTPOS Merchant copy receipts. 

i. The hand written receipt should state at the TOP of the receipt if the 
payment made is  by CASH or CHEQUE and the purpose for the 
payment. 
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c. All receipts are to be handed in with the Activity Record Form together with 
the cash/cheques. 
 

12. The treasurer will balance the amounts showing on the Activity Record Form , cash 
and receipts and prepare the Cash bank sheet for the money to be placed in the 
Clubs bank account on a weekly basis. 

 
 
CASH PAYMENTS JOURNAL 
 
Every payment made irrespective of how the payment is made must have supporting 
documentation for such a payment. 
 
Most payments made by the club are made by cheque. 
 
Type of payments are those made to suppliers for goods or services where an invoice is 
received by mail to the club’s PO Box. 
Some payments are made by members on behalf of the club in which case a reimbursement 
to the member must be made. 
 
The person requesting a  reimbursement must complete a Form, Probus Reimbursement of 
Expenses (EXP20) showing the relevant information requested on the form and a supporting 
invoice attached . This form should be signed by the person requesting payment and 
authorised by any 2 of the club’s cheque signatories. 
 
All Payments are to be filed in Cheque No. order. 
 
 

 
MAINTENANCE OF BOOKS OF ACCOUNT 
 
As stated above the books of account for Probus Hunters Hill will be on 
the basis of cash accounting with the exception of year end where it may be decided 
by the MC to retain some surplus for the purpose for a specific purpose eg. 50th 
Anniversary. 
 
The Cash Book will be maintained in XL form  and the source of entry will be via the 
Cash Journal for receipts and payments as explained above. 
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PRODUCING MANAGEMENT REPORTS 
 
1.The Cash Book will be written up for all cash receipts and payments. 
2.On completion of the write up of the Cash Book, a bank reconciliation will be done 
with the cash Book. 
a) Please note that until the reconciliation of the bank Account is completed , 

management accounts can not be commenced. 
3. Once this is done, the total amounts for each type of receipt and expenditure will 

be entered in the Current YE report. Eg For 2020 see Tab “YE2020” 
a. For Functions, the receipt and payment of each function must be recorded 

under the appropriate function name. 
b. Once the Function is completed the surplus or deficit for this function will 

be shown on the Report as Activities Extra under Income and the 
corresponding entry to this be under the function. Ie. The function income 
+Expenditure +Surplus/Deficit =0 with the deficit reflected under Income, 
Activities Extra. 

c. The Bank Balance showing on the report must be the same as the Cash 
Book Balance for the month and YTD. 

4. Once Step 3 is completed the Management Report eg Reort2020 ,for the month 
and YTD can be completed. 

a. Enter the Opening Balance Cash on Hand for month and YTD. 
b. Copy and paste from the Tab Report eg YE 2020 to Report 2020 all 

income and expenditure items. 
c. The report is all formulated for deriving all balances. 

5. Follow similar steps to 3&4 for the Budget and LY. 
6. Functions will be shown separately as per the report 
7. Free Cash balance will be shown which is the Cash Book Balance Less 

Reserves set in the previous year. This will be adjusted at year end once 
authorised by the MC. 
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