Banking Procedure for Monies Received

1. If the money is from prepaid Hall Hire the booking secretary will attach the monies received to the booking form and pass to the treasurer along with any relevant deposit money.
2. The treasurer will raise an invoice, each invoice should be dated, sequentially numbered and refer to the dates and purpose of the hire.
3. Regular hirers should be invoiced at the agreed times e.g., before the hall hire, once a year or quarterly as pre agreed in the same manner as above.
4. Treasurer completes the bank paying in book detailing the hirer and amount received on the reverse.
5. Cheque deposits should be banked along with the hire fee and marked separately on the reverse of the slip in the paying in book and reimbursed by cheque. Cash deposits should be placed in an envelope with the hirers name and date of hire and placed in the locked cashbox for safe keeping till returned to the hirer.
6. Treasurer completes the relevant excel spreadsheet document.
7. Each transaction to be logged on the income tab of the spreadsheet under the correct heading detailing the hirers name in the column immediately to the right of the amount entered.
8. Each amount should be entered on the bank tab of the spreadsheet logging date, payee and amount.
9. The deposit cheque/cash should be recorded in the deposit column of the income tab of the spreadsheet and filled in on either the bank tab or the cash tab recording the date, payee and amount.
10. Treasurer confirms the amounts per the paying in book agree to the spreadsheet.
11. Treasurer deposits monies received weekly normally on a Thursday.
12. Each month the Treasurer obtains a statement from the bank by post and reconciles the income received.
13. Post hire, the treasurer either returns the cash deposit to the booking secretary to pass back onto the hirer or raises a cheque for the return of the deposit by post.









Banking Procedure for Expenditure Payments

1. Invoices received by committee members are passed to the treasurer upon receipt.
2. These invoices are placed in an intray along with invoices received directly by the treasurer.
3. Prior to the monthly meeting the treasure raises a cheque for all amounts due.
4. Details of the payee and amount are written on the chequebook stub and the cheque number and date of payment written on the invoice. The invoice is then filed in the accounts file.
5. The treasurer then records the expenditure on the expenditure tab of the accounts spreadsheet in the correct column and recording the payee’s name in the column to the right of the expenditure.
6. The above procedure is then followed for monthly direct debits.
7. The treasurer then completes the bank/cash tab of the spreadsheet with the date, the payee and the amount paid.
8. The cheques are then presented at the committee meeting along with a copy of the invoice for approval.
9. If approved by the committee then the cheques are signed by 2 authorised signatories on the account.
10. Cheques are then placed in an envelope and posted.
11. Direct Debits are approved by the committee before being set up and are recorded onto the expenditure and banking tab of the spreadsheet monthly when the bank statement is received.















Month End Accounting Procedures

1. At the month end the treasurer receives a bank statement from the bank.
2. All income and expenditure are reconciled with the banking tab of the spreadsheet.
3. Any discrepancies are investigated.
4. Any monies expected but not received are notified to the booking secretary.
5. The Accounts and Balance Sheet tabs of the spreadsheet are checked to ensure that everything balances.
6. The Accounts and Balance Sheet tab (which are cumulative for the year) are then displayed at the monthly committee meetings by way of overhead projector.
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