Handover Notes

XXXXXXXX Primary School  P&C Association

Role: Treasurer

How to be Treasurer at XXXXX P&C Association
Checklist for handing over

Make sure you receive (as new Treasurer) and handover (to next):
☐ Treasurer’s files containing:

· last audited financial statements and auditor’s report
· annual budget (if applicable)
· Certificates of Insurance
· Asset register
☐ P&C Treasurer’s Handbook (from P&C Council… see below for more about Council)
☐ These notes!
Your roles
· Bank revenue and pay invoices  

· Keep excel spreadsheet/financial software of accounts in up to date 

· Report at P&C meetings on the financial position 

· Make sure that the association’s financial records meet audit requirements
· Liaise with the canteen/uniform shop treasurer to ensure regular financial reports are prepared/presented at P&C meetings

· Ensure adequate insurance for all P&C activities, assets and public liability.
Hints and suggestions
· Ensure that any rules in the constitution are followed. If there are any problems or queries by members then you are covered.
· Ensure that there is an audit trail for incoming and outgoing monies.  File source documents systematically.
· Ensure two people count any cash.
· If you need more some formal training to help you with the job, ask whether the P&C will pay for this at the next P&C meeting.
Where to start…
1. Work with the secretary to include the financials in your P&C’s report to government (see under ‘Annual Audit’ below).

2. Complete bank form to change signatories at <bank name>. You will need a copy of AGM minutes/ other meeting minutes which approve all those parties to be the signatories. You will also need to take sufficient identification with you to the bank.

3. Prepare for the first P&C meeting by getting the financial accounts in order and writing the first treasurers report for the year. P&C Council have a template report you can follow.
Important information
Annual review
The association’s financial records must be independently reviewed at the end of the year to ensure accountability and to see that proper procedures have been followed. See Section 11 of the Treasurer’s Handbook for details. Note that we usually use <this particular auditor (include contact details) or process>.

At the beginning of the year, this will have just been done, but you will need to liaise with the secretary to report the P&C’s financial summary to government. 

<Choose one of the following sentences, depending on whether the P&C is a registered charity>

Do this using Access Canberra’s AR Form (signed by the auditor, or with the auditor’s report attached). <non-charity>

OR

Provide the information needed to the Secretary so he/she can complete the Annual Information Statement on the Australian Charities and Not-for-Profit Commission’s website.   <for charites>
Our Constitution

As an Incorporated Association, the P&C is bound by our constitution. Have a brief look at this as it describes our aims, how and when meetings should be held, rules around the authorisation of expenditure and payments and so on.
Meetings

At P&C meetings the financial position will need to be presented – use the excel spreadsheet to complete the report as at the closest date possible to the P&C meeting. It will be easier to do this if you are inputting data on a regular basis – ie weekly or fortnightly.

P&C Council

Council is the peak body of P&Cs in the ACT, and is our representative with government. They run training courses in term 1 to help new Treasurers! They also have great Information Sheets on all aspects of running the P&C and a Handbook for Treasurers: www.actparents.org.au/index.php/help-for-p-cs/information-sheets.  If you have a problem call them on 6241 5759. Our P&C is a member of Council so we need to pay the affiliation fee when we receive the invoice (usually in May).
Insurance

Insurance is organised by the P&C Council with:

Civic Insurance Brokers, GPO Box 420, Canberra 2601. 

Policy number is: <number> .  Liability Insurance: <Sum insured>
You will need to complete a renewal form each year and return it to Civic Insurance Brokers, then they will send the invoice and then you can arrange payment (after getting approval from the committee). See Section 13 of the Treasurer’s Handbook
The P&C also has workers compensation insurance to cover our employees.

Workers compensation insurance details are as follows:

Policy number is: <number> .  Liability Insurance: <Sum insured>
A wages declaration will need to be completed each year in order for the insurance broker to calculate the insurance premium.
Being an employer
We employ <list details of P&C employees> 
There are many regulations to comply with. See Section 18 of the Treasurer’s Handbook
Bank Accounts

Our P&C holds the following bank accounts:

	Account Name
	BSB
	Account Number
	Signatories

	<list details of P&C bank accounts>
	
	
	

	
	
	
	


Documents and templates

<how and where documents are stored. May include Google account or dropbox, physical files etc > 
Registrations
	Type
	No
	Yes
	Details



	Incorporated Associations Number
	
	(
	<assoc number>

	Registered Charity with ACNC
	(
	(
	<login details for charity portal>

	Australian Business Number (ABN)
	(
	(
	<the number, if applicable>

	Tax File Number
	(
	(
	<the number, if applicable>

	GST
	(
	(
	<comments, such as why not registered, or details of registration, whether BAS lodges quarterly or monthly, website passwords etc., See Section 17 of the Treasurer’s Handbook>

	Tax Concessions
	(
	(
	We are exempt from income tax due to self-assessment/Tax Concession Charity endorsement <choose one>

	Deducible Gift Recipient 
	(
	(
	Details of specific DGR funds and purpose


Your common tasks – some helpful details
<Enter any regular tasks and instructions on how to complete the tasks – samples given below>
Paying bills

Payments can be made either via cheque or via Electronic Funds Transfer through <insert name of bank>. Once the signatories authority form has been completed and processed, you can request set up through <insert name of bank> so that you can begin to process payments.

All P&C accounts are two to sign accounts – which means that all payments must be approved by two signatories  - for both writing of cheques and approval of online payments.
Cash Float Discos/Fetes/Mothers day stall/Fathers day stall
Prior to regular fundraising events you will need to organise a cash float. To do this you need to write a cash cheque for the amount you will need and have the cheque signed by two signatories.
Then you will need to take the cheque to the bank and obtain the cash for the float. 
Paying Scholastic Bookclub
The Scholastic Bookclub organiser <enter name of bookclub organiser> will contact you to ask for a cheque to be written. <enter name of bookclub organiser>  will have cash for the same amount which you will need to get from him/her at the time you give her the cheque. Count the money to ensure it is the same as the cheque you have written and then deposit the cash ASAP. The book club organiser will also provide a copy of the order form so that you can see what the cheque is paying for – this will need to be filed as supporting documentation for that cheque payment.
Donating Money to the school
Donations to the school are organised with <enter contact name and role>. When the P&C approves donation to the school for various items you will need to check the account details that <school contact name> would like the donation deposited to. Then ask <school contact name> to send email confirmation once the funds have been received in the school account. Keep a copy of this invoice on file as supporting documentation for the outgoing funds.
Counting Cash and Depositing to Bank

For internal controls and the protection of the Treasurer it is advisable to have two committee members count the cash and keep a note of the amount counted for every fundraising event. The funds need to be deposited in the bank account as soon as possible – in accordance with the terms outlined in the constitution. Ensure that the two members both sign the cash counting form. See also Sections 3 and 8 of the Treasurer’s Handbook
Entering data into the accounts spreadsheet

We operate our financial accounts on a cash/accrual accounting basis.
Enter data regularly (either weekly or fortnightly) ensure that the balance per the spreadsheet matches the balance per the bank. See also See Section 2 of the Treasurer’s Handbook
Income and Expenditure will need to be entered into the correct place on the spreadsheet for both the main account and the uniform shop account.
Paying Uniform Shop Invoices

You will need to collect invoices for uniforms ordered and pay them via direct deposit to <insert name of uniform supplier/s>.
Receiving Funds from the Uniform Shop

The funds will be deposited to the uniform shop account either by Flexischools (where parents have ordered uniforms online), by transfer from the school (usually a lump sum once a month) for payments processed via credit card at the front office, by cash deposit (for uniforms purchased with cash). You will need to discuss with the uniform shop manager for this year whether they can deposit funds at bank each week or fortnight or whether you will need to collect the funds and deposit each Friday morning.
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