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The Country Women's Association in Tasmania Inc.

Branches, Shops and Committees
Financial Management Policy

1. Introduction

The CWA in Tasmania is an incorporated body and registered for GST.

As the CWA in Tasmania Inc. operates through a branch structure, the Branches,
Shops and Committees are separate entities for GST purposes, known as non-profit
sub-entities.

Branches, shops and committees are not registered for GST.

To maintain this status each branch, shop and committee must maintain a separate
independent system of accounting, and can be separately identified from the main
organisation by its location or by its activities.

Some examples of implications of this Australian Taxation Office regulation are:

e Branches cannot use the state EFTPOS machine for their branch activities

e State Office cannot host a shop selling goods on commission for members

e State Office cannot sell raffle tickets on behalf of branches or committees.
If this separation is not maintained then every branch, shop and committee will need to
be registered for GST.

2. Purpose

The purpose of this policy is to:
e Ensure that all Treasurers have the knowledge to provide sound financial
management to their branch, shop or committee.
e Ensure transparency and accountability in all financial transactions.

3. Policy

Financial transactions carried out in the name of a Branch/Shop/Committee shall follow
these principles:

3.1 Bank accounts should be in the name of CWA in Tasmania Incorporated
Branch/Shop/Committee.
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Bank accounts should have at least three signatories, and be updated as office
bearers change.

All income and expenses must be recorded in a Cash Book, either in the form of a
manual ledger, Excel or an accounting software program eg Xero, MYOB or
Reckon.

The information recorded must include date, description of transaction and the
amount of the transaction.

A monthly Income and Expenses Report must be presented to meetings of the
membership. The President must sign and date these.

Bank Statements and Bank Reconciliation Reports must also be presented to
meetings of the membership. The President must sign and date these.

CWA in Tasmania Inc Receipt Books are to be used to receipt all donations,
memberships and payments for branch activities. These are available free of
charge from State Office.

The receipt must include the date, name of person who made the payment,
description of the payment, amount received, and signed by the person who
received the payment.

Any person who has an actual or potential conflict of interest in respect of any:
e payment
e approval of a supplier
e approval of an agreement or contract with an external party
must declare that conflict of interest to the Branch/Shop/Committee and either
comply with any direction or withdraw from involvement in the transaction.

Payments

Two signatories are required for every withdrawal/cheque/payment.

Each Branch, Shop or Committee shall set payment guidelines, where
purchases/payments under a certain value can be made, but over a certain limit

must seek membership approval.

Wherever possible internet banking should be used for payments, in preparation
for the phasing out of cheques.

Copies of all paid invoices should be kept and supplied to the Auditor.

A petty cash float may be used as determined by the Branch, Shop or Committee,
but in general should not exceed $200.

Petty cash should be used only to cover expenses for which it is not feasible or is
unreasonably inconvenient to use normal purchasing methods. Any expense that
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is predictable, regular, and significant should be dealt with through normal
accounting procedures.

4.7 A tax invoice or receipt must be obtained for all petty cash purchases exceeding
$10 (GST inclusive).

4.8 Petty cash should be kept in a secure (locked) location and the key held securely.
4.9 All petty cash transactions should be recorded and reconciled monthly.
4.10 Payments to State Office should be made via direct deposit where possible. Details

of the payment should be forwarded to the State Secretary, preferably via email
admin@cwaintasmania.com.au, or by mail PO Box 76, Moonah, 7009

4.11 Branch membership payments should be forwarded to State Office within two
weeks of receiving them. Branches should only receive Branch memberships.

4.12 Associate and Individual memberships should be paid directly to State Office. The
only exception is for new members who sign up at CWA shops, with the intention
of selling goods.

5 Income

5.1 Except when classified as Petty Cash, all cash receipts shall be:
e Kkeptin a supervised or secure (locked) environment
e deposited in the bank account within three working days.

5.2 Branches, Shops and Committees may use electronic means eg. EFTPOS
machine provided by a bank’s merchant services, Square or similar to receive
payments. Treasurers are responsible for managing these.

5.3 At fundraising events, markets or shops where a cash float is used, the float should
be counted at the beginning and end of the event by two members.

5.4 At fundraising events, markets or shops where cash has been received, the cash
should be counted by two members, and the amount of cash to be deposited
agreed by the two members. The cash must not be taken home to count, but must
be counted at the event/venue.

6 Reimbursements

6.1 Members may be reimbursed for expenses they have incurred related to their
Branch/Shop/Committee, on provision of proof of payment.

6.2 All Branches, Shops and Committees should use a reimbursement claim form,

which must be completed and supported by tax invoices or receipts. The State
Secretary or State Treasurer can provide a copy to use for this.
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The claim form must be submitted to the Branch/Shop/Committee Treasurer for
approval before a reimbursement payment is made.

End of Financial Year Procedures

The CWA in Tasmania Incorporated Financial Year presently runs from 15t April to
31st March.

At the end of the financial year each Branch/Shop/Committee shall provide an
audited financial report to their members at an Annual General Meeting.

Every Branch/Shop/Committee shall appoint an Auditor. The Auditor should be
independent of the entity and have some experience with book-keeping.

The Auditor should be given the financial records, receipt books, invoices paid and
details of any other payments, including reimbursements.

The State Treasurer shall provide each Branch/Shop/Committee with a set of
EOFY forms to be completed. These include a guide for the Auditor, Auditor
Statement, a Bank Reconciliation report, an Income and Expenses template, and a
Donation Summary.

All EOFY Reports and Donation Summary payments should be forwarded to State
Office by 30" June.

Grants

Branches/Shops/Committees may apply for grants to further their work and the
services they provide in their communities.

Grants which require the auspices of CWA in Tasmania Inc (as the legal entity)
must be approved by the State Executive Committee before the grant application is
submitted. This will usually apply to grants from the Federal Government, State
Government and larger organisations. The application will be submitted with the
support of the State Secretary and State Treasurer. Grant Deeds and Grant
Acquittals shall be managed by the State Secretary.

Funds provided to CWA in Tasmania Inc. for grants on behalf of
Branches/Shops/Committees shall be held in a separate bank account and
quarantined until use by the beneficiary.

Smaller grants provided by local councils and local politicians may not require
CWA in Tasmania Inc approval, but Treasurers should notify the State Secretary
and State Treasurer of any applications and funds received.

The State Executive encourages Branches/Shops/Committees to discuss with

them any plans to apply for grants for future projects. Assistance with formulating
business plans and supporting documentation for grant applications can be
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provided by the State Secretary, State Treasurer and other members of the
Executive.

Financial Mismanagement

If a member has concerns relating to the financial management of the
Branch/Shop/Committee they should approach a member of the relevant executive
committee in the first instance to discuss.

If the issue cannot be resolved the State Office should be contacted.

Branches are sub-entities of the incorporated state body and must adhere to strict
governance protocols, so the State Executive then have the responsibility to

investigate and establish correct procedures.

Outcomes will depend on the nature and severity of the mismanagement.

Use of Australian Business Number

10.1 Branches/Shops/Committees may from time to time require the use of the CWA in

Tasmania Inc. ABN, to apply for grants, purchase goods and services or open,
operate or close a bank account or investment account. Please contact the State
Secretary and notify her every time use of the ABN is required. The State
Secreatry shall keep a register of ABN usage.
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