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1. Introduction

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

The Association must comply with all ATO regulations and reporting requirements.

All sales from the Association must include GST. The Association may claim GST credits for
any GST included in the price of purchases. A Business Activity Statement must be lodged
quarterly.

As the CWA in Tasmania operates through a branch structure, the branches, shops and
committees are separate entities for GST purposes, known as non-profit sub-entities.
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 ATO 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 expenditures made in the name of the organisation are necessary and
authorised.
e Ensure compliance with Fair Work, ATO and financial reporting requirements

3. Policy

Financial transactions carried out in the name of The CWA in Tasmania Inc. shall, as far as
possible, be governed by the following principles.

3.1 Payments for regular consumables — office supplies, computer supplies, kitchen and
cleaning supplies - up to $300 may be made by delegated authorisation from the
State Treasurer to the State Secretary.

32 Items or services which are not regular consumables up to $300, and any items or
services over $300, but less than $1000, including groups of purchases for a particular
event e.g. decorations from Temu, must be approved by the State Treasurer and/or
State President.

3.3 Purchase of items or services over $1000 must have State Treasurer approval.

3.4 Complete records of payment authorisation should be kept on file.

1|Page



35 The State Treasurer shall have full and continuous access to The CWA in Tasmania Inc.
Xero account, bank statements and records.

3.6 The State Secretary shall maintain a register of all accounts and online subscriptions,
with full access information available to the State Treasurer. Accounts and online
subscriptions will only be established with the consent of the State Treasurer.

3.7 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
e |oan from The CWA in Tasmania Inc. funds
e contract of employment,
must declare that conflict of interest to the State Executive and either comply with
any direction or withdraw from involvement in the transaction.

3.8 Financial transaction cards may only be issued to a person approved by the State
Executive.
39 Cardholders and persons requesting a reimbursement must obtain a tax invoice or

receipt for each transaction. If a tax receipt is lost or misplaced, the Payor must
provide a written statement setting out the details of the transaction.

310 The State Secretary and the State Treasurer shall develop a budget for each financial
year.

3 It is the responsibility of the State Executive to:
e Approve a budget and authorize any departures from that budget.
e Maintain supervision of the financial progress of the organisation.

312 It is the responsibility of the State Secretary to ensure that:
e Procedures consistent with this policy are implemented.
e Reports on the implementation of these procedures are regularly submitted to
the State Executive.
e Staff and volunteers are aware of this policy and these procedures.
e Any breaches of this policy or procedures are dealt with appropriately.

313 It is the responsibility of all employees and volunteers to ensure that any payment
made on behalf of the organisation conforms to this policy and procedures.

4. Processes: Payments

Financial transaction card use

Any Association financial transaction cards (credit or pre-paid debt cards) may only be
issued to a member of the State Executive, staff member, or volunteer where their
functions and duties would be enhanced by the use of such card.

Cardholder’s Responsibilities
4. The Cardholder shall:
e In all cases obtain and retain sufficient supporting documentation to validate the
expense (e.g. tax invoice or receipt) or provide a written statement in lieu).
e Verify that that goods and services listed were received.
e Notify the bank and the State Treasurer immediately if:
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o The cardis lost or stolen

o Any unauthorised transaction is detected or suspected

o A personal expense has inadvertently been charged to the card.
e Notify the State Treasurer and the bank of any change in name or contact details.
e Take adequate measures to ensure the security of the card.

e Cease using the card and promptly return the card to the State Treasurer if:
o The cardholder leaves employment or their volunteering role with CWA in
Tasmania Inc.
o The State Executive determines that there is no longer a need for the
cardholder to retain their card
o The card has been cancelled by the bank.

e The cardholder will be personally liable for any unauthorised personal transaction
not including transactions resulting from the card being lost, stolen or subject to
fraud on some part of a third party.

4.2 The Cardholder shall not:
e Exceed any maximum limits set for the card.
e Obtain cash advances through the card.
e Use the card for any illegal purchases.
e Authorise their own expenditure.
e Claim double allowances (i.e. request reimbursement for an expense already
paid by the card).

Card Expenditure
4.3 The card will only be used for purchases that are directly associated with the
cardholders’ function within the organisation.

Card Misconduct
4.4 Wherever a breach in this policy occurs, the State Executive will assess the nature of
the breach and may institute an appropriate disciplinary process, including:
e Counselling and/or verbal warning
e A written warning.
e Misconduct meeting
e Cancellation of the card

4.5 Where the State Executive considers that the breach is such that a serious sanction is
appropriate, The CWA in Tasmania Inc.'s right to summarily dismiss an employee or volunteer
for serious misconduct may be exercised. They will also determine whether to report a breach
of the policy to the police for criminal investigation.

Bank accounts
4.6 Bank accounts may only be opened in The CWA in Tasmania Inc.'s name, or to hold
The CWA in Tasmania Inc.'s funds, when authorised by a person with the appropriate
authority, such as State Treasurer and/or State President.

4.7 Bank signatories shall be determined by the State Executive.

Petty Cash

Petty Cash Limit
4.8 The amount of the petty cash float shall be as determined by the State Secretary from
time to time, but in general should not exceed $250. Any amount in the petty cash float over
$250 shall be returned to general funds.
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Petty Cash Use
4.9 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 is
predictable, regular, and significant should be dealt with through normal accounting
procedures.

410  Ataxinvoice or receipt must be obtained for all petty cash purchases exceeding $10
(GST inclusive).

41 Petty cash should be kept in a secure (locked) location and the key held securely.

412  The petty cash float is to be reconciled monthly.

Cash
413 Except when classified as Petty Cash, all cash receipts shall be:
e Keptin asupervised or secure (locked) environment, and
e Deposited in the Association’s bank accounts within three working days.

5. Payroll

Applies to all employees of the association and all payroll processing is to be conducted

through Xero Payroll

51 Hobart Shop hourly employees must record their hours worked,

52 The Shop Manager must then provide this information by email to the Chair of the
Hobart Shop Committee (or her proxy), by 10am on the pay day for verification, with cc
to the State Secretary.

53 Once verified The State Secretary will then record the information in Xero,

54 The State Secretary then adds her payment details (in accordance with her
employment agreement) into Xero.

55 An email including a screenshot or PDF of the proposed payments is sent to the State
Treasurer (or her proxy).

5.6 The payroll is then approved by the State Treasurer (or her proxy), and a reply of
approval is sent.

5.7 Reimbursement and travel expense claims by employees must also be submitted by
email to the State Treasurer for approval and may be processed along with payroll
once approved.

58 The payroll may then be processed in Xero.

59 Superannuation should also be processed on the same pay day.

510  All payroll records, timesheets, approvals and expense documentation are retained.

6. Reimbursements

Members of the Association may be reimbursed for expenses incurred in carrying out their
duties.
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6.1 A claim form must be completed and supported by tax invoices or receipts.

6.2 The claim form will be submitted to The State Secretary, who will seek State Treasurer
approval before making the payment.

7. Travel Claims

Members of the Association may be reimbursed for travel expenses incurred in carrying out

their duties.
7.1 A claim form must be completed and supported by tax invoices or receipts.
7.2 The claim form will be submitted to The State Secretary, who will seek State Treasurer

approval before making the payment.

8. Grants

The Association itself, or on behalf of branches, receive monetary grants.

8.1 These grants must be held in accordance with the grant deed, and in a separate
Association online saver bank account.

82 Grant funds may only be used for the purpose described in the grant deed.

8.3 All grant acquittals will be actioned through the State Secretary and State Treasurer.

9. Investments

The Association has funds invested, with proceeds used to support the Association’s activities.

9.1 Signatories of the investment account(s) shall be the State President, State Treasurer
and Public Officer.

9.2 A summary report of the movement in the investment portfolio shall be presented to
the State Executive Meetings and the AGM.

9.3 The State Executive decides on fund drawdowns, which are then carried out by the
signatories.

10. Accountant and Auditor
The Association shall engage the services of an accountant and an auditor.

10.1 The accountant shall provide accounting services and advice as deemed necessary by
the State Treasurer and the State Secretary.

10.2  The auditor will be appointed at the AGM.

10.3  The auditor will only provide audit services and not provide any accounting advice or
undertake any accounting services.
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