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The following information is provided for the guidance of Parent & Friends (P&F) Association Executive Committees and in particular the Treasurer, who is ultimately responsible for all funds received and expended by the P&F.
It is essential that the P&F act at all times for the benefit of the school and the school community. One of the roles of a P&F is to raise funds to provide resources and opportunities for enriching the learning environment of the school. It needs to be a self-supporting entity, raising sufficient funds to allow it to effectively implement strategies to help it fulfill its stated aims.
The P&F Constitution includes advice on the fiscal responsibilities of the P&F in particular the executive committee and the Treasurer. This handbook provides supplementary information that will aid in meeting those responsibilities.

Financial records should include the following:
· Bank Cheque Account with 4 signatories – requirement that 2 signatories must sign all cheques.

· Receipt book in duplicate – listing date, details of monies received, name of person giving monies, amount received and signature of person issuing the receipt.

· Cash Book Receipts – listing date, receipt number, details of funds received and amount banked.

· Cash Book Payments – listing date, cheque number, details of payment and amount paid.

· Petty Cash Book and Duplicate Petty Cash Receipt Book – if applicable.




· Monthly bank reconciliation to ensure that all monies have been recorded.

· Treasurer’s Report to P&F Meetings listing all payments and receipts since the last meeting for ratification/approval and all invoices received.

· Minutes of P&F Meetings – showing approval or ratification of payments.

· Annual Audit of accounts by an independent and qualified accountant.


Responsibility for P&F finances rests with the Treasurer. He/she is responsible for ALL financial dealings of the P&F including its sub-committees – e.g. fundraising, social events and Trading Activities such as canteens, uniform shop etc where operated by the P&F.
P&Fs have a constitution which guides its operations and gives specific information on the function of the Treasurer. See Clause 6.3.
To safeguard the P&F funds a Treasurer has a number of key functions to perform:

· Prompt receipting and banking of all monies intact – never use monies received to pay bills.

· Pay all expenses by cheque – establish and maintain petty cash (where appropriate) by drawing cheques.

· Ensure all accounts are paid promptly after authorization and approval at a General meeting.

· 
 Keep a record of the income and expenditure – see page 9 for a sample.

· Prepare monthly bank reconciliation – see page 7 for a sample.

· Present up-to-date financial report at each General meeting – see page 8 for a sample.

· Ensure that minutes of meetings appropriately reflect decisions relating to financial matters.

· Ensure that financial records are audited.

· Present record of audited accounts to the first General Meeting of the school year.

· Pass on financial records in good order.


Either a manual cashbook of an EXCEL cashbook can be maintained – see page 9 and 10 for a sample. The income section of the cashbook should include Date, Receipt Number, Details of the Receipt, Amount Received, and separate columns for each type of recurring activity such as; Fete, Raffle, Mother’s Day, Other Significant Activities and Sundry Expenses (for example bank interest).
All monies received should be receipted individually. Where Trading Activities, such as canteen or uniform shop, are operated through the P&F Separate financial records must be kept. To ensure accuracy and security, it is important that monies be counted by two people. A receipt should then be written for the money counted and deposit slip prepared. This procedure helps to avoid errors and to ensure that there are no concerns about the handling of money. 

Security of monies received is important and monies MUST NEVER be taken home – they are not covered by insurance. All monies should be banked over the counter on the date of receipt. If this is not possible, the P&F needs to negotiate suitable arrangements with the Principal for the security of the monies:

· Through school’s cash security company, or

· Locked in the P&F cash box and placed in the school safe, or 

· Locked in the P&F safe on school premises.

For an evening event of a Fete a security guard might be worth considering. To ensure the security of cash monies a night safe deposit could be pre-arranged.
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The expenditure section of the cashbook should include Date, Cheque Number, Details of Payment, Amount paid, and separate columns for each type of recurring activity.
Each cheque drawn needs to be substantiated by either an invoice or a receipt for expenses incurred.


Adequate details should be recorded on the cheque butt. Where no invoice or receipt is available, the person requesting the money must provide a written explanation of the amount claimed (this practice should only occur infrequently).


Petty Cash is a useful mechanism that allows for purchases (of an incidental nature and value) made between meetings – it also limits the amount of time people have to wait for reimbursement. A realistic limit should be agreed at a General Meeting and an initial Petty Cash cheque needs to be drawn for that amount.  The usual practice is for people to claim reimbursement from Petty Cash only after they have paid and have a receipt to present.


A separate Petty Cash book must be maintained with a receipt being completed and signed by the person receiving the cash. When the Petty Cash is almost depleted the petty Cash receipts are totaled and a cheque for that amount is drawn to bring the Petty Cash back to the set limit.


Where a P&F is responsible for trading activities a separate accounting must be maintained and this should adhere to generally accepted bookkeeping principles and the guidelines set out in this guide.
The trading activity supervisor MUST provide financial reports to each general meeting.


An annual stocktake must be conducted to establish the value of year-end stocks and to access the profitability of the activity. A copy of the stocktake should be attached to the audit report.

Trading activities ore often viewed as a service for the school community; however, they are not to be run at a loss.

Further advice TBA


The P&F account must be audited as at 31 December each year to comply with Department of Education Science and Training (DEST) Financial Questionnaire Reporting Requirements.

The Auditor must be independent, that is, neither a member of the P&F executive not a relative of an executive member. The auditor must be a qualified accountant and a member of one of the professional bodies listed below:

· The Institute of Chartered Accountants

· CPA Australia

· The National Institute of Accountants

The Treasurer is responsible for contacting the auditor at least one month prior to the first General Meeting of the P&F in the school year. Prior to the books being given to the auditor the Treasurer needs to ensure:

1. all outstanding invoices are paid

2. the paid invoice file is complete in cheque order sequence
3. all supporting details for income received are provided

4. cashbook is complete, additio0ns checked and sundry column details completed

5. bank statements file is complete and reconciliation is performed as at 31 December

6. current Term Deposit confirmation has been received – if applicable
7. all books and associated financial information for all trading activities are likewise included for audit

8. Income & Expenditure Statement has been prepared – or request auditor to do so

9. Assets Statement has been prepared – or request auditor to do so.

In addition to the above documents the auditor will require the following:

10. bank deposit books

11. Receipt books

12. Petty cash book and receipts
13. Cheque books

14. All P&F minutes
15. Any sundry invoices
The auditor’s report, Statement of Income & Expenditure and Statement of Assets are formally accepted at the first general meeting of the P&F for the school year. A copy of these documents is given to the school Principal. 


P&Fs are an unincorporated sub-entity of the school for GST purposes. As such they cannot charge GST on income received and cannot claim back GST included in payments.
Should P&Fs purchase goods or assets to be given to the school, the practical impact is that they will cost more because the GST paid cannot be claimed back. When the school purchases goods and assets, generally a GST credit can be claimed back on a monthly basis.


This is why the P&F constitution stipulates that P&Fs must only donate monies to the school not goods or assets

Further advice on GST impacts on trading activities and fundraising events TBA


The Principal and the Catholic Schools Office have joint responsibility ensure that all employment conditions are strictly administered in accordance with current statutory regulations (especially workers compensation, superannuation, child protection, annual and long service leave), Awards and Enterprise Agreements. All staff employed in systemic schools come under a negotiated Awards and/or Enterprise agreements. This ensures that salaries and related employment conditions 
are administered consistently and fairly throughout the system.

It is therefore imperative that no salary or wage-type expenses/allowance be paid directly by P&Fs, either by cash or cheque.

The Payroll Services Team of the Catholic Schools Office administers all salaries/wages centrally.


Advice and templates currently being developed.

In the first instance the school Principal should be contacted.

Others who may be able to assist you are:

· CSO Schools Accountants


Central Coast 

Robert Cook

PH: 98470780




Email: Robert.cook@cso.brokenbay.catholic.edu.au

North Shore

Amelia Murphy

PH: 98470776




Email: Amelia.murphy@cso.brokenbay.catholic.edu.au

Peninsula

Michael Puckeridge
PH: 98470778




Email: Michael.puckeridge@cso.brokenbay.catholic.edu.au
SAMPLE

Monthly Bank Reconciliation

The bank reconciliation is an internal procedure to ensure that all income and expenditure has been recorded. 

This is particularly important where people other than the Treasurer have made deposits (such as bank interest).

A sample monthly bank reconciliation is:

Bank statement Balance as at 15/03/2007


$6,254.25

Add Outstanding Deposits

16/03/2007



$100.00

17/03/2007



$878.50

Total Outstanding Deposits




$  978.50
Sub-total






$7,232.75

Less Unpresented Cheques


No. 041126



$1000.00


No. 041128



$1,542.50


No. 041129



$  500.00

Total Unpresented Cheques




$3,042.50
Available bank Balance as at 15/03/2007


$4,190.25

SAMPLE

Treasurer’s Financial Report for general meetings

A treasurers Report should be prepared to show all payments and receipts since the last P&F meeting.

A sample format is:

Balance reported last meeting



$6,254.25

Receipts


Sausage Sizzle



$  978.50


Total Available




$7,232.75

Less Payments Made


No. 041126 (family photos deposit)
$1.000.00


No. 041128 (golf day deposit)
$1,542.50


No. 041129 (raffle tickets)

$   500.00


Total Payments




$3,042.50
Balance Available





$4,190.25

Less Invoices Received requiring Approval


(list name of supplier & purpose of expenditure)_


None this month





$      0.00
Final Balance Available at (date of current meeting)
$4,190.25

	SAMPLE CASHBOOK RECEIPTS FOR 2007 YEAR

	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Description
	 Total Banked 
	 Bank Interest 
	 Chocolate Drive 
	 Discos 
	 Fete 
	 Raffle 
	 Mothers  Fathers 
	 Ball 
	 Sundry 
	Comment

	31/01/2007
	Interest
	            8.00 
	          8.00 
	 
	 
	 
	 
	 
	 
	 
	 

	28/02/2007
	Interest
	            4.00 
	          4.00 
	 
	 
	 
	 
	 
	 
	 
	 

	24/03/2007
	HC Buns
	        720.00 
	 
	 
	 
	 
	 
	 
	 
	      720.00 
	Hot Cross Buns

	31/03/2007
	Interest
	            3.00 
	          3.00 
	 
	 
	 
	 
	 
	 
	 
	 

	01/04/2007
	Choc Drive
	        457.00 
	 
	      457.00 
	 
	 
	 
	 
	 
	 
	 

	30/04/2007
	Interest
	            5.00 
	          5.00 
	 
	 
	 
	 
	 
	 
	 
	 

	06/05/2007
	Major Raffle
	        515.00 
	 
	 
	 
	 
	      515.00 
	 
	 
	 
	 

	11/05/2007
	Major Raffle
	        500.00 
	 
	 
	 
	 
	      500.00 
	 
	 
	 
	 

	12/05/2007
	Mothers Day
	    1,450.00 
	 
	 
	 
	 
	 
	    1,450.00 
	 
	 
	 

	12/05/2007
	Major Raffle
	        450.00 
	 
	 
	 
	 
	      450.00 
	 
	 
	 
	 

	19/05/2007
	Major Raffle
	        485.00 
	 
	 
	 
	 
	      485.00 
	 
	 
	 
	 

	25/05/2007
	Major Raffle
	        565.00 
	 
	 
	 
	 
	      565.00 
	 
	 
	 
	 

	31/05/2007
	Interest
	            4.00 
	          4.00 
	 
	 
	 
	 
	 
	 
	 
	 

	03/06/2007
	P&F Dinner
	    4,200.00 
	 
	 
	 
	 
	 
	 
	  4,200.00 
	 
	 

	30/06/2007
	Fete Cash
	  16,500.00 
	 
	 
	 
	  16,500.00 
	 
	 
	 
	 
	 

	30/06/2007
	Interest
	            6.00 
	          6.00 
	 
	 
	 
	 
	 
	 
	 
	 

	01/07/2007
	Disco
	        337.00 
	 
	 
	      337.00 
	 
	 
	 
	 
	 
	 

	01/07/2007
	Choc Drive
	        417.00 
	 
	      417.00 
	 
	 
	 
	 
	 
	 
	 

	31/07/2007
	Interest
	            5.00 
	          5.00 
	 
	 
	 
	 
	 
	 
	 
	 

	31/08/2007
	Interest
	            4.00 
	          4.00 
	 
	 
	 
	 
	 
	 
	 
	 

	11/09/2007
	Fathers Day
	    1,611.00 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	30/09/2007
	Interest
	            6.00 
	          6.00 
	 
	 
	 
	 
	 
	 
	 
	 

	01/10/2007
	Disco
	        400.00 
	 
	 
	      400.00 
	 
	 
	 
	 
	 
	 

	31/10/2007
	Interest
	            7.00 
	          7.00 
	 
	 
	 
	 
	 
	 
	 
	 

	30/11/2007
	Interest
	            3.00 
	          3.00 
	 
	 
	 
	 
	 
	 
	 
	 

	31/12/2007
	Interest
	            4.00 
	          4.00 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Total $ 
	  28,666.00 
	        59.00 
	      874.00 
	      737.00 
	  16,500.00 
	  2,515.00 
	    1,450.00 
	  4,200.00 
	      720.00 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	Cash Book Reconciliation
	
	
	
	
	 Bank Reconciliation 
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Opening balance
	    5,467.95 
	 (previous year closing balance) 
	 Balance 
	
	31/12/2007
	
	  6,130.00 
	

	Total receipts
	  28,666.00 
	
	
	
	 Less outstanding Cheque 
	
	
	

	
	Sub-total
	  34,133.95 
	
	
	
	
	
	15/11/2007
	 (No. 1415) 
	      417.05 
	

	
	
	
	
	
	
	
	
	
	
	
	

	Less
	
	
	
	
	
	
	
	
	
	
	

	Total Payments
	  28,421.00 
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Closing Balance
	    5,712.95 
	 (Current Year) 
	
	 Balance 
	
	
	
	  5,712.95 
	


	SAMPLE CASHBOOK PAYMENTS FOR 2007 YEAR

	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	cheque No
	 Details/Payee 
	 Cheque Amt 
	 Pmts to School 
	 Working Bee 
	 Disco 
	 M/F Day 
	 Social Events 
	 Fete 
	 Ball 
	 Sundry 
	Comment

	31/01/2007
	1241
	 W Bee Exp 
	        249.75 
	 
	      249.75 
	 
	 
	 
	 
	 
	 
	 

	25/02/2007
	1242
	 Craft Stall 
	        675.00 
	 
	 
	 
	 
	 
	       675.00 
	 
	 
	Craft stall

	28/02/2007
	1243
	 XXX Primary School 
	    1,750.00 
	    1,750.00 
	 
	 
	 
	 
	 
	 
	 
	shade cloth

	01/03/2007
	1244
	 Rides - XYZ Amusements 
	    2,500.00 
	 
	 
	 
	 
	 
	    2,500.00 
	 
	 
	rides

	05/03/2007
	1245
	 Matt Organiser 
	        363.00 
	 
	 
	 
	 
	      363.00 
	 
	 
	 
	 

	10/03/2007
	1246
	 Food Stall - J Cooke 
	        545.00 
	 
	 
	 
	 
	 
	       545.00 
	 
	 
	food stall

	15/03/2007
	1247
	 Lucky Dips - M Howard 
	        245.00 
	 
	 
	 
	 
	 
	       245.00 
	 
	 
	lucky dip stall

	17/03/2007
	1248
	 Allsweets Co 
	    1,300.00 
	 
	 
	 
	 
	 
	    1,300.00 
	 
	 
	 

	19/03/2007
	1249
	 Prepared Roll Co 
	        401.00 
	 
	 
	 
	 
	 
	       402.00 
	 
	 
	hot dog stand

	01/04/2007
	1250
	 Dumpster Bins 
	        235.00 
	 
	 
	 
	 
	 
	       235.00 
	 
	 
	 

	30/04/2007
	1251
	 W Bee Exp 
	        251.25 
	 
	      251.25 
	 
	 
	 
	 
	 
	 
	 

	01/05/2007
	1252
	 Big W 
	        714.00 
	 
	 
	 
	        714.00 
	 
	 
	 
	 
	 

	25/06/2007
	1253
	 XXX Primary School 
	    5,600.00 
	    5,600.00 
	 
	 
	 
	 
	 
	 
	 
	computers

	30/06/2007
	1254
	 Federation of P&F 
	          50.00 
	 
	 
	 
	 
	 
	 
	 
	        50.00 
	federations subs

	30/06/2007
	1255
	 PJ Printing 
	        285.00 
	 
	 
	 
	 
	 
	 
	 
	      285.00 
	raffle ticket printing

	31/07/2007
	1256
	 W Bee Exp 
	        292.50 
	 
	      292.50 
	 
	 
	 
	 
	 
	 
	 

	01/09/2007
	1257
	 Big W 
	        836.00 
	 
	 
	 
	        836.00 
	 
	 
	 
	 
	 

	25/09/2007
	1258
	 XXX Primary School 
	    4,600.00 
	    4,600.00 
	 
	 
	 
	 
	 
	 
	 
	library resources

	25/09/2007
	1259
	 Bunnings Hardware 
	        238.00 
	 
	 
	 
	 
	 
	 
	 
	      238.00 
	replacement P&F tools

	30/09/2007
	1260
	 ABC RSL 
	    3,800.00 
	 
	 
	 
	 
	 
	 
	  3,800.00 
	 
	 

	30/09/2007
	1261
	 DJ System 
	        300.00 
	 
	 
	      300.00 
	 
	 
	 
	 
	 
	 

	31/10/2007
	1262
	 W Bee Exp 
	        181.45 
	 
	      181.45 
	 
	 
	 
	 
	 
	 
	 

	02/11/2007
	1263
	 XXX Primary School 
	    2,500.00 
	    2,500.00 
	 
	 
	 
	 
	 
	 
	 
	science resources

	15/11/2007
	1264
	 W Bee Exp 
	        417.05 
	 
	      417.05 
	 
	 
	 
	 
	 
	 
	repairs to school seats

	18/11/2007
	1265
	 Shane G: farewell gift 
	          37.00 
	 
	 
	 
	 
	 
	 
	 
	        37.00 
	farewell gifts

	02/12/2007
	1266
	 Ruth R: farewell gift 
	          55.00 
	 
	 
	 
	 
	 
	 
	 
	        55.00 
	farewell gifts

	 
	 
	 
	  28,421.00 
	  14,450.00 
	  1,392.00 
	      300.00 
	    1,550.00 
	      363.00 
	    5,902.00 
	  3,800.00 
	      665.00 
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Where do I get assistance?












