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Thanks to Elissa Khoury, LTSU Finance and Procurement Coordinator for this section
Good bookkeeping practices will enable you to make informed decisions and provide you with a solid foundation for your Club or Society. Correct practices will also ensure transparency which is vital for financial reporting, and for meeting your obligations to your club members.
You might have very simple financial management requirements, but if it’s starting to get a bit more complex you might like to download the bookkeeping template for clubs, which is available at www.latrobesu.org.au/clubsresources 
Below is a bit more information about financial management, based on the training delivered to club executive committee members.
Three types of financial statements can be derived from the transactional records:
1)	Profit & Loss report is Revenue MINUS Expenses (R - E = P&L) 
	2) 	Balance Sheet - Assets MINUS Liabilities = Equity/Reserves (A – L = E)
	3)	Cash Flow – For maintaining and forecasting your Cash position
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Making withdrawals from your bank account
· For every withdrawal, you must have appropriate documentation. Every payment that you make will need to be verified with a Tax Invoice.
· If the supplier is not registered for GST they must still have an ABN otherwise 46.5% needs to be withheld and remitted to the ATO.
· If you have made the purchase through a retail outlet, a Tax Invoice or Receipt is appropriate however an EFTPOS receipt is NOT.
Making deposits into your bank account
· For every deposit, you must also have appropriate documentation.  You will need supporting documents to show what type of payment the deposit is.
· Carbon copy Receipt books are appropriate if you are unable to access computerized accounting/bookkeeping software.
· If the deposit is for an approved grant, keep the application forms legible and correctly filed as they need to be easily accessible.
Balancing your books to your bank account
· Every deposit and withdrawal must be accounted for in order to balance your books and manage your cash flow.
· It is best to group your costs together to show how much your spend was on each activity. This is called creating a “Chart of Accounts”  
· By grouping Revenue (Deposits) and Expenses (Withdrawals) into the same categories, it will provide an essential tool for future planning and cash flow forecasting
· Balancing the books to your bank account is imperative to ensure you do not overspend and incur fees and charges or penalties
Reporting obligations
· When establishing your Club or Society, it is important that you consider what type of trading, if any, that you intend to focus on.  
· Selling of goods and services does not necessarily mean you will need to register for GST
· Applying for an ABN is a simply process and can be done at any time.  If you choose to invoice other organisations for goods or services, amounts cannot be withheld when you have clearly quoted your ABN
· If you are a Non-Profit organization, your turnover needs to be greater than $150,000 before it becomes mandatory to register for GST
· You can choose to voluntarily register for GST however if the trade is deemed to be a hobby you cannot register for GST.
 http://help.abr.gov.au/IC/Other_registrations/Register_for_GST_-_Policy_and_Legislation/Who_should_register_for_GST_/
If you choose to register for an ABN
1. Before you start, have your Names, Addresses, Birthdates and Tax File Numbers for your main Trustees (3 trustees required) as well as the name of your Club or Society
2. Go to www.abr.gov.au and select the link “Apply for an Australian Business Number” on the left hand-side
3. Fill in the information accordingly, print off your receipt (or take a note of your Reference number)
4. Done!! Easy, Simple and Straight-forward!
Further information, resources and training
Your committee members can attend bookkeeping training run for clubs by the LTSU, but you can also check out these websites:
Australian Taxation Office  - www.ato.gov.au
www.business.gov.au http://www.business.gov.au/BusinessTopics/Business-Finances/Manage-your-finances/Pages/Set-up-a-basic-bookkeeping-system.aspx
www.notforprofit.gov.au 
CCH Australia -  www.cch.com.au
If your bookkeeping needs are getting complex, you could consider purchasing MYOB or QuickBooks for your club. If they’re not too complicated but you’d like to feel more confident with your spread sheet bookkeeping, there are numerous Excel training courses which you can find and undertake.
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Many clubs have some sort of petty cash management which is used for day-to-day expenses and reimbursement. It’s good to record petty cash transactions, you can buy a petty cash carbon copy ledger book at most stationery suppliers.
The important steps for petty cash management:
· Record transaction in petty cash book, including who was involved in transaction
· Keep receipts to show this was a legitimate expense
· Keep cash secure, i.e. in a petty cash box which is looked after by the club’s treasurer or president
· Reconcile the cash against the records on a regular (perhaps monthly) basis
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