The Club Treasurers Guide To ...


...Keeping The Accounts

Congratulations on your new appointment as Club Treasurer.  You may well be feeling somewhat apprehensive at this stage as undoubtedly no one will have told you what to do.  Well, here’s a simple guide to keeping track of the club’s money, whilst you, and your club, have fun!

Included you will find an account sheet.  This is the place to start.  As you can see it’s been designed to be easy to use and if you follow the instructions below your year’s trouble free accounting starts here!   

You should ensure that the club’s account balance is  written on the top of the form, now all you have to do is remember to write down everything that you spend or pay in over the next year.

So, for example, if your first transaction as Treasurer is to pay in all the new membership fees you’ve extracted at your first meeting of the year, all you need to do is:

	Date
	Cheque No/Paying in No.
	Details
	Credit(+)


£
	Debit (-)


£
	Balance

	
	
	Balance carried

forward
	
	
	10.13

	8.10.98
	000056
	Membership Fees
	65.00
	
	75.13

	
1

Put in the date you go to the Bank (not the last week when you wrote out the paying in slip!
	
2

Write the number of the paying in slip here (you’ll find it at the bottom of the slip preceded by lots of ooo’s)
	
3

Describe what it is you are doing.  This makes it much easier when you come back to check.
	
4

Enter the amount you are paying in.
	
	
5

Add the amount you are paying to the balance carried forward to give you a new total.





Once you’ve done this, there’s money in the bank and it’s time for action!!!
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Now every time you pay in money or take it out all you need to do is write it down.  Writing cheques is easy then you simply have to add them to the form so you know exactly how much the club has.  All you need to do is:

	Date
	Cheque No/Paying in No.
	Details
	Credit(+)


£
	Debit (-)


£
	Balance

	
	
	Balance Carried

Forward
	
	
	10.13

	8.10.98
	000056
	Membership Fees
	65.00
	
	75.13

	12.10.98
	137
	B Smith-Equipment
	
	25.00
	50.13

	
1
	
2
	
3
	

	
4
	
5



	Write down the date you wrote the cheque (not the day you remembered to write it on the sheet!
	Write down the number of the cheque (you’ll find it on the bottom of the slip)
	Write down who the cheque was made payable to (exactly) and brief description of what it was you bought.
	
	Enter the amount the item cost.
	Take this away from your previous balance to give you a new total.




As you can see, it couldn’t be easier.  Don’t forget only write things on this sheet which you do via the bank.  If you keep petty cash (which should be kept to an absolute minimum) keep a separate similar ledger and hand it in to be audited at the same time as your account sheet.

Also, don’t forget to check the bank statements, in the sports office, to make sure you (or the bank) haven’t made a mistake.  New sheets are obtainable from the AU Office, as is all the advice you will need if you have any problems.


Happy Treasuring!

Club Treasurers

Accounting Sheet - 1



...........................................Club : 200........

	Date
	Cheque No/Paying in No.
	Details
	Credit(+)


£
	Debit (-)


£
	Balance

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	TOTALS
	
	
	


