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Policy


Financial Management

Date Effective
         July 2001

Date Renewed
         May 2005
ROLE OF BOARD AND TREASURER

The financial management of Share & Care Community Services Group Inc is the responsibility of the Board of Management. The Chief Executive Officer is responsible for ensuring that the Financial Policy and Practices set down by the Board are followed, along with operational matters.
ROLE OF CHIEF EXECUTIVE OFFICER

The Chief Executive Officer in conjunction with the Treasurer, is responsible for the financial management of the organisation on behalf of the Board. The Chief Executive Officer also acts as the Boards Authority in all operational matters.
ROLE OF PROGRAM MANAGERS
The Program Manager is responsible for ensuring all financial accountability requirements related to funding are met and copies of all financial reports are given to the Chief Executive Officer.

The following principles apply:

· An annual budget for the program should be developed by the Program Manager for presentation to the Chief Executive Officer by March each year.

· Monthly and quarterly financial statements should be presented by the Chief Executive Officer for Board information by the 14th of each month.
· All monies received must be recorded in a receipt book and deposited in the cheque account.

· All payments (except petty cash) must be made by cheque.

· Cheques must be signed by any two of the following: Chairperson, Vice Chairperson Treasurer, Chief Executive Officer, Financial Controller or Program Manager. Blank cheques must never be signed.

· Cheques for individual items of more than $500.00 must be approved by the Chief 

Executive Officer.
· Cheques over $5,000.00 must be approved by the Board of Management.

· Payment vouchers should be completed and attached to invoices.

· An imprest system of petty cash is to be used with a float of $100.00 and is to be maintained by the Administrative Officer.

· The quarterly revenue and expenditure statements should be completed by the Program Manager, and given to the Chief Executive Officer.
· An asset register for the services recording of description of the goods, the date of purchase, where purchased, and cost must be maintained by the Administrative Assistant. All equipment purchased with a value in excess of $200.00 must be recorded. Copy of this is to be lodged with the Chief Executive Officer.

· An annual audit shall be undertaken each year by a qualified auditor approved by the Board of Management. The Treasurer will present the audited report on the financial position of the organisation at the Annual General Meeting.

· All wage payments must be made by cheque or direct transfer and entered into the data base. Tax, workers’ compensation and Superannuation are computed from the wage book.

· Superannuation is paid on a monthly basis at the award rate.
          *     GST Component of Funding.
BOOKKEEPING

The Program Manager is responsible for ensuring all the financial management tasks associated with funding are properly completed. The Administrative Officer will undertake processing of payment and receipts, management of wages and maintenance of employee’s entitlements, maintenance of the cash book and preparations of reports. A computerised system is used for the wages and cash book.

The Chief Executive Officer is responsible for ensuring these standards are met by all programs
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