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Authorised By: Management Committee
Responsibility for the
review:

Management Committee and Centre Coordinator / Development Worker (CCDW)

Date last review:

April 2017

Reviewed by:

CCDW & MNC Management
Committee
(Signature)

Date of next review:

2020
Review has commenced

Review Process This Policy will be reviewed by the CCDW and Management
Committee and approved before or by the next date of review

Documentation and Communication: Any decisions requiring policy changes will be recorded in the Minutes
of Maleny Neighbourhood Centre Assn. Inc. Management Committee
and forwarded to CCDW for action and updating of policy documents.

Policy changes relevant to staff and volunteers will be either emailed
out or discussed at staff and volunteer meetings.

POLICY CONTEXT:
Queensland Standards for Community
Services:

Standard 1 (Governance and Management)

Other Standards:
Relevant Policies:
Forms or other organisational documents: Annual Budget

Audit Preparation
Legislation or other requirements: Association and Incorporation Act, 1987

Standard Chart of Accounts
Financial Accountability Act 2009
ATO requirements for (ACNC) Australian Charities and Not for Profit
Commission - DGR status

Purpose and
Commitment

Maleny Neighbourhood Centre Assn. Inc. Management Committee has an ongoing
commitment to adhere to effective and efficient financial practices and policies with clear
mechanisms established to provide accountability and communication in the organisation.
MNC Management Committee will undertake an annual Audit to ensure funds expenditure
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is in accordance with all Services Agreements.

SCOPE This policy will apply to all MNC financial activities and funds.

Policy &
Procedures

Maintaining appropriate records

Maleny Neighbourhood Centre Assn. Inc. establishes and maintains controls over the

generation and receipt of income so that legal and accounting requirements are met. All
financial documents are kept for at least 7 years.

- The Treasurer will oversee the procedures associated with revenue control.  The Finance
Officer, in conjunction with the CCDW, is responsible for implementing this procedure.

- The Finance Officer records all revenue in MYOB accounting system.  Each grant or area
of funding is allocated a job number in MYOB which allows each to be tracked
separately. This process assists in the Audit trail.

- All recurrent and non-recurrent funding including one off grants must be identified.
The Finance Officer will formally acknowledge the receipt of these monies to the
funding body.

- The Finance Officer, under the supervision of the CCDW, utilises a number of reporting
mechanisms to acquit the appropriate expenditure of each area of revenue.  These
acquittals are overseen and signed off by the CCDW and the President.

- All funding/grants, donations, cash revenue including cash from room rental, payments
for use of photocopier & fax, and all monies for financial membership will be recorded
and deposited into the MMC Operational Account held at the Maleny Credit Union.

- All cash or cheque income must be receipted in the receipt book at reception.  The
receipt must contain all relevant information required by the Australian Taxation Office
so that people giving donations can claim a tax deduction.

- All entries in the receipt book are entered in the MYOB accounting system with details
of what the payment was for, the amount and payee details.

- Computerised documents are secured by a password and held in the Administration
File. Hard copies of all financial reporting are kept in folders in the Administration office.

Approvals and Delegations

To enable Maleny Neighbourhood Centre Assn. Inc. full reporting and control of funds, all

bank accounts held by the organisation must have prior approval of the Management

Committee.

The Maleny Neighbourhood Centre Assn. Inc. operational account is held with the Maleny

Credit Union.  Signatures of authorised persons must be registered with the Maleny Credit
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Union. Our accounts are as follows:

1. E-Saver Account as Term Deposit Account

2. Cheque Account as Operational Account

3. Flexi School Account

4. Art Prize Account

5. Debit Card Account

There is a mandatory requirement for two signatures, one of which must be a committee

member, for cheques or withdrawals from the MNC operating account.  Positions with

authority to sign cheques and withdrawals include the CCDW, Bookkeeper, President,

Secretary, Treasurer or other committee member if required.

The CCDW has the delegation for expenditure up to $500.00.  Anything above this amount

must be authorised by the Management Committee.

Electronic banking, including login and funds transfer, can only be undertaken by the CCDW

and the Finance Officer.

The Treasurer must advise the bank if there are any changes in the list of Office Bearers

authorised to sign cheques on behalf of the Maleny Neighbourhood Centre Assn. Inc.  The

applicable bank form should list all names and addresses of the new office bearers and

arrangement should be made for new signatories to produce the necessary identification to

the Maleny Credit Union.  This usually happens after an Annual General Meeting when

there has been a change of Committee Members.

All invoices for payment of goods and services are to be approved by the CCDW.  If the

expenditure is higher than the expenditure limit, the CCDW is required to seek approval

from the Management Committee or, if urgent, the President. Invoices are then directed to

the Finance Officer for payment.

Petty cash is for day to day expenditure of items less than $100.00.  There are two floats,

one for the front counter operations ($30.00), and one for Maleny Neighbourhood Centre

general expenditure ($200.00).  Small expenditures are paid from the latter float.  The

CCDW or Administration Officer are responsible for issuing petty cash for all receipted

claims.  The Finance Officer is responsible for balancing and reimbursing the float.

A receipt must be provided before any money can be paid from petty cash.  In the event no

receipt of purchase can be provided, the claim is submitted for approval to the CCDW.  If

approved, a declaration should be completed and signed by the person claiming the

expenses.

When the balance of petty cash reaches a predetermined low level, the Finance Officer will
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reconcile the petty cash, ensuring that all receipts and vouchers are accounted for, and

replace funds by requesting a cheque to be made out to petty cash.  All amounts are

recorded in the MYOB Accounting System.

Petty cash and reimbursement cheques are opened by writing “please pay cash” and signed

by the two signatories at the top of the cheque. All cheques submitted for signing must be

accompanied with a cheque requisition slip and the original invoice.

A Corporate Debit Card is to be used for expenses where possible.  The limit in the

Corporate Debit Card account will be no greater than $500.00 at any time.  The Finance

Officer will be responsible for electronically transferring funds into the account.  A monthly

reconciliation will be carried out by the Finance Officer with the aid of supporting

documentation provided by the card user.  The CCDW will review and sign off the

reconciliation of the account. Any amounts over $100.00 need to be authorised by the

CCDW who is responsible for the debit card and ensuring it is kept in a safe place.

Monthly reports are produced by the Finance Officer in computerised formats, and are

available to the Treasurer for consideration prior to monthly Management Committee

Meetings.

Any concerns that the Treasurer might have will be raised with the Finance Officer and

Centre Coordinator.

These reports include:

● Bank Register: this report lists all cheques drawn on all accounts for the month
and includes the name of the drawer and the amount of each cheque.
● Bank Balance Reports: this report is checked against bank statements for each
account and gives a correct bank balance as at the end of the month.  All cleared
cheques and deposits are shown on the bank statement, and the Reconciliation lists all
unpresented cheques.
● Cash Disbursement Journal/Cash Receipts Journal: These reports list all
transactions posted/entered onto the computerised accounting system (MYOB).
● Job Profit and Loss Report: This report lists all income and expenditure in that
period.  It will show a profit or loss figure relevant to each program area or job/cost
centre.
● Operating Statement: Year to date income and expenditure with a budget
variance identifies whether items are over or under budget.

All monthly reports are produced in hard copy and filed in the Administration office, and

are available for perusal by the Treasurer on request.

Copies of the Operating Statement are forwarded to the Management Committee for

ratification at the monthly Management Committee meeting.
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Financial Delegations The following processes exist for financial delegation at Maleny Neighbourhood Centre:

1. Signatories to sign cheques & MCU payment authorities:

Two signatures are required, one of which must be a committee member, and one from

the following group:

● Finance Officer

● Centre Coordinator / Development Worker

● Treasurer

● President

● Secretary

● Other committee member if required

2. Access to bank login & authority to make electronic funds transfer payments can

currently be undertaken by two people in the following positions:

● Finance Officer

● Centre Coordinator / Development Worker

3. Access to petty cash funds & money to be banked can be conducted by:

● Finance Officer

● Centre Coordinator

● Administration Officer

4. Maximum expenditure by the Centre Coordinator without Management Committee

approval is $500

5. Approval to pay invoices:

● Automatic for monthly accounts (must be supported by receipts)

● Centre Coordinator / Development Worker (or coordinator relief) approval for all

other payments

6. Treasurer to scrutinize and sign monthly reports including:

● Bank Register

● Bank Reconciliation Report

● Balance Sheet

● Profit & Loss Statement / Monthly Operating Statement

7. Whenever grant monies are confirmed the Finance Officer must be provided

with all documents from the grant organisation to enable invoicing,

receipting, outgoings and overseeing budget in this project area.
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