Student Life Treasurer Information

Role as treasurer 

This isn’t the absolute right way to do the treasurer role. The steps below helped make my role as treasurer easier. You will probably find a better way to do things as you get used to the role.  

1.  Maintains detailed, accurate and up to date financial information for the Student Life account

·  Receipts are kept in the purple manilla folder:

# They are sorted by cheque order (ascending). 

# A cheque number is written on each receipt where possible

·  Bank statements are issued once a month.

# They can be collected in the Sam clubs & societies office (behind the door, but usually the secretary will handle this) 

# Statements are crosschecked against the ledger. Banked cheques and deposits are noted on the statement and in the ledger.

# Each item in the statement is marked with a dot next to it.

# Bank statements are kept in the white folder with bank statements in it.

·  Ledger is kept in an excel spreadsheet. 

# I have saved a new file every time I made a change (I don’t know if there is any benefit to this, but keeping a backup of the spreadsheet is very important. In case your computer dies) 

# each file is stored by date e.g 25thJuly04Ledger

2.  Responsible for the Student Life cheque and deposit books

·  Cheques - The chequebook is kept in the black manilla folder. 

# The cheque stub (left side) should be detailed information (Payee, Detail) 

# The information in the cheque stub should be recorded in the ledger. (Date, Chq No, Payee, Detail) 

# Who can sign the cheques? – cheques need two signatures (all members of the exec are signatories) 

# Note: The invoice number needs to be written on the back of cheques paid to Meadowbank College Copy Service. 

·  Bank deposits - The deposit book is kept in the black manilla folder 

# The information in the deposit stub (left side) should be recorded in the ledger (Date, Payer, Detail, Amount) 

# All deposits should be made with specific detail. E.g if we had $300, $200 for tshirts and $100 for memberships fees. One deposit for $200 should be made for the tshirts and separate deposit for $100 should be made for membership fees.

3.  Responsible for filling out pre/post activity forms for event funding

·  Forms are kept in the black manilla folder (More info in Explanation of forms).

4.  Attends nightlife (Student Life leaders meeting, held fortnightly)

·  Prepare a short report (e.g how much money in the account, significant expenses,  etc)

·  Be aware of expenses that will be incurred in the future. (outreach, wombat, fundraising, etc) 

5. Attends an exec meeting once a week

6. Prepares an audit for SAM (for reaffiliation)

·  This is required once a year (usually one month into the first semester)

·  What is required:

# ledger 

# bank statements

# receipts 

# cheque book 

# deposit book 

7. Is part of the fundraising team

·  Needs to provide up to date financial information 

·  Handles all SAM funding requests on behalf of the team 

Explanation of accounts

There are two separate accounts that you need to be aware of. One is used exclusively by Macquarie Uni and is the responsibility of the Macquarie Uni Treasurer. The other is used by the Sydney area in general, and is the responsibility of the Sydney area treasurer

1.  Macquarie Uni Student Life

·  Responsibility : Treasurer 

·  Used for all campus activities 

·  Bank used is the National Australia Bank on campus

·  Chequebook and Deposit book 

2.  Student Life Sydney area

·  Responsibility : Kathryn Bickerton (2004)  - bicksters@studentlife.org
·  Used as an emergency fund

·  Money raised for atrium 2003 is kept here. 

Explanation of forms

There are several occasions where particular forms will need to be filled out for SAM (this usually relates to reimbursements), and it is the responsibility of the Treasurer to fill out these forms and follow through on their processing with SAM.

1. Activities included :

·  O-Week (1st Semester) 

·  MacFest (Like O-Week but in 2nd Semester) 

·  Functions (Have used this to claim money for the atrium)

·  Camps, Conferences and Excursions

·  Photocopying subsidy

·  Printing subsidy

·  Club T shirt subsidy

·  Asset funding 

 Pre activity form

· 
 Students at Macquarie provides funding to registered clubs on campus. 

·  This form has to be submitted BEFORE the event takes place.

·  This form is submitted to the Clubs and Society office 

 Post activity form

· 
 This form has to be submitted AFTER the event takes place

·  SAM will provide a cheque when the funding request is approved. This is usually placed in the pigeonhole for ‘Student Life’ in the Clubs and Societies office

 Staff transfer form

· 
 Missionaries may choose to use their Campus Crusade account to pay for things like conferences, t-shirts etc 

·  The missionaries need to fill out the form which is sent to the Student Life Sydney area accounts person (Kathryn Bickerton) 

·  The Campus Crusade office should provide a cheque for the payment.  

·  Note: the details on the form should be updated for each treasurer. 

 Expense report

· 
 Used to record expenses for each event. E.g Atrium, Shindig, planning retreat etc

·  Gives a general budget figure. 

# e.g for the person organizing the food for shindig, it might give them an idea how much to get etc. 

# e.g for the person organizing the decorations for the atrium, it might give them an idea how much to spend 

Float

·  Used as petty cash 

·  Kept in the bottom drawer of the desk in the Student Life office, in a red cashbox. 

·  All money kept in the cashbox should be kept separate from the float.  

Explanation of the ledger
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Description

Category

Type

Status

Receipt

Payments

25/5/2004

Deposit: Weekly meeting 2 collection

BD

*

110.65

28/5/2004

Student Life UWS: Shindig

CHQ  #317

40.00

31/5/2004

Student Life Sydney: Shindig 

CHQ  #318

*

274.00

1/6/2004

Meadowbank College Copy Service: WM & WM2 handouts

CHQ  #319

*

91.50

3/6/2004

Nathan McLean: Stamps for mailout 

Float

20.00

9/6/2004

Nancy Choo: Christianity Explained books

CHQ  #320

20.90


1.  Description - Paid to: Paid for

2.  Type - 

·  BD: bank deposit

·  CHQ # - corresponds to cheque book 

3.  Status – if there is a * this means this item has been reflected in the bank statement

4.  Cheques to Pay - These are the cheque numbers that haven’t been reflected in the bank statement:
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290

7.70

291

69.93

304

25.00

317

40.00

320

20.90

322

30.00

329

17.00

331

150.00

332

420.00

333

400.00

334

25.00

335

204.00

336

150.00

337

136.00

338

521.50

339

25.00

Total

2,242.03
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75.00

Closing balance

16/8/2004

1,170.44

Plus current deposits

2,489.94

Plus float

2,564.94

minus cheques to pay

322.91


5.  Closing balance: taken from the latest bank statement

6.  Plus current deposits : deposits that haven’t been reflected in the latest bank statement

7.  Minus cheques to pay: $2564.94 – $2242.03 = $322.91 

·  (Money which is available for use.)

