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These are points for discussion.  This is not an agenda for any one meeting.  It may develop into a procedure manual for the committee if we think that is needed. 

Responsibilities and duties

These points might be incorporated into the committee terms of reference.

· Maintain a system of books to record all BWin income , expenses, assets and liabilities.  Ensure that account structure reflects nature of our business making changes as required.

· Develop a reporting process that serves the needs of various audiences:  the Board, Financial planning committee, budgeting process, other committees and projects, the general membership (meeting minutes) and the general public (website).  This will include regular reports and special reports on demand.

· Manage and control all BWin bank accounts.  Communicate with the banks on all business matters. Supervise all deposits and withdrawals.  Maintain list of signing authorities and control all online passwords and access.

· Grant administration – Should we be doing grant administration?

· Research and select appropriate grants

· Prepare and submit grant applications

· administer grants funds

· report to grantors as required.

· Charitable status and GST registration.  We should understand the details, advantages and  difficulties of maintaining things like this.  Make recommendations to the board.

Budget

Develop a methodology for producing a budget.

· Solicit input from committees that are projecting income and/or expense.  Some will be neither, some will be both.

· Integrate into budget (balanced or not).

· Report back to board with recommendations

· Negotiate adjustments and get approval.

· Track actuals against budget for the budget period.

Working on the budget for 2014/15

Do we have enough information to put something together now?

Reports

Different reports are possible and several should probably be regularly produced

· Treasurers Report:  Simplified explanation of recent income and expenses (calendar month);and an indication of  funds available.  Notes added to clarify details.  This report should be readable without prior knowledge of our financials.  One page should suffice.

· Income/Expense report and Balance sheet: These are the standard financial reports including data from all accounts.  They emphasize completeness and may be a little obscure to the average reader.  This kind of report is the basis for the Annual Financial Report which would also require extensive notes.  

· YTD budget tracking report: This will likely be a spreadsheet  It may be one sheet per month or an ongoing sheeet with columns for several (or all) months-to-date. Only accounts with budgetary significance would be reported. This report would be for people who have budgetary responsibilities or special interest.

· Custom reports:  Special summaries, transaction reports, etc., as may be requested from time to time.

Audiences

· General public:  Posted on the website

· Members:  Distributed with monthly meeting minutes.

· Board: Communicated to the board by email or posted on a private area of the website.

· Special request: Private distribution to interested parties.

Accounts names and hierarchy

There should be enough individual accounts to insure that every income and expense transaction has an obvious place to go.  This should be the main reason for creating an account.  Some activities (fund raising events) will have an expense and an income account  Grants are income only.  Advertising is expense only.

Accounts can be created, deprecated, or rearranged to reflect the business of the organization and the need to produce meaningful reports.

Accounts are also organized in a hierarchy.  There are currently four levels.

· Assets, Liabilities, Income, Expense

· Current, Fixed,  A/P, Admin, projects, etc.

· various other sub-accounts 

The levels provide a convenient way to summarize detail for reporting purposes.  There is no rigorous design to the levels.

