HYTHE (SOUTHAMPTON) SAILING CLUB


Committee Tasks

Hon. Treasurer

Description:

This is normally a Main Committee position with re-election after the first year, usually unopposed.  Reporting is to the Flag Officers.  The normal qualification is to have a general interest in the accounts of the Club as a whole, and may have held a position on the Main Committee, or has had experience of accounting/financial type jobs.

Purpose:

To assist in the successful running of the Club, to include helping to ensure that any longer-term aims of the Club are met.  To oversee ALL financial matters with regard to the Club’s activities.  To gain valuable knowledge of the Club activities, for a possible position as a Flag Officer.

Main Tasks:

To participate on the Main Committee by ensuring the following:-

1.
Advise and direct Flag Officers, Main Committee Members and ordinary members on financial matters which affect the Club.

2
To participate in the Finance, Membership, Safety and House Sub-Committees as required and other ad-hoc committees/working groups as requested giving sound financial advice;

3.
Budgetary Control

Organise and co-ordinate Budgets;

Obtain and co-ordinate budget bids from the Sub Committees;

Present draft budget to the Finance Committee and Main Committee and amend as required;

Advise on membership, mooring and pound fees;

Monitor Expenditure and produce reports to committee;

Attend Finance Committee (at least four times per annum), and provide detailed financial explanations;

Approaching year-end, provide forecasts, accounts, drafts accounts, approve final accounts;

4
Liaise with Sun Committees to review petty cash accounts and advise where necessary;
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5
Accounts

Maintain accounting records (using SAGE or similar) sufficient to keep the Club healthy and to satisfy any independent financial checking;

Account for and record ALL incoming monies from:


The Bar;


The Galley;


Membership;


Moorings;


Pound;


Social;


And others;

Manage cheque books ensure that ALL signatories are correct and up to date,

pay suppliers and set up Direct Debits;

Liaise with Bank and Building Society, and check that the rates of interest in the accounts are the best and reconcile the Bank statements;

Transfer funds between Bank accounts and Building Society accounts so as to maximise interest;

6
Annual Accounts for AGM

Produce Annual accounts to meet deadline for AGM or Special General Meetings;

Organise timetable, stocktaking, and input from the Sub Committees;

Have Club’s checked/audited and answer any independent financial advisor/Auditors queries;

Present Annual Accounts and explanatory notes to Finance & Main Committees for approval.

Prepare Annual Accounts & Notes for distribution to members and help with collating,

Present Annual Accounts to AGM & answer queries;

7
 Staff

Ensure employment contracts are correct and properly maintained;

Ensure P.A.Y.E returns are completed;

Ensure salary payments are made and accounted;

8.
Ensure all V.A.T. returns are correct and duly accounted;
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9
Ensure Bar prices are correct and amiable to Club members liaising with the House Sub Committee.

10
Services

Ensure the following services are duly paid for and the Club gets value for money:-

Insurances;

Electric;

Gas;

Telephone;

Contracts;

11
Exceptional

CASC - Investigate CASC Scheme;

At AGM or SGM, present any new details to members for approval to proceed;

Agree rules with CASC;

Revise Club Rules, as necessary;

Ensure any rent review is made aware to the Finance and Main Committee;

12 Ensure Club’s assets and liabilities are adequately insured;

13
Maintain records of Club assets and stocks in liaison with the Sub Committees;

14
Ensure that the Club’s financial control systems operate effectively and efficiently.
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