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HSU Clubs and Societies Finance Guide

The role of the treasurer
Your club or society treasurer is the person on your committee who oversees the finances. Here’s a reminder of their responsibilities:
· Oversee the financial accounts of the club/society and be responsible for ensuring that the club/society follows HSU financial regulations.
· Be responsible for ensuring that all expenditure is legitimate, approved and that it does not exceed the club or society allocation for that year. 
· Ensure that an accurate list of all equipment purchased is kept and all equipment is returned to the Union at the end of the academic year. 
· Ensure that all income received by the club or society is paid directly into the Union accounts or the appropriate Hartpury budgetary code and that no funds received by the club/society are withheld. 
· Ensure that an income and expenditure account for the previous academic year is presented to the annual general meeting of the club/society and copies are sent to the SU.  

Your club’s budget 
· Your club or society account is held by the students’ union and all your finances must go through this account.
· To find out how much money you have in your account you should contact that Students’ Union Manager who will be able to send you a statement of your account.

Paying money into the account 
· The Students’ Union uses the online shop to pay money into your account – this means that any membership fees should be set up via the online shop request form. You can get one of these from the SU. You should complete the sections that you are able to and send it through to us. All e-receipts will be sent to studentsunion@hartpury.ac.uk and a copy to the treasurer’s / club email address.  
· If you have arranged an event that people need to pay to attend this will go through the shop as well and you’ll need to complete the form for each event.
· If you collect cash (for bake sales etc) then you need to bring the cash to the SU office as soon as possible. We will give you a receipt and then pay the money in via the Finance Office. We ask that you use the SU money tin and fundraising buckets for safety. 

Paying for items
· Invoice: Where possible, you should arrange for the supplier to invoice the SU. Forward the invoice to the SU Manager. Once we’ve received the invoice we will make the payment – bear in mind that invoices are paid on the 22nd of the month following the invoice date (so if a supplier send the invoice on 2nd Feb, they won’t be paid until 22nd March). Make sure that your supplier knows when they are likely to be paid. Some suppliers won’t supply the item until they have been paid so make sure you give it plenty of time.
· Expenses claim (reimbursement): Sometimes you might need to pay for items yourself and claim the money back. To do this make sure you keep the receipts – without these we might not be able to refund you. You must gain approval from the SU before you purchase the items. When you are ready to make a claim, use the expenses claim form on the SU Committee Hub. Email this form to the Students’ Union Manager, along with scanned/photo copies of the receipts.
· Cash advance: You may need to pay for items in cash in some cases. In order to do this, email the Students’ Union Manager with the detail of the expenditure and how much cash you need (no more than £50). You will be advised when the cash is ready for collection. You will need to bring the receipt book to get this signed by the supplier – make sure you bring the receipts back to the SU office.
· Amazon orders - the SU can purchase items for your club directly from your club account via Amazon. Send across links to the items you require, along with total amount to the SU Manager. 

Fundraising 
· It is expected that your club or society is self-sufficient. At your AGM you should work out what you are likely to need to spend in the next year using the budgeting tool. You then need to work out how you’re going to pay for it. 
· Memberships can form a large part of fundraising - make sure you are at Freshers’ Fair and keep a big presence throughout the year at other events and on social media to attract new members. Perhaps you should review your membership fee – is it realistic?
· Fundraising activities: in the past clubs and socs have held cake sales, pub quizzes, doing bag packing, held sponsored events and attracted sponsorship from local businesses. Speak to the SU to discuss fun, effective fundraising ideas!
· Sponsorships – you must follow the sponsorships guide and application process to set up appropriate sponsorship agreements (available on the Committee Hub). 
· Charge for events you’ve organised – and consider opening them up to non-members (you might want to offer your members a discount).

Remember to use the SU for help with all of the above. We can help you complete your budget spreadsheet, publicise your club or society and any events. 

Associated documents:
Club/Soc budget spreadsheet
Cash Advance form 
Online shop request form
Student expenses claim form
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