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PROCEDURE MANUAL
SECTION 1:  GOVERNANCE 

PROCEDURE NO: 1.3
PROCEDURE TITLE: FINANCIAL RESPONSIBILITES


1.0   Tax Invoices Received - Direct Debit
1.1
In consultation with the Committee of Management, the Treasurer will determine which RANCH Inc. Tax Invoices received will be paid by Direct Debit (reoccurring expenditure) and out of which account
1.2
The Treasurer will advise the Book Keeper to action the debit
1.3
Financial reporting will be provided 
2.0
Payment by Invoice

2.1 
Invoice will be accepted via in person, by post or email

2.2
All invoices are to forwarded to the Administration Officer who will add invoice details to the Payment Authorisation Register

2.3
The Treasurer will review and authorise payment of invoices on a fortnightly basis

3.0
Request to raise an invoice 
3.1
Recurrent invoices such as annual memberships will be raised and issued subject to authorisation by the Committee of Management.

3.2
Non recurrent invoices such as invoices for costs resulting from services authorised and provided by RANCH will be raised and issued subject to authorisation by the Treasurer.
3.3 “Request to issue invoice form” to be completed by the authorised provider of the service and forwarded to the Administration Officer

3.4 Administration  Officer to add invoice details to Payment Authorisation Register

3.5 The Treasurer to review and authorise issuing of invoices on a fortnightly basis.
SCOPE


All registered signatories of the RANCH Inc. Bank Accounts including:


President – Committee of Management, Treasurer, Book Keeper and Administration Officer
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