



(Localtown Neighbourhood House) 
Financial Management Policy
Document Control
Policy Title:	Financial Management
Version Number:	
Date Ratified:		Review Date:	
Relevant standards, legislation and other documents:	NHACE Agreement 2024	DFFH Funding and Service Agreement	Long Service Benefits Portability Act 2019 (Act)	Australian Accounting Standards		
Definitions: (define key terms)
	
	
	

Policy Description
Localtown Neighbourhood House (LNH) is committed to sound, open, ethical and accountable financial management to ensure the viability of the organisation for the benefit of its members. 
The Treasurer on behalf of the committee of governance is responsible for overseeing:
	
LNH’s financial management
the maintenance of all records pertaining to LNH’s financial affairs
that the financial processes of LNH meet the appropriate accounting standards.
The Treasurer may delegate aspects of the role but remains accountable.
The financial year of LNH is 1st July to 30th June.
Policy Rationale
The purpose of this policy is to:
Clearly specify the matters reserved for determination by the Committee and matters for determination by the Manager and other staff.
Ensure all matters not specifically reserved for the Committee but necessary for the day to day management of the organisation are delegated to the Manager.
Establish controls to ensure that transactions are authorised by those with the appropriate authority.
Protect LNH, its Committee and staff from unnecessary risk.
Procedures
All cheques, electronic funds transfers and other negotiable instruments must be signed by 2 Board members or their nominated representatives, usually the Finance Officer and the Manager.  If the Manager or Finance Officer plan to be absent for a period of time, they may appoint someone, with the approval of the Committee, to exercise all or some of their delegations during their absence. 
For any expenditure of additional funds outside the budget allocations, the Manager must obtain approval from the Board of Management. 
The accounting system currently used by LNH is Xero
Project funds received are considered as grants in advance or income in advance, they are for services which have not yet been performed.  Grants in Advance and Income in Advance are classified as a liability on LNH’s Balance Sheet in accordance with applicable accounting standards.  Funds are brought in to the Profit and Loss Statement when expenses have been incurred.
Related Organisational Policies and Procedures:
Audit Policy
Bank Accounts Policy
Budget Policy
Investment Planning Policy
Staff Entitlements Accrual Policy
Responsibilities
The Committee:
approves the strategic plan and financial budget on an annual basis.  The Manager is then delegated the responsibility of implementing the annual operational plan in accordance with the annual budget.  
The Treasurer:
recommends to the Committee of Governance investment strategies for LNH’s funds
ensures provision for long service leave and other staff entitlements.  
ensures financial records are kept for a period of seven years, or longer if required by applicable legislation
ensures GST and any other taxation requirements are met
presents financial reports at Committee meetings
presents financial reports to the members of LNH at the Annual General Meeting.
The Manager:
prepares budgets and financial reports for the Committee of Governance in consultation with the Treasurer and Finance Officer.
prepares funding body accountability reports in conjunction with the Finance Officer to be approved by the Committee of Governance.
oversees the day-to-day financial operations of LNH within the constraints of budget allocations previously approved by the Committee of Governance.  
The Finance Officer:
ensures that all appropriate documents and information are made available to the auditor to properly audit the financial affairs of the organisation. 
prepares the GST quarterly Business Activity Statement and monthly Instalment Activity Statement (PAYG).
prepares salaries, long service leave records and provisions, work cover payments, tax and superannuation entitlements via the single touch pay roll system (STP).
pays the accounts as they fall due.
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