RSL TAS Inc. - By Law 32
Duties of a Sub-Branch Treasurer

The Treasurer of an RSL Sub-Branch is responsible for managing the organisation’s finances and ensuring that all financial transactions are recorded accurately and in a timely manner. The Treasurer is also responsible for preparing the budget and financial reports and presenting them to the Sub-Branch Committee on a regular basis for endorsement and providing annual financial reports for members. The Sub-Branch Treasurer must comply with the requirements of By-Law 24, Rules 9 to 12.
The duties and responsibilities of an RSL Sub-Branch Treasurer include but are not limited to:
· Preparing the Sub-Branch annual Income and Expenditure budgets for Committee endorsement.
· Managing the Sub-Branch budget.
· Preparing financial statements on a monthly and annually basis or as required by the Committee including an Income and Expenditure Statement and Balance Sheet.
· Monthly reconciling the bank account with the Cash Book.
· Setting up and maintaining the Chart of Accounts.
· Maintaining a proper set of books in which all Sub-Branch transactions are recorded either manually or electronically and in accordance with Australia Accounting Standards.
· Posting income and expenditure to the Chart of Accounts.
· Setting up, maintaining and where necessary closing the bank account(s).
· Ensuring compliance with financial regulations.
· Organising and overseeing financial audits.
· Managing the cash flow.
· Ensuring that all financial transactions are recorded accurately and in a timely manner.
· Providing the Committee with timely information when considering utilising and investing funds. 
· Be familiar and comply with By-Law 24 (Sub-Branch Constitution) Rules 9 to 12.
Meetings
At the monthly Committee meeting the Treasurer is responsible for :-
· Preparing the monthly financial statements (Income and Expenditure Statement and Balance Sheet) and making comment on budget versus actual variances. A proforma showing the information that is required to be tabled at each monthly Committee meeting is shown at Attachment 1.
· Presenting a copy of the latest monthly bank statement showing the monthly bank balance.
· Presenting a statement showing the monthly reconciliation of the Cash Book Balance and the Bank Statement.
· Presenting a list of payments made in the previous month and having the payments ratified.
Preparing Financial Reports
· Preparing monthly financial statements including an Income and Expenditure Statement, Balance Sheet and Cash Book reconciliation.
· For large and medium Sub-Branch where Income and Expenses annually exceed $100,000 comparing actuals monthly and year to date figures with budget estimates.
· Preparing draft financial statements and supporting information for audit.
· Comply with By-Law 24 (Sub-Branch Constitution) Rule 17 in relation to annual reporting of the audited financial statements at the Annual General Meeting.
· Preparing a monthly report for the Committee and an annual report for members on the key income and expenses items and the overall financial performance of the Sub-Branch for that period.
· Preparing project reports.
· Identifying and reporting to the Committee and State Branch where applicable, on   significant and/or irregular financial matters/issues.  
[bookmark: _Hlk151197557]Employment or Appointment of a non member as Treasurer
Where the Sub-Branch decides to hire or appoint a suitably qualified person, who is not a member of the Sub-Branch, to undertake the role and duties of the Treasurer that person will not form part of the Executive or have voting rights. The duties and responsibilities shall be modified by the Committee, to suit individual circumstances. 

Annex A
An example of the Profit and Loss Statement and Cash Book Balance reconciliation is detailed at Annex A.
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	Annex A
XXXX RSL SUB-BRANCH INC

	INCOME & EXPENSE REPORT to DD MMM YYYY

	
	
	
	
	
	
	

	
	
	
	
	Month
	
	Year to date

	
	
	
	
	$
	
	$

	Income
	
	
	
	
	
	

	Market & Fundraiser BBQ's
	
	
	
	600.00
	
	       3,000.00 

	Raffles 
	
	
	
	200.00
	
	       1,000.00 

	Grants
	
	
	
	0.00
	
	       2,500.00 

	Welfare -ANZAC Biscuit Sales
	
	
	
	50.00
	
	          250.00 

	Other
	
	
	
	20.00
	
	            75.00 

	
	
	Total Income
	
	870.00
	
	6,825.00

	Less Expenditure
	
	
	
	
	
	

	Market Food and Other Costs
	
	
	
	150.00
	
	          750.00 

	Photocopier costs
	
	
	
	50.00
	
	          200.00 

	Raffle Costs
	
	
	
	50.00
	
	          250.00 

	Other 
	
	
	
	10.00
	
	            50.00 

	
	
	Total Expenses
	
	260.00
	
	1,250.00

	
	
	
	
	
	
	

	Surplus/(Deficit)
	
	
	
	610.00
	
	5,575.00

	
	
	
	
	
	
	

	Cash Book Balance
	
	
	
	
	
	

	Cash Book Balance B/F (from previous month)
	
	
	
	6,550.00

	Plus Surplus/Deficit (Year to Date)
	
	
	
	
	
	5,575.00

	Cash Book Balance C/F
	
	
	
	
	
	12,125.00

	
	
	
	
	
	
	

	Cash Book and Bank Reconciliation
	
	
	
	
	
	

	Cash Book Balance C/F (as above)
	
	
	
	
	
	12,125.00

	
	
	
	
	
	
	

	Balance as per Bank Statement
	
	
	
	
	
	11,925.00

	Plus Moneys receipted but not banked (Raffle)
	
	
	
	200.00

	Cash at Bank
	
	
	
	
	
	12,125.00

	
	
	
	
	
	
	

	* The two balances must agree
	
	
	
	
	
	

	
	
	
	
	
	
	

	Cash at Bank and Investments:-
	
	
	
	
	
	

	
	
	
	
	
	
	

	Cash at Bank
	
	
	
	
	
	   12,125.00 

	
	
	
	
	
	
	

	Investment(s) 
	
	
	
	
	
	      1,000.00 

	(To be listed)
	
	
	
	
	
	

	
	
	
	
	
	
	

	Cash at Bank plus Investments (as per Balance Sheet)
	
	
	
	13,125.00

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Treasurer (Name and signature)
	
	
	
	
	
	

	Date
	
	
	
	
	
	



	Annex A (cont)
XXXX RSL SUB-BRANCH INC

	BALANCE SHEET AS AT DD MMM YYYY

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	$

	
	
	
	
	
	

	Current Assets
	
	
	
	

	Cash at Bank
	
	
	
	12,075

	Investment
	
	
	
	
	1,000

	Total Current Assets
	
	
	
	13,075

	
	
	
	
	
	

	Plus Non Current Assets
	
	
	
	

	Land (at cost)
	
	
	
	200,000

	Building (at Cost)
	
	
	350,000
	

	Less Depreciation
	
	
	35,000
	315,000

	Total Non Current Assets
	
	
	
	515,000

	
	
	
	
	
	

	Total Assets
	
	
	
	
	521,825

	
	
	
	
	
	

	Less Liabilities
	
	
	
	

	
	
	
	
	
	

	Current Liabilities
	
	
	
	

	Sundry Creditors (Photocopier expense unpaid)
	
	50

	Total Current Liabilities
	
	
	
	50

	
	
	
	
	
	

	Net Assets
	
	
	
	
	521,775

	
	
	
	
	
	

	
	
	
	
	
	

	Represented by:-
	
	
	
	

	Equity
	
	
	
	
	

	Balance carried forward
	
	
	516,200
	

	Plus Surplus/Deficit (Year to Date)
	
	5,575
	521,775

	
	
	
	
	
	

	
	
	
	
	
	



