Community CVS Information Sheet



Accounting isn’t just about keeping records of transactions.  It can also be useful to keep notes that explain these transactions (e.g. the costs of hiring a hall could be due to holding a fundraising event, or your regular monthly meeting).  It’s important to record which it is, so that you can tell the Group whether more jumble sales would be worthwhile, or let them know what the costs of meeting more frequently would be.

If you would like more information on “Managing your Money”, then please visit the CVS website - http://www.communitycvs.org.uk/.  We have books that you can borrow that contain useful advice on finance.  If your Group is a Registered Charity, you can also contact The Charity Commission. 
The Charity Commission regulates charities, and provides guidance on keeping accounts and good practice.

Extracts courtesy of the “Shell Better Britain Campaign Information Sheet No 45”

D2:  MANAGING YOUR MONEY








All voluntary and community groups know the difficulties of finding funds to carry out their work, so you will be aiming to make the best use of what funding you have. 


Here are some suggestions to help you manage your money:








The Treasurer





Every group needs a Treasurer to look after the money.  The Treasurer’s role is to record income and spending, pay bills, bank money and prepare basic financial statements.  The Treasurer plays a leading role in developing the Group’s plans and budgets, and in making sure that the Group’s money is used in the best way to achieve the Group’s aims.  This can be a daunting task, but there may be training courses in your area to help the Treasurer to manage the Group’s money.  You can contact Community CVS (tel: 01254 879966) for information on local training.








Opening a Bank or Building Society Account:





Any group that receives or pays out money should open a bank or building society account.  To open one in the Group’s name, the committee needs to pass a resolution to do so, and record this in the minutes of the meeting.  It’s worth shopping around to see which bank or building society can offer the best deal for your group.  For more suggestions on questions you need to ask, see our Information Sheet D1 – ‘Opening a Bank or Building Society Account’.








Records and Accounts:





Groups need to keep accurate records of cash receipts and payments.  The basic record is the cashbook in which you record receipts and payments, the dates of transactions and a description of what they were for (e.g. stationery, room hire, etc).  Your basic financial report, a ‘Receipts and Payments Account’, is in effect a summary of your cashbook.  Your cashbook is also used to carry out ‘bank reconciliations’, where you check your bank statement against the cashbook to make sure one squares with the other.





Other records which groups might keep include a petty cash book (to record cash transactions), a VAT account and an invoice book.  The type of records you need to keep will depend on the size of your group, and the amount of financial transactions you are carrying out.  However, groups that are registered charities must keep certain records by law.  You can contact the Charity Commission, telephone 0845 3000 218 for guidance on this.





                                                                                                                          















