Guidance Notes for Financial Transactions
Girlguiding Essex South East
Treasurer:

Mrs Liz Perry

E mail:

county.treasurer@girlguidingessexsoutheast.org.uk
Address:

Please email for address if needed.
Bank Details:
A/C Name:
Essex South East Guide Association




Bank & Sort Code:  
Lloyds Bank    30-96-94




A/C No: 


23304460

Payment by BACS:

Email treasurer to confirm payment has been made. Please include the following information:

Unit

(as sometimes payments are made from personal accounts)

Email contact of person making payment and unit leader contact details



(if different)

Amount payment is for

What the payment is for

Eg.
Unit:


1st Anywhere Brownies


E mail contact:
Jo Smith (not Unit leader) Jo.Smith@hotmail.com

Unit leader:

Pat Jones       1st.anywhere.brownies@hotmail.com

Amount:

£16.00


What for:

16 x Dawn Crampin Brownie Challenge badges






(not just badges)

It is really important to make sure you email the treasurer with all they details of the payment so she can track them and allocate them to the correct budget.

Payments for badges from the county badge secretary must include the invoice number.
Cheque Payment:

We are now being charged for all cheques so please use BACS if at all possible.
If sending a cheque to the treasurer, please also send an email to say you have posted the cheque, giving all the details as above for BACS payment email.

The cheque must be very clearly written with everything legible otherwise the banking app will not accept it.  All details must match i.e. amount in words and figures and must have 2 signatures on it. Please include all the details that you will have put in the email with the cheque (back of cheque or attached sheet).

Any mistakes or errors on the cheque, will result in it being returned by the bank.

Expenses Claims:

Please use the correct claim form on the website: https://girlguidingessexsoutheast.org.uk/member-resources/finance-and-grants/  and make sure it is fully completed with all your details, including bank details for payment.

Receipts must be provided for everything that is being claimed for, the exception being mileage, but details should still be given in as much detail as possible. Receipts are required for anything over £10.
Receipts:

If you have a receipt which has more on it than what you are claiming, then you must show clearly exactly what items you are claiming for and the total amount on that receipt for those items.

On occasions you may purchase something, e.g. from the market, and are not given a receipt for it. If this happens, please write out a petty cash receipt with all the details that you have and include this.

All receipts must be numbered and should correspond with the ref no on the claim form. You may have several for instance from Sainsburys. Please make sure each is numbered and can be cross referenced with your claim form.  Claims for different events/activities etc should be clearly identified so they can be attributed to the correct budget.  Ideally each receipt should have a line on the expenses form with the event/activity it is for.
Current mileage rate is 45p per mile. Please show number of miles being claimed for and start and finish points.

Any incorrect expenses claims will be returned for correction. It is not the responsibility of the treasurer to amend claims forms.

Once the claim form is confirmed as correct, by the treasurer, payment will be made by BACS within 21 days. An email will be sent from the treasurer to advise payment is being made.

End of Year Accounts
Reminder that all accounts must be checked within 3 months of end-of-year and the balance sheet, reviewer’s checklist and bank account details form must be sent to the level above (i.e. units to district, district level accounts including local depots to division, division level accounts to county).  Please email division levels to the treasurer email above.
Any problems with any of these guidance notes please either contact the treasurer on the above email or the county commissioner on 07477 097275 or email county.commissioner@girlguidingessexsoutheast.org.uk
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