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Financial Risk: The risk of failing to

safeguard company assets, financial
impropriety, financial misreporting or i
failure to achieve value for money.

Reputational: The risk that the organisation
would engage in activities or be perceived
to engage in activities that would threaten
its good name brand and public image.

it

Risk Management

When identifying risks many NGBs will
identify the symptoms of risk. However,

to enable risks to be effectively managed,
the underlying reason for the risk exposure
(its cause) will have to be identified.

Responsibility for risk management rests ultimately with the NGB’s Board who should retain responsibility for
the major risks facing the organisation. However, all levels of staff should be responsible for the management
of risk in their particular area.

Risk management requires the following steps: establish a business framework; identify and evaluate risks;
measure risks; control the most important risks; monitor and review arrangements for corrective action.
Improving internal controls may reduce risks, for example, implementing audit recommendations. If the risk is
too great for the NGB and it is not practical to reduce the risk then the risk should be avoided.

Insurance is the usual way of transferring risks, especially high impact risks that cannot be accepted. As an
alternative the risk may be transferred by contracting out certain functions, i.e. strategic planning services or
through joint ventures, i.e. building a facility with another Governing Body of Sport with a view to sharing the
cost and spreading the risk.

A full review of the risks that the NGB faces should be undertaken at least once every three years. In addition,
each year the risk management process at each level within the organisation should be formally reviewed.
The risks that have crystallised and any changes to the impact or likelihood of each significant risk should also
be considered. Some financial risks that need to be taken into account each year would include; a drop in the
level of ISC funding, a significant increase in the NGB’s insurance, etc.

One way to achieve this is to combine this process with existing business planning routines such as revising
the strategic plan or developing annual budgets. This could be achieved by requiring Committee Chairmen or
staff members to complete a report on risks that they may face in the implementation of their strategic goals
for their area of responsibility.

Where necessary, further action should be agreed to deal with unacceptable outstanding risk and a report
should be sent to the Board on the results of this risk review process.

A monitoring process provides reasonable assurance to the Board that there are appropriate control proce-
dures in place for all the NGB'’s financially significant business activities and that these procedures are be-

ing followed (e.g. consideration by the Board of reports from management, from external auditors or from
independent accountants). There should be formal procedures to identify changes and weaknesses in the
business, the NGB’s policies and procedures and its environment, which will require changes to the system of
internal financial control.
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Internal Control

Internal control includes all the financial policies and procedures adopted by the NGB, and comprises of
the control environment and control procedures. It forms an important part of managing the organisation’s
finances but can be expected to provide only reasonable assurance, not absolute assurance, to the NGB.

The members of the Board have an important role in the development and communication of ethical values
and resolving control issues throughout the NGB. Staff, in turn have a professional responsibility to under-
stand, comply with and implement the NGB’s policies and procedures in their work practices.

The management and ultimately the Board of the NGB should ensure that there is a strong focus on the role
and expertise of the finance personnel to ensure that they are conversant with all developments and best
practice in this area.

The Treasurer has the responsibility to ensure that the organisation adheres to and enforces the financial
policies and procedures set by the NGB. The NGB’s internal control systems attempt to ensure that the follow-
ing precautions are implemented:

Internal Controls Objective
Safeguarding of assets e Assets are safeguarded on behalf of their rightful owners
Segregation of duties e Error and fraud are minimised, prevented and are likely to be detected if
they occur
e Staff responsibilities must be organised to ensure that key tasks are segre-
gated

e Staff specific responsibilities to separate custody, authorisation and approv-
al, recording and execution of a specific transaction

Physical access controls e Only authorised personnel should have access to the records and assets of
an organisation

Authorisation and ap- e Appropriate responsible persons should have appropriate authorisation or

proval limits approval limits for transactions implemented to ensure that the organisation
can reasonably limit its exposures

Management control e Information (including financial information) can be prepared and disclosed
in a timely, efficient and informative manner

Arithmetical and ac- e Complete and accurate accounting records are kept so that financial transac-

counting controls tions can be recorded and disclosed in an informative manner

e Procedures to ensure the reliability of data processing and generated infor-
mation reports

e Complete and accurate accounting records and non-financial information
are submitted to stakeholders, i.e. NGB members (through the AGM/Annual
Report), etc

Supervision and periodic Variances between actual and budgeted performance for the NGB’s activi-
reconciliation ties are managed and monitored
e Routine and impromptu checks which provide effective supervision of the
control activities are conducted on a regular and structured basis

Human resource control e Staff adhere to NGB policies and procedures
e The recruitment, training and remuneration of appropriately qualified and
experienced staff is a precondition for the achievement of best practice

Compliance review e The NGB and its Officers adhere to statutory and other relevant regulatory
requirements
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Auditing Accounts

The term ‘audited accounts’ means that the financial records of the NGB have been independently checked
by someone with a recognised accounting qualification (usually a chartered accountant) as being a true and
fair record of the financial operations and position of the organisation at that time.

The Treasurer must be familiar with the rules / constitution of their NGB and its obligations, particularly if the
NGB is incorporated.

Auditing can be a costly process, so it is not unusual for NGBs to search for an accountant who is willing to au-
dit the accounts on a voluntary basis. To ensure that an audit is truly independent, the auditor should not be
a member of the NGB. Directors or employees of the NGB or a parent, spouse, brother or sister of a Director
are disqualified from being appointed as an auditor under section 187 of the Companies Act 1990. It is good
practice to give the auditor plenty of time (e.g. 2 months) to audit the accounts.

The auditor will need to be provided with:

e The books of account, consisting of the cash books written up and balanced for the year, and journals and
ledger if these records are maintained

e Bank statements for the whole year

e Copies of deposit slips and cheque stubs

e Receipt books containing the duplicates of receipts issued as well as cancelled original receipts, the audi-
tor also needs to sight books of unused receipts

e Vouchers for payments made, which should be placed in numerical sequence of cheques drawn

e Access to ‘paid’ cheques from the NGB’s bankers - unless receipts have been obtained for all payments
made

e A copy of the minutes book to enable the auditor to review approvals for major items of income and
expenditure

e A copy of the last audited statements of account

¢ The financial statements for the year now being subjected to audit, together with all supporting working
papers

e Any other records or evidence the auditor may request to confirm the accuracy of transactions recorded
and the existence of assets and liabilities shown in the books of account and the financial reports.

The constitution normally sets out the financial year for organisations. Most finish their financial year one or
two months prior to the Annual General Meeting (AGM). This allows time to get the accounts in order and
have them audited in time for presentation at the AGM. Most NGBs have aligned their financial year to the
calendar year and the ISC asks that any remaining NGBs would consider the possibility of doing the same.

6.8 Procurement
The NGB should have a Procurement Policy to ensure that:

e Expenditure is properly planned, authorised and in line with budget proposals

e Purchases are competitively priced, quality driven and sourced from reliable suppliers with the relevant
technical expertise

e Purchasing practices are streamlined, consolidated and where possible, improved on

e Stocks are kept to a workable minimum

e Staff are encouraged to utilise the existing suppliers put in place by the NGB to obtain value for money
and better quality and service. This should also lead to a reduction in the number of suppliers to the NGB,

137



@ NGB SUPPORT KIT - Chapter Six FINANCIAL GUIDELINES

thereby making savings in administrative time and costs

e The NGB’s procurement policies and procedures are known and observed by all staff involved in purchas-
ing goods and services

e All expenditure must be approved and authorised (as per agreed levels of authorisation)

e Only goods or services ordered are accepted and recorded

e Expenditure is accurately recorded and allocated in the accounts system

e Payments are only generated for goods and services which have been received

e Creditors are managed effectively and efficiently

e Staff are aware that the auditors of the NGB have full, free and unrestricted access to all procurement
records within the NGB. The Treasurer should ensure that complete records are available for inspection at
all times.

6.9 Banking

The NGB'’s banking policies and procedures should ensure that:

e Only reputable financial institutions are dealt with and relationships are formalised

e Short, medium and long term funds are managed efficiently and effectively

e All bank and cash transactions are authorised and accurately accounted for
(a) A signatory who authorises and approves procurement and other cheque requisitions CANNOT also be
the same cheque signature certifying payment for these requisitions.
(b) Maintain an up to date list of all direct debits for each bank account detailing the:

e Beneficiary

e Amount, frequency and period

e General ledger account to be debited
(a) All direct debit mandates and amendments are authorised by two bank signatories.
(b) All direct debit mandates must be copied and retained on file.
(c) Safeguard all unused cheque books, cancelled cheques, cheque book stubs, lodgement books and
lodgement stubs.
(d) Maintain a register of used and cancelled cheques for audit trail purposes.
(e) It is the Treasurer’s responsibility to reconcile all bank statements to the cash book and general ledger
every month and resolve all unreconciled items. The Treasurer and another signatory should sign off the
monthly bank reconciliations and authorise all adjusting entries.

e Cheque signatories are complete, approved and authorised
(a) Cheque signatories should ensure all details on the purchase requisition form, supporting documenta-
tion and authorisation signatures are proper and correct prior to signing the cheque.
(b) Cheque signatories should never pre-sign blank cheques under any circumstances.

e Foreign currency transactions are accurately recorded
(a) All foreign purchase invoices are converted at the appropriate market foreign exchange rate on the
day the invoice is processed in the accounts system.
(b) Foreign income and expenditure are converted at the appropriate market foreign exchange rate on
the day of the receipt or payment
(c) The foreign exchange difference is posted to the relevant expense or income account attached to the
original purchase invoice/remittance to which it relates.
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6.10 Nominal (General) Ledger and Journals

The objectives of the NGB’s nominal (general) ledger and journal procedures are to ensure that:

Data entry is authorised, accurate, complete, posted in the correct period and has adequate supporting
documentation

Before the beginning of each financial year, set up the calendars on all ledgers to coincide with the finan-
cial statements period ends

Review and authorise all accruals and prepayments, particularly in respect of expenses/income, every
month

Print/prepare all necessary financial reports before closing the nominal (general) ledger each month and
implement adequate filing procedures to ensure completeness of physical records

The Treasurer should review all financial reports for accuracy and completeness prior to submission and/
or distribution of results at management meetings or for the preparation of the financial statements.
Identify, document, review and authorise all reconciling items between the nominal (general) ledger and
third party documentation

Comply with accounting standards and with the NGB’s accounting policies

Reconcile the annual financial statements to the year-end figures on the accounts system.

All journals posted to the nominal (general) ledger are documented and properly authorised

Document and authorise all journals on standard journal forms with sufficient narrative and documenta-
tion to fully support each entry. These forms should be filed numerically for completeness

Compile a list of standard journals that need to be made each month. Assign responsibility for the prepa-
ration of each journal and have the list signed off when the journal is complete. The Treasurer should
review this list for completeness.

The Chart of Accounts is complete and all changes are authorised and accurate.

Ensure that the Chart of Accounts is set up in sufficient detail to comply with both management and
financial statement reporting requirements.

Management and control accounts are reconciled and reviewed monthly.

The following list of nominal (general) ledger accounts should be reconciled monthly:

- Bank

- Creditors / Debtors

- Prepayment and accrual accounts

- Other balance sheet control accounts, e.g. PAYE/PRSI

Establish a timetable detailing monthly deadlines and responsibilities for the performance and review of
nominal (general) ledger reconciliations.

The Treasurer approves and authorises the “Management Accounts checklist”

Review expenditure before closing the general ledger for the period.

It is the responsibility of the Treasurer to ensure that there is a clear audit trail with supporting documen-
tation for all the transactions in the management accounts.

Access and security to the accounts software is controlled

If the NGB uses an accounts package, access control to the accounts software must be restricted to indi-
viduals responsible for processing accounting data.

Back-up copies must be made of all the files. All the data information for the accounts software must be
backed up on the network. Data information for payroll software must also be backed up on floppy disk.

All back-ups must be stored securely, preferably off-site.
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6.11 Chart of Accounts

The chart of accounts is a listing of all the accounts in the general ledger, each account is accompanied by a
reference number. To set up a chart of accounts, one first needs to define the various accounts to be used

by the organisation. Each account should have a number to identify it. It is worthwhile to put thought into
assigning the account numbers in a logical way. An example of how the digits might be coded is shown in this
list:

Account Numbering

e 1000 - 1499: current assets

e 1500 - 1999: fixed assets

e 2000 - 2499: current liabilities

e 2500 -2999: long term liabilities
e 3000 - 3999: equity accounts

e 4000 - 4999: Revenue accounts
e 5000 - 5999: cost of goods sold
e 6000 - 9999: expense accounts

By separating each account by several numbers, many new accounts can be added between any two while
maintaining the logical order.

Defining Accounts

Different types of businesses will have different accounts. Accounting software packages often come with a
selection of predefined account charts for various types of businesses.

There is a trade-off between simplicity and the ability to make historical comparisons. Initially keeping the
number of accounts to a minimum has the advantage of making the accounting system simple. Starting with
a small number of accounts, as certain accounts acquired significant balances they would be split into smaller,
more specific accounts.

However, following this strategy makes it more difficult to generate consistent historical comparisons. For
example, if the accounting system is set up with a miscellaneous expense account that later is broken into
several detailed accounts, it then would be difficult to compare those detailed expenses with past expenses
of the same type. In this respect, there is an advantage in organising the chart of accounts with a higher initial
level of detail.

Balance sheet accounts tend to follow a standard that lists the most liquid assets first. Revenue and expense

accounts tend to follow the standard of first listing the items most closely related to the operations of the
business.
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6.12 Fixed Assets

Fixed Asset Register

One of the important roles of the directors of any organisation is ensuring that the assets of the organisation
are protected. Basic good practice would require that as an absolute minimum an asset register be kept of all
of the fixed assets of the NGB. The asset register is a record of all of the fixed assets of the NGB, their value
and location. This information is important in keeping control of the assets, giving a valuation for the annual
financial statements and recording matters such as depreciation.

An asset register can help keep track of:

e The supplier of the asset

e The estimated life of the asset

e The method of depreciation and the rate that is applied

e The original cost, annual depreciation and accumulated depreciation
e Insurance details

e Major repairs and maintenance

e The method and proceeds of disposal or sale of the asset.

Capital Expenditure

The NGB should have a policy for capital expenditure to ensure that:

Capital expenditure is properly planned, budgeted, approved and authorised.
Purchases are correctly identified as capital expenditure.

e Atangible fixed asset is an asset that has physical substance and is held for use in the production or sup-
ply of goods or services, for rental to others, or for administrative purposes on a continuing basis in the
reporting entity’s activities. In addition an asset in general is defined as “having rights or other access to
future economic benefits controlled by an entity as a result of past transactions or events”.

All capital expenditure must adhere to NGB procurement policies.

e All expenditure incurred by the NGB involving third party suppliers must be approved and authorised on a
purchase order form in accordance with the procurement policies of the NGB.

All fixed assets are depreciated and correctly valued.

e Depreciation is defined as the measure of the cost or revalued amount of the economic benefits of the
tangible fixed asset that have been consumed during the period. Consumption includes the wearing out,
using up or other reduction in the useful economic life of a tangible fixed asset whether arising from use,
effluxion of time or obsolescence through either changes in technology or demand for the goods and
services produced by the asset.

e Fixed assets held for functional use that are considered to have a finite useful life should be depreciated
at annual rates to spread their cost to the NGB evenly over their useful life in each case. Accounting for
the depreciation of capital assets gives a more accurate picture of the expenses incurred in operating
programs or services.
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e This depreciation should be included in the appropriate cost category as annual expenditure in the
Income and Expenditure Statement, and will appear in the Balance Sheet as accumulated depreciation
deducted from the value of the relevant fixed assets

e Where a fixed asset used for the functioning of the NGB has suffered unforeseen permanent diminution
in value, the loss should be recognised immediately in the accounts by means of a “provision” charged to
the appropriate expenditure heading

e There are several important points to note about depreciation:

The charging of depreciation is a book entry and does not involve cash.

The process of depreciation does not set aside cash to replace an asset at the end of its useful life.
The depreciated value of an asset is not necessarily the same as its market value.

Disposal of fixed assets are correctly stated and accounted for

e Anannual review for disposals within the fixed asset register should be carried out by the Treasurer and
authorised by the CEO prior to completion of the capital budget

e The disposal proceeds received for an asset should be properly recorded as a sale of assets. The asset
should be removed from the fixed asset register and the cost of the disposed asset should be posted to
the sale of assets account. In addition the accumulated depreciation to the date of disposal of the dis-
posed asset again should be posted to the sale of assets account. This method determines the profit or
loss on the disposal of the asset

e The information relating to any fixed assets disposed for nil value or determined to be obsolete, this type
of disposal must be authorised and approved before being recorded, documented and kept on a separate
spreadsheet within the fixed asset register and reflected in the accounts by way of journal entry.

A fixed asset register should be maintained and reconciled to the management accounts monthly
Tangible assets are safeguarded and secure

e Capitalised fixed assets are closely safeguarded and will remain on the main premises unless manage-
ment approval has been authorised. In terms of physical security the fixed assets must be adequately
protected on site and at least once a year a spot check/verification of fixed assets should be carried out.
In addition there should be an alarm system or other security system in place

e All the assets listed on the balance sheet should be adequately insured by the NGB and reviewed annu-
ally by the Treasurer

e All data and computer software must be backed up daily and on a weekly basis secured offsite. A master
copy should be maintained monthly for permanent record.

6.13 Wages & Payroll

The purpose of this section is to outline guidelines for administering payroll. All employees must be paid in
accordance with their agreed contracts of employment and the NGB must meet its statutory obligations as
set out below. The payroll run can be completed by the Treasurer or by another member of staff who has
responsibility for the administration of the payroll. A payroll software package is useful for NGBs with several
paid staff and makes life much easier for the Payroll Administrator.
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All staff pay and benefits are at the authorised rates in force at the time and have the necessary approval in
line with Board decisions

¢ The management with the approval of the Board decides on the basic and overtime rate at which each
employee is paid
e Management must approve all overtime before the work is undertaken.

Amendments to the payroll master file are authorised, accurate and complete

e Set and communicate timetables for each month end detailing the dates by which information must be
submitted for processing, when each payroll will be paid and when the general ledger will be updated

e Any errors in the administration of the payroll must be remedied as soon as possible after they have been
recognised and, where appropriate, such remedy will involve consultation with the individual(s) affected
by the original error

e The person in charge of human resources issues must:

Complete a form for all additions, deletions and amendments to the payroll master file.

Advise the payroll administrator of the date of commencement of any new employees and their details.
Remove employees who have left the organisation in advance of the next payroll.

Approve all amendment forms.

Review and test the payroll master file data to ensure the information held is complete and accurate.
Statutory and voluntary deductions are appropriately authorised and correctly deducted

e The tax rates are fixed in accordance with tax legislation

e |tisthe Treasurer/Payroll Administrator’s responsibility to ensure that the payroll software is updated an-
nually to reflect any changes in the tax system after the Minister for Finance’s budget

¢ New tax credits are received from the Revenue Commissioners. This determines each employee’s appro-
priate PAYE deduction

e PRSI is based on the employee’s salary and the PRSI code applied is based on the terms and conditions of
each employee’s contract of employment

¢ The following deductions may only be applicable to employees in some NGBs and must be formally
agreed in advance and authorised by both the employee and management:
- Family Protection Policies
- Pensions
- Life Assurance Policies
- Union Deductions
- Other voluntary deductions

Third party submissions and payments are timely and accurate

e At the end of each tax year, the P35 Annual Return must be submitted to the Revenue Commissioners
by the 15th of February. This can be done manually or on-line. The P35 details the total PAYE and PRSI
deducted from all employees during the tax year. If there is a discrepancy between the total amounts
deducted and the total of the twelve P30 payments made during the tax year the Revenue Commission-
ers refund/deduct that amount to/from the NGB

e A P30return can be made to the Revenue Commissioners using the “ROS” (Revenue On-line System). An
official electronic document “Acknowledgement of P30 Return” is sent to the organisation confirming the
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tax and PRSI deducted. In addition, the “Acknowledgement of P30 Return” is an electronic receipt detail-
ing the deductions that have been debited from the NGB’s bank account.

Travel, subsistence and other expenses incurred by staff on behalf of the organisation are paid through the
payroll system

e All expense claim forms must be signed by the claimant and their manager. All receipts should be at-
tached to verify that the employee incurred the expenses while conducting business on behalf of the NGB
and to ensure that the correct amount is being claimed

e Expense payments wholly, necessarily and exclusively incurred for the organisation are not subject to
PAYE or PRSI deductions.

All payments and statutory documentations given to staff must be timely, accurate and paid to bonafide
employees

e Overtime is itemised as a separate amount from regular gross salary payments on payslips and is subject
to PAYE and PRSI deductions in the normal way. All overtime claim forms must be signed by each employ-
ee and their manager

¢ Management must approve all wage payments prior to net pay details being sent to the bank for process-
ing. All payslips (detailing the wage calculations) should be filed together with a spreadsheet with any
other relevant additional information and passed to management with the previous period’s salary run
for comparison. The management must authorise and sign this document once they are satisfied that all
the employees are bonafide and the details and amounts are correctly stated

e Inorder for the NGB to fulfil its statutory obligations to staff, forms P45 and P60 (where appropriate)
must be issued promptly within statutory guidelines

e The Payroll Administrator must issue payslips to all employees.

The payroll master file and payroll processing must be kept secure and confidential

e The payroll master file must be filed on the computer network and is password protected and accessed
only by the Payroll Administrator

e All hardcopy employee details, payroll records and reports must be kept in a secure cabinet. Access is
restricted to the Treasurer and Payroll Administrator

e [f using a payroll software package, it must be backed-up to floppy disk and stored off-site for security
reasons.

Payroll accounts and reports are reconciled and reviewed monthly

e The Treasurer must ensure that the payroll accounts are reconciled to the monthly management ac-
counts.

Terminations of employment are properly assessed, authorised and recorded

e The person with responsibility for human resources in the NGB must inform and provide a copy of any
documentation to the Payroll Administrator for any of the following:
- A copy of written procedures used and followed for terminating an employee’s employment in line with
statutory guidelines
- Immediately inform the Payroll Administrator and the Treasurer of all leavers
- A copy of all severance payments authorised at management level
- Submit supporting documentation of severance pay to the Payroll Administrator and to the employee.
- Maintain a separate personnel file for all documentation relating to employee termination.
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6.14 Budgeting

Budgeting is the process of taking the organisational objectives and converting these objectives into short-
term goals with a monetary value. Activities are converted into financial targets as most can be expressed
in monetary terms. Overall budgeting can be seen as a central feature of the strategic planning process that
links planning to control and ensures that objectives are operationalised. The three key aspects of this pro-
cess are:

e Planning
e Budgeting
e Control

Planning - The design of a desired future and of effective ways of bringing it about. As an organisation the
NGB needs to plan for the resources under its control. The budget is a financial expression of that plan. It
considers the desired position and how it can be achieved with the resources available. The long-term plan of
the NGB is analysed and those elements that the NGB wishes to achieve in the next 12 months are extracted
and become the budget. It is important to note that the function of the budget is to integrate the long-term
plan into the day-to-day operations of the NGB. This will ultimately lead to the targets of the long-term plan
being achieved.

Budgeting - The process of planning for the future which involves the quantification in monetary terms of
proposed activity levels.

Control - The process of looking back over past performance to make sure that what was meant to happen
did happen, and where it did not, make the necessary changes to make sure that it does in the future. To
control the activity of a NGB a comparison must be made between the desired activity expressed in finan-
cial terms (the budget) on the one hand and the actual outcome on the other. This is usually called variance
analysis. It is important that the system that provides control information, whether manual or computer
based, provides quick and reliable information if full benefit is to be gained from such a system.

Budgeting Objectives
The objectives of the NGB’s budgeting policies and procedures are to ensure that:

Short and long term strategies for the organisation are determined on a realistic basis and Board approval
is obtained

e Budgets are central to the process of planning and control

e Management, with the advice of the Treasurer should determine and prepare the long term strategic plan
for the organisation (detailing the cost to the NGB) which should reflect the broad strategies in attaining
the goals of the organisation as outlined in the strategy statement

e The Treasurer should review the budget year on year to:
- Ensure that any projects which ran over budget are brought to the Board’s attention
- Ensure that any under-spends are highlighted
- Ascertain which expenses will be recurring in the coming year
- Determine the following year’s budget.

Budget Committee functions are in adherence with best practice The Budget Committee is a sub-committee
of the Board and the main functions and matters that it should consider are as follows:
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e Monitor and implement the systems for timely identification of warnings of future risks and uncertainties
the NGB might face

e Review the budget and/or forecast information produced by the NGB, and ensure that the quality of the
systems in place for producing this information is kept up to date

e Review any obligations, undertakings or guarantees arranged with other organisations (in particular, the
ISC, grant recipients and suppliers) for the giving or receiving of support

e |n particular, the Budget Committee may need to consider whether the budgets are realistic and whether
the NGB are likely to put the budgets into practice effectively

e Review the final strategic and master budget for the NGB prior to submission to the Board for approval.

- Budgets are effectively planned, monitored and authorised for each section of the NGB

e The Treasurer is responsible for the following aspects of the budgetary process:
- Review the strategic budget annually with management prior to approval with the Board
- Setting an annual plan for approval by management and the Board
- Align all expenditure with the relevant nominal ledger codes in accordance with the NGB’s chart of ac-
counts to establish a defined link between the budget and actual expenditure
- Monitor and update all actual expenditure against the budget or forecast. Calculate, report and explain
variances as part of the management accounts reporting process
- Budget assumptions and transactions are accurately recorded
e Budgets for the NGB are prepared on a zero base and incremental basis. A zero based budget - the bud-
get is compiled as if programmes were being launched for the first time (existing expenditure must be
justified) and the budget is allocated on the basis of cost/benefit analysis. An incremental budget - the
current level of operating activity and the current budgeted expenditure is taken as the starting point for
the budget and then adjusted for changes which are expected to occur in the new budget e.g. inflation
e All assumptions must be clearly stated and documented. Aspects of the process should include:
- Background to each item of expenditure
- Measurable objectives (financial and non-financial)
- Activity description (stating how objectives will be achieved)
- Financial summary (detailing all costs)
- Ensuring authorisation limits for commitments are in line with predetermined authorisation levels

Capital expenditure should be planned, budgeted and monitored efficiently and effectively

e |tisfor the Board to approve the strategic capital expenditure plan
e The capital budget is submitted to the Board where the expenditure is either approved or dismissed
e The Board must approve and authorise capital expenditure of a substantial amount
e |tisthe responsibility of the Treasurer to compile a strategic capital expenditure plan for the NGB includ-
ing at a minimum:
- Asset or project description
- Reason for purchase
- Estimated cost of annual expenditure
- Proposed useful life of the asset
- Detailed written discussions approved by the section manager outlining the objectives as part of the
NGB'’s strategic plan
e Prepare a capital expenditure proposal for all purchases or projects to include:
- Description and justification of spend
- Budgeted amount
- Three alternatives / options for proposed expenditure
- Justify reason for selection made
- Whether capital expenditure was included in the strategic/financial plan
- Method of financing
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- Timing of expenditure
- Authorisation
e Capital expenditure and the limits of authority should be in line with the NGB’s procurement policies.

Budgets should be prepared in an efficient and timely manner

e |tisthe responsibility of groups within the NGB to prepare and sign off their respective budgets on time.
Some NGBs might have committees in charge of certain programmes or projects. Each committee/project
group should be responsible for preparing their own budget

e |tisthe responsibility of the Treasurer to complete the “final NGB budget” by an agreed date.

- Budgets should be monitored and reviewed periodically

e |tisthe responsibility of the Treasurer to ensure that the master budget is reviewed by management, the
CEO and the Board as appropriate

e A mid and final year review should formally take place in June/December respectively on the budget
against actual performance. The Budget Committee, Treasurer, management and CEO should attend. Any
changes or strategic realignments should be documented and the Board should formally be advised.

6.15 Reporting

A key element to the successful operation of any organisation is timely action on those areas that require ac-
tion. This can only be done if there is sufficient, timely and accurate information available to the people oper-
ating the NGB. Reporting on an annual basis is generally designed to provide information for external groups
or individuals. However the people working in the NGB and the members of the Board will not have sufficient
information to take action on particular issues if the only report available is the annual report.

Management Accounting

In addition to the keeping of statutory records for reporting purposes NGBs will also require internal informa-
tion that provides support to its areas of activity. The process of keeping financial information internally for
use by the organisation is known as Management Accounting. There is therefore a requirement that other
forms of reports be available to the people working in the NGB and those on the Board.

Reporting Objectives
The objectives of the NGB’s reporting policies and procedures should be to ensure that:
Reports reflect the short, medium and long term strategies for the NGB

e The Board and CEO should determine and prepare the long term strategic plan for the NGB, which should
reflect the broad strategies in attaining the goals of the organisation as outlined in the strategy statement

e |tisthe CEQ’s responsibility to review the final strategic reports for the NGB prior to submission to the
Board for approval. In the absence of a CEO, the Board should assign the responsibility to a member or a
staff appointment

e Strategic planning, management control and operational control form the planning and control frame-
work within organisations. Reports should reflect this process
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The Treasurer should review all financial reports of the NGB to ensure that its goals/requirements are be-
ing maintained and in line with Board expectations.

Reports are in compliance with best practice, legal and regulatory guidelines and provide a true and fair
view of the NGB’s activities

It is the Board'’s responsibility to ensure that the NGB clearly addresses the stakeholders’ requirements in
their reporting

The Board may need to consider whether the reports are realistic, whether there is a reasonable expecta-
tion that the reports are likely to resolve any problems foreseen and whether the Board are likely to put
the reports into practice effectively

The financial statements should be prepared in accordance with generally accepted accounting principles
under the historical cost convention and comply with financial reporting standards of the Accounting
Standards Board to provide a true and fair view of the NGB's activities

Reports produced by the NGB should be prepared and presented in line with best practice, and within the
legal and regulatory guidelines applicable to the organisation

It is management’s responsibility to monitor and implement report systems, or other means (formal or
informal), for timely identification of warnings of future risks and uncertainties the NGB might face

It is the Treasurer’s responsibility to review the report information produced by the NGB to ensure that
the quality of the systems (or other means, formal or informal) in place for producing this information is
kept up to date.

Reports are effectively planned, documented and authorised for the organisation

In order for the successful operation of the NGB there must be sufficient, timely and accurate information
available to the Board. Reporting is a key aspect in converting the strategic goals of the NGB into mon-
etary values

The Treasurer is responsible for the following aspects of the reporting process:

Reviewing the reporting process annually with CEO and management prior to approval with the Board.

Aligning all expenditure with the relevant nominal (general) ledger account codes in accordance with the
NGB'’s chart of accounts to establish a defined link between actual and budgeted expenditure.

Monitoring and updating all actual expenditure against forecast. Calculating, reporting and explaining vari-
ances as part of the reporting process to the CEO, management and the Board.

Reports are consistent and assumptions clearly stated

Reports for the organisation are prepared on a consistent basis and in an agreed standardised format.

All assumptions in the preparation of each section’s report must be co-ordinated by the Treasurer to en-
sure reliability. Clarify, approve and clearly state the key assumptions underlying the reports appropriate
in the circumstances

The Treasurer must approve and authorise amendments or changes to the report format for the organisa-
tion. If there is a significant departure from the current reporting framework, then the CEO can authorise
this to reflect a policy change for the organisation and subsequently obtain approval at the next Board
meeting. Otherwise there should be no deviations from the agreed reporting framework.

Reports should be monitored and reviewed periodically

It is the responsibility of the Treasurer to ensure that the reporting framework is reviewed by manage-
ment, CEO and the Board as appropriate
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Reports should be prepared in an efficient, effective and timely manner

e |tisthe responsibility of the Treasurer to ensure that the organisation prepares reports in an efficient,
effective and timely manner.

6.16 Downloads & Links

Downloads

e Financial and Governance — Stock Takes / Control
e Financial and Governance — Assets Register

¢ Financial and Governance — Procurement

e Travel and Subsistence Expenses

Case Studies (Irish Table Tennis Association):

e Budgetary Control

e Expenditure, Approval and Controls

e Corporate Credit Card Usage and Controls

e Periodic Accounts and Account Reconciliations
e Assets

e Payroll

e Compliance

e Accounting Policies

e Risk Control Matrix

e SSA Approval Form

e The Duties, Responsibilities and Liabilities of Directors
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