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Treasurers Hand Over Notes re Processes
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[bookmark: _Toc218869852]RECEIPTS 

[bookmark: _Toc218869853]Daily/Weekly Cash Process

Collect Attendance sheets for Games played at club at the end of the days play or from Cash Box located in Office cupboard (need key as locked)

Attendance sheets are placed in the cash box by the director of the day after completion of the bridge session, along with any cash that may have been paid by members.

Check cash collected with cash noted on the attendance sheet – sometimes members will pay their Subs along with table money and for ease of historical review and data entry into systems, these amounts need to be recorded on the attendance sheet for the day the money was collected.

1. On attendance sheet note total number of tables played and multiply by $20 (total of table money required for the 4 players at table) e.g. 5.5 tables @$20 = $110
2. This total should equal the total recorded on Bridgeweb in administration area – Attendance – Summary (refer Web Administration committee notes to access), for the day of the session.  
3. Note on attendance sheet with “W” (Bridgeweb) against calculated figure that this is what is recorded in Bridgeweb. If the amounts are different, then you will need to look at the session within Bridge Web to identify who on the sheet may not have played or not registered- follow up with Director for that session.
4. If cash is received from a player for table money, as noted above this should be recorded on the attendance sheet firstly by the player, then by the Director or Treasurer when they collect the sheet and the money at the end of the day.  There is a two-step process to record this receipt both in Bridgeweb and Reckon (Accounting package used by Club). Steps below.


[bookmark: _Toc218869854]Bridgeweb (BW)

[bookmark: _Toc218869855]Cash Table Money Receipt recording: -

1. Go to Administration/ Web Administration/ Attendance/ Online
2. Check current period and selected period are for the period you are entering the data/cash
3. Type of transaction – Select “Credit (+): Payment”
4. Transaction Date – enter as date received or if entering a few receipts, the last date
5. Description – Table Money (or TM) dates – this description is what goes on members account
6. Amount – if you have a few entries with the same amount e.g. $5 then put the $ amount in here – if you are entering different $ amounts for individuals then leave blank
a. If amount has been filled in just tick the TICK box against the members name that paid the cash -	
b. If putting in differing amounts then Input $ amount in Input box against the member whilst also ticking the Tick box next to their name
7. Go back up to top of page and select NEXT (under Overview banner)
8. This will provide a summary by name and amount and if it equates to the cash held then press accept
9. These payments are then recorded against the player and can be confirmed by going to Attendance / Players and reviewing Credit balance against the member
10. Online entries for cash or other receipts can be reviewed in BW by going to Attendance/Summary and scrolling down to bottom of page and seeing a list of the online entries for the period selected

[bookmark: _Toc218869856]Table Money Receipt from Bank direct deposits: -

1. Go to Web Administration/ Attendance/ Online
2. Check current period and selected Period are for the period you are entering the data/deposit
3. Type of transaction – Select “Credit (+): Payment”
4. Transaction Date – enter as date received or if entering a few receipts, the last date
5. Description – Table Money (or TM) - this description is what goes on members account
6. Amount – if you have a few entries with the same amount e.g. $5 then put the $ amount in here – if you are entering different $ amounts for individuals then leave blank
a. If amount has been filled in just tick the TICK box against the members name that paid the cash -	
b. If putting in differing amounts then Input $ amount in Input box against the member whilst also ticking the Tick box next to their name
7. Go back up to top of page and select NEXT (under Overview banner)
8. This will provide a summary by name and amount and if it equates to the cash held then accept
9. These payments are then recorded against the player and can be confirmed by going to Attendance / Players and reviewing Credit balance against the member
10. Online entries for cash or other receipts can be reviewed in BW by going to Attendance/Summary and scrolling down to bottom of page and seeing a list of the online entries for the period selected

[bookmark: _Toc218869857]Subscriptions received

In BW there is no recording $ received against members names.  When subs are received their renewal date is updated within BW as follows: -

1. Go to Web Administration/ Membership/ View Member
2. Search Name of member that paid their Subs
3. Scroll down to Renewal date – under Club Use Banner
4. Enter date Subs paid



[bookmark: _Toc218869858]Sending email re Table Money owing 

1. At least once a week or fortnight a review of players Table Money balances should be undertaken.
2. Go to Web Administration/ Attendance/ Players
3. Look down the player list and note if there are some players with a negative balance (red)
4. If there are, then click on “email” tab (along from the players tab on same line)
5. In Section 1 – check box “Underpaid (--)” (this is pick up those who are more than $20 overdue)
6. On the right-hand side, you will see a list of those that the email will go to – review and untick any that you may know have paid cash (but you haven’t yet put against their name) or you do not wish to send out email for any other reason
7. In section 5, I cut and paste from a word document on my computer the general email that I send out asking members to deposit money into the bank account.
8. When done – go back up towards the top and click send email – it will ask you for confirmation before sending.
9. No need to touch anything else in the sections as they are all set up and will give the members their current outstanding balance.
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[bookmark: _Toc218869860]Cash Table Money Receipt recording: -

1. Go to Reckon
2. Select Day to Day on left hand column
3. Select Receive Money
4. Bank Account – select Cash/Cheques for deposit
5. Select “Add” on right hand side
6. Date – enter as date received – ensure date is date of receipt for ease of future reconciliations
7. **Bank Account – Check that you are in the right account – this was selected in previous screen- this is really important as Reckon always defaults to our Statement Account
8. Contact – 
a. For cash receipts the contact is recorded as “Session fees” and will come up when you start to type in 
b. For cash prepaid table money- then you type in name of member
9. Payment Method -Select Cash
10. Reference – not required 
11. Details – put in notation – Table Money & date in needed
12. Select NEW and not Allocate 
13. Item – Not filled in
14. Account – Select Table money or Subscriptions if applicable
15. Description – Notate – TM/ SUBS– Date/s
16. Amount – Enter $
17. Then Select Save & New
18. To check Entry – Banking/Reckon One Transactions/Transactions for: - e.g. Cash on Hand Cash/Cheques
19. NOTE this balance should equal cash held on hand for banking – refer Notes re Transfer funds when cash on hand has been banked

[bookmark: _Toc218869861]Recording Table Money Receipt from direct Bank deposits: -
[bookmark: _Toc218869862]Bank Feed into Reckon

1. Go to Reckon
2. Selection Bank Transactions under “Banking” heading on left hand side
3. Select bank account you are checking transactions for (drop down list)- Cheque account
4. If there are receipts that have come through the account selected, these will be listed for action
5. You will have the choice of 
a. Allocate match – Reckon will try and match a payment enter into Reckon previously that has now been processed by the bank
b. Allocate Receipt – if selected you will be asked to enter Contact details and account to which transaction is to be posted
c. Allocate transfer
d. Create Rule
e. Ignore for now
6. This saves a lot of time as you don’t need to be entering transactions manually into Reckon.
7. Note that you can choose – “allocate detailed receipt” if you need to split the deposit into two different accounts – it will take you to the normal Reckon receipt page so you can allocate to different accounts.




[bookmark: _Toc218869863]Manual Entry of Receipts into Reckon 
However, if you need to enter a payment into Reckon – these are the steps:

1. Go to Reckon
2. Select Day to Day on left hand column
3. Select Receive Money
4. Bank Account – select Bendigo Club Cheque A/C 
5. Select “Add” on right hand side
6. Date – enter as date received – ensure date is date of receipt for ease of future reconciliations
7. Bank Account – Check that you are in the right account – this was selected in previous screen
8. Contact – For prepaid table money and or Subscriptions type in name of member
9. Payment Method -Select EFTPOS
10. Reference – not required 
11. Details – put in notation – Table Money and or Subs & date if needed
12. Select NEW and not Allocate 
13. Item – Not filled in
14. Account – Select Table money or Subscriptions if applicable
15. Description – Notate – TM / SUBS – Date/s
16. Amount – Enter $
17. Then Select Save & New
18. To check Entry – Banking/Reckon One Transactions/Transactions for: - e.g. Bendigo Club Bank Account 

[bookmark: _Toc218869864]Checking totals for table money and subscriptions between BW and Reckon

RECKON

1. REPORTING/ Reports Centre
2. Select Profit and Loss/ Generate
3. Reporting Period – select “this Month”
4. Comparison Period - if needed
5. Refresh (right hand side)
6. Table Money balance should equal that recorded in BW e.g. Mar $1,568
BW

1. Administration/Web Administration
2. Attendance / Overview
3. For Month to be checked confirm balance under ‘Input Payment’ for the month is same as that reported for above – e.g. Mar $1,568
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[bookmark: _Toc218869866]Making a Payment

[bookmark: _Toc218869867]Bendigo Bank

1. Move Money
2. Pay Anyone
3. Select Payee or add new payee
4. Amount - Enter amount to be paid
5. Description – Nature of goods/services provided
6. Reference if available – e.g. invoice no
7. When – select Now/Later or Repeating
8. NOTE – any payment from the statement account requires two approvals – one who entered the transaction and another authorised signatory

[bookmark: _Toc218869868]Bank Feed into Reckon

8. Go to Reckon
9. Selection Bank Transactions under “Banking” heading on left hand side
10. Select bank account you are checking transactions for (drop down list)
11. If there are payments/receipts that have come through the account selected, these will be listed for action
12. You will have the choice of 
a. Allocate match – Reckon will try and match a payment enter into Reckon previously that has now been processed by the bank
b. Allocate Payment– if selected you will be asked to enter Contact details and account to which transaction is to be posted
c. Allocate transfer
d. Create Rule
e. Ignore for now
13. This saves a lot of time as you don’t need to be entering transactions manually into Reckon.

However, if you need to enter a payment into Reckon – these are the steps:
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1. Go to Reckon
2. Select Day to Day on left hand column
3. Select Make Payment
4. Bank Account – select Bendigo Club Cheque A/C 
5. Select “Add” on right hand side
6. Date – enter date of payment
7. Bank Account – Check that you are in the right account – this was selected in previous screen
8. Contact – Type in name of Member or Supplier – note members that are suppliers generally have a full stop after their name – just ensure that the name you pick has supplier against them – if you need to add a Contact refer notes for adding contact
9. Payment Method -Select EFTPOS/ BPAY
10. Reference – not required 
11. Details – put in nature of payment and goods/services acquired
12. Select NEW and not Allocate 
13. Item – Not filled in
14. Account – Select account appliable to payment e.g. consumables, cleaning etc
15. Description – Notate – goods/services provided
16. Amount – Enter $
17. Then Select Save & New
18. To check Entry – Banking/Reckon One Transactions/Transactions for: - e.g. Bendigo Club Bank Account 


[bookmark: _Toc218869870]Transferring Money once cash is deposited

Banking of any cash received from players at the club should be banked on a regular basis.  As the amounts are generally not large, banking could be done every couple of months.  However, if payments for subscriptions, functions are made in cash then these should be banked as soon as practical.

1. Go to Reckon
2. Select Banking on left hand column
3. Select Transfer Money
4. Select “Add” on right hand side
5. Date – enter date of transfer
6. Amount – Enter amount being transferred
7. Transfer from * - Click on down arrow in box to see all bank accounts – select Cash/Cheques for Deposit
8. Transfer to* - Click on down arrow to select Bendigo Club Cheque A/C
9. Description – e.g. Banking of cash receipts
10. Then select Save& New on right hand side of screen- or click on down arrow beside Save and New and select Save & Close









[bookmark: _Toc218869871]NAME CHECK

[bookmark: _Toc218869872]Name Check in Bridge Web

Sometimes a person’s name entered into the Bridgeweb System differs to that on the results sheet for a session, which will create issues for Table Money accounts of players etc.

To check, as often as possible and certainly at the end of each month before rolling over to next month, undertake the following: -

BW
1. Administration/Web Administration
2. Attendance / Name Check

For each session check that there is a “all match” for each session – if so, all good.
If not then you may need to create an alias name for the member as follows:

1. Administration/Web Administration
2. Membership / List Members
3. Find the member that relates to the results and open their details
4. Go to Alias on left hand side (half way down) and enter on name shown on results file- this should correct automatically in Name Check – if not seek Directors/President help



[bookmark: _Toc218869873]ATO – Not -For-Profit Lodgements

From 1 July 2024, most not-for-profit (NFP) organisations with an active Australian Business Number (ABN) are required to lodge an NFP self-review return. For more information, visit 
Reporting requirements to self-assess income tax exemption Opens in a new window

MBC TFN is 735 151 879
MBC ABN is 33 809 529 423

We have lodged a nil return for the following years: -
2023-2024 – lodged 10/09/24
2024-2025 – lodged 9/10/25

They are due to be lodged by 31 October each year and can be done on line or over the phone.

The treasurer will need to set up their on line access to ATO by 

To start go to:

https://onlineservices.ato.gov.au/business/BusinessLogin.html

Continue with Digital ID
1. Identify Yourself (myID & RAM): An associate (public officer, director, etc.) must set up a myID and link it to the NFP's ABN in Relationship Authorisation Manager (RAM) to access online services. 
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