Draft Branch Finance Rules

1. The Branch financial year shall be from 1 January to 31 December. Each Branch shall prepare annual balances, including a bank statement certifying the balance in hand of every account held by the Branch, which shall be submitted to CWU HQ Finance Department by no later than 28 February each year, unless CWU HQ gives notice of an alternative date. All financial vouchers shall be retained for at least two years from the date of the year-end concerned. Statements of account, bank statements and balance sheets shall be retained for at least seven years.

2. Every year each Branch shall produce a financial plan for the following year,
Which shall.

a) be agreed by the Branch Committee, published to members and lodged as a record at CWU HQ Finance Department;
b) show expected income based on membership figures at the time the plan is agreed by the Branch;
c) include detailed planned expenditure, following the principle that such expenditure shall not exceed income;
d) allocate sufficient funds to ensure Branch representation and participation at Equality conferences and events. 
e) identify the purpose of any annual surplus and the intention to use it on behalf of the members;
f) be reported on, against performance to date, to each Branch Committee meeting.

3. Separate and distinct accounts shall be kept for each scheme or fund for which the Branch is responsible e.g. General Account, Savings Account, Welfare Fund, Political Fund, etc.

4. Each Branch shall keep proper accounting records compatible with CWU HQ Finance Department systems.

5. Each Branch shall maintain a register of property and equipment showing cost and date of purchase, and retain all receipts for such until disposal of the property or equipment. All property purchased through the use of membership subscriptions shall remain the property of the CWU.

6. At least two signatures shall be required for withdrawals from any account held in the Branch name.

7. A current statement of Branch accounts, including all relevant books and supporting vouchers, shall be presented for inspection and approval at each Branch Committee meeting and shall then be signed by the Branch Chair and Secretary.
a. Two principle officers and one Deputy Secretary in agreement can spend up to £500 on any one item but purchase has to be ratified at the next committee meeting.
b. The committee can agree purchases up to £1,500 on any one purchase.
c. Purchases over £1,500 can be obtained once agreed at a General Meeting.
d. If future planned purchases are presented in the annual financial plan and agreed at AGM/BGM then no further agreement or ratification needed, if purchased within that timeframe.

8. Branch Auditors

a. The Branch AGM shall elect two Branch Auditors who shall not be Branch Officers or Branch Committee members. Their names shall be circulated to members and notified to CWU HQ Finance Department upon their election.
b. The Auditors shall examine and audit all Branch Accounts to ensure accuracy and shall have the right to examine and question the Branch Finances, financial policy, income and expenditure on behalf of the lay membership. All vouchers, receipts, bank statements, documents, accounts books, remittance forms and ledgers shall be examined to verify accuracy or otherwise. Auditors shall also verify all cash at the bank and shall satisfy themselves that all Branch income and expenditure is accounted for.
c. The Branch Auditors shall produce a signed statement to Branch members and copy it to CWU HQ Finance Department declaring they have executed their responsibilities.

9. Branches shall not use chartered accountants unless authorised in writing by the SDGS; such accountants shall be appointed by CWU HQ Finance Department.

10. The Branch may allocate up to 5% of rebate income for the remuneration of their officials. The individual amounts to be paid shall be determined by the AGM.

11.  Each Branch may establish a Welfare Fund by the transfer of not more than 5% of rebate income in each year. The Fund shall be used for giving financial and/or other assistance to members in appropriate circumstances. A Welfare Fund shall be administered by Trustees elected at the AGM. See LTB 547/15 for rules.
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