CLUB AND SOCIETY FINANCE

What you need to know!

Grant Application Forms

Grant Application Forms are available to download from the SCC and SPC websites.  Each club and society should fill in a GA form and submit it by email to Siobhan Byrne at the following email address: clubssocietiesfinance@dcu.ie  The deadline for the submission of the 2005/2006 GA form is Tuesday, October 11th 2005.  

The majority of the funds are allocated upon the submission of GA applications, so it is in your best interest to apply for all the funding you need at the beginning of the academic year.  However, you can still apply for money after this, by following the procedure below for claiming additional funds.

Claiming Additional funds

Should a club wish to apply for additional funds during the year, the Treasurer must submit written correspondence (preferably by email – clubssocietiesfinance@dcu.ie) to Siobhan Byrne, Clubs and Societies Finance Officer.  Requests for additional funding must be submitted to Siobhan by 11am on the date of the SCC or SPC meeting.  Correspondence received after the 11am deadline will be dealt with at the following weeks meeting.  The committees meet once a week during semester 1 and semester 2 and deal with any additional requests for funding from clubs and societies.  It is advised that you also liaise with your rep when you are applying for additional funding so as your rep is fully informed of your proposed activities and can justify your case to the committee if necessary.

Claiming Money

All clubs and societies have their own individual bank accounts with the AIB branch on campus.  At the beginning of the academic year the treasurer and two other committee members must fill in and sign the Unincorporated Club or Association Supplemental Mandate form.  These forms are available from the leaflet stand in the Clubs and Societies office.  Once this form has been completed it must be signed and stamped by Siobhan Byrne before it is brought to AIB on campus.  The grant allocation received does not get paid directly into the club or society bank account.  The Treasurer must claim it by completing a cheque requisition form in one of two ways:

· Direct cheque from the SCC or SPC to the creditor (this is the most convenient way for your club/society to pay and minimises transactions through your club/society accounts).  An invoice/quote must be provided before a creditor will be paid.

· Cheque from the SCC/SPC to your club/society in lieu of money spent by the club/society.   Receipts must be provided before your club/society will be reimbursed.  These claims should be made as soon as you have paid the debt.

Cheque Requisition forms are available from the leaflet stand in the Clubs & Societies offices and are clearly laid out.  Forms must be submitted in person to Siobhan Byrne so as any queries can be rectified immediately.  

Cheques will be ready for collection 3 days after they have been submitted to Siobhan.

Funding Policy

While most decisions on the allocation of funds are based on individual clubs and society’s activities, there are several standard funding policies set, to ensure consistency and equity to all clubs and societies.

Re-allocation of funds

If a club or society does not use the money allocated to them through the grant application process this money is then retained for re-allocation by the SCC or SPC.  A club or society can correspond to the committee, via Siobhan Byrne, to request that the funding is transferred for example from trip A to trip B.  

Accounts

All clubs and societies are required to submit end of Semester Accounts. Semester 1 accounts must be submitted to Siobhan Byrne on return to college. (Feb.) Semester 2 accounts must be submitted before end June 2006.  Funding will not be released until accounts are submitted.

Each Semester, Five clubs and Five societies will be randomly selected for audit.

Some Helpful Tips/Pointers

· Grant applications are for the whole year so plan ahead.

· Three quotes are required for applications for equipment.

· Make sure your application is realistic!

· Subscriptions from membership fees must be lodged to your bank account and a copy of the receipt must be attached to your grant application form.

· It is important to keep accurate accounts.

· Each semester five clubs and five societies will be randomly selected for audit.

· Bank mandate forms must be completed and presented to Siobhan Byrne for appr`oval.

· Cheques will be available for collection from Siobhan Maguire and Marie Doyle, Clubs and Societies Assistants, Monday to Friday.

· Please remember, BE ORGANISED, It will take three days for a cheque to be processed.


Dates to Remember

Treasurers Training

October 3rd/4th 1pm – 2pm

Seminar Room

Clubs and Societies Day

Wed./Thurs.

October 5th/6th

  Grant Application Form Deadline

Tues. October 11th

clubssocietiesfinance@dcu.ie
Clubs/Societies Area

Please contact Siobhan Maguire or Marie Doyle, Clubs/Societies Assistants for the following: Registration, General Information, Post, Photocopying Codes, Photocopiers, Printers, Paper etc.[image: image1.png]



