FINANCE

CONTENTS

	Fees and Invoicing
	

	Donations/fundraising
	

	Petty Cash
	

	Major Purchases
	

	Financial Records
	

	Budget
	

	Fundraising Plan
	

	Inventory
	

	Grants
	

	Equity Funding 
	


REFERENCES USED IN THIS SECTION 

· KOMS Instruction Manual Aug 2007

· Information Booklet for Treasurers

· Policies and Procedure Guide

· Handbook on Free hours and Invoicing 
RESOURCES ON WEB

· Management Plan Template

Budget Information

Fundraising Plan

· Template for Petty Cash Excel Spreadsheet

· Information Booklet for Treasurers

· Handbook on Free hours and Invoicing 
· Budget forms
OVERVIEW OF FINANCIAL RESPONSIBILITIES

	Weekly

	Action
	Where to keep it
	Reference links



	Fees and Invoicing

· Ensure that all attestation and enrolment data is accurately entered each week

· Only families who are using their free hours elsewhere or who are attending for more than 20 hours per week will be invoiced by the kindergarten.

· Run a Report for Invoicing at the end of each week to ensure no invoices are being generated for families who shouldn’t be charged for sessions.

· Statements are emailed from the Association  to kindergartens on the 5th day of each month and these should be checked before putting in children’s pockets.

· Notify the Assn if errors are found with the statements before they are given to families.

· Enter details of all fees paid to the kindergarten in KOMS.

· Families can arrange to pay fees by automatic payment or internet banking.  

· Families maybe entitled to a subsidy from WINZ.  

· Families who qualify will complete WINZ Subsidy Application Form entitled Childcare and OSCAR Subsidy Application. 

      Completing this form is the families’ responsibility but  

      the teaching team are required to complete Part C.
	· Keep a copy of invoices sent to families (check booklet)

· Keep attestation information with enrolment information
	· Fees Policy 

· Handbook on Free hours and invoicing 



	Donations/fundraising money

· All donations, fundraising and other money received at the kindergarten must be entered in KOMS.

· Print off income summary sheet - to be signed by teacher and treasurer or by two teachers.

· Print off receipts for parents/whānau/caregivers  who have paid donations.

· Hand over all banking to treasurer.  

· Treasurer needs to send to Association a banking schedule for each banking (together with a copy of the income summary sheet from KOMS) detailing who fees are from and coding all other monies received.
Donations can be requested from whānau for certain kindergarten projects, including building or playground upgrades, specific equipment or towards an excursion, but any documentation needs to highlight the voluntary nature of these donations.
	· KOMS  (on computer) 

· Signed Income Summary needs to be kept in a clear file folder 

· Keep in a secure place
	· KOMS Contributions Instructions (manual when updated).                  

· Print out income summary sheet.

· Information Booklet for Treasurers  

· Information Systems section of this manual. 

· 20 Hours free information         



	

	Monthly

	Action
	Where to keep it
	Reference Links

	Petty cash

· At each committee meeting teachers are given a set amount of petty cash (agreed to by committee, usually about $100 per month) 
	· In WRFKA petty cash book or on Excel Spreadsheet (Computer)
	· Information Booklet for Treasurers 

· Petty Cash books available from Association

· Excel template 

· Information Systems section of this manual

	Ensure that all attestation and enrolment data is entered correctly on KOMS prior to end of month


	
	· Handbook on Free Hours and Invoicing 

	Print off and put all statements for fee paying children in their pockets
	Emailed from Association each month
	· Handbook on Free Hours and Invoicing 

· Emailed Update from Hannah

	Any major purchases need to be approved by the committee and the Senior Teacher before being ordered.


	
	· Information Booklet for Treasurers 

	Equity Funding

If your Kindergarten receives equity funding, this needs to be coded separately so that what this has been used for is clearly identifiable. There is a list of possible uses for equity funding eg purchasing additional resources and supplies, meet children’s nutritional needs, improve learning spaces, subsidise learning experiences outside of the service.


	Codes are attached to schedules which are sent to the Association
	· Information Booklet for Treasurers on website

	

	Yearly

	Action
	Where to keep it
	Reference links

	Financial records

· Need to be sent in to the Association to be audited. 

· You and your treasurer will receive notification of this from the Association (middle  of the year)


	· Keep in a secure place
	· Information Booklet for Treasurers 



	Budget
· At the beginning of the financial year (1 July) a budget needs to be drafted in consultation with the teaching team and the outgoing committee (The HT often consults with the treasurer). 

· After the Kindergarten’s AGM, the draft budget needs to be confirmed by the committee and must be submitted to the Association by 31 August each year.

· All forms and information required to do this will be available on the website


	· Copy needs to go into Management Plan
	· Forms sent by Association

· Information Booklet for Treasurers 

· Kindergarten Management Plan and Implementation Plan templates and instructions (website)

	Fundraising Plan

· Needs to be developed for each year

· This is usually done by the new committee in consultation with the teachers.
	
	Kindergarten Management Plan and Implementation Plan templates and instructions (website)


	Inventory

· Items that you purchase for the kindergarten that are over $500.00 need to be put on the inventory.

· New inventory forms will be sent out at the beginning of each year. 

· Please keep copies of these, add any new items and send the form in to the Association each time you make a purchase.


	
	· Policies and Procedure Guide - Finance, Asset Register


	Grants 
· Information on accounting for grants is available in the treasurers handbook (information that needs to be sent back to grant providers, codes etc)

· Information on applying for grants is provided for committees and teaching teams that are interested at the beginning of each year, in cluster groups. 

· At this training participants receive information on successful formats for applying for grants and information on who kindergartens can apply to.

· If you would like further information or help with this you can contact the Human Resources Officer at the Association.
	
	· Information for Treasurers


