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Broomfield Cricket Club, Brooklands, Mill Lane, Broomfield, Chelmsford, Essex CM1 7BQ

 Financial Guidelines for Club Officers
1. Introduction 
These guidelines are intended to help all club officers to understand their responsibilities in club financial matters, particularly in the handling of cash. 

Primarily, the guidelines are there to ensure that the financial affairs of the club run smoothly and the cricket committee always has an accurate and current picture of the club’s financial position, but also to protect individual officers from situations that could result in them becoming personally financially liable to the club. 

Wherever the document refers to club officers this can be taken to mean those formally elected to positions of responsibility at the cricket section AGM and any other individual who may, from time to time, deputise for a club officer or assist in the running of the club in some way on a regular or ad hoc basis. 

It is imperative that all club officers read these guidelines and understand their responsibilities in club financial matters. Any questions regarding these guidelines should be referred directly to the Hon. Treasurer. 

2. Annual Subscriptions and Match Fees 
All club members, with the exception of Life Members, pay an annual membership subscription, which entitles them to be considered a member of the Broomfield Cricket Club (‘The Club’), a member of The Club and to use the facilities of the club and clubhouse. 

All playing members pay a match fee for every match they play. 

The level of annual subscriptions and match fees is set each year at the A.G.M. by the members and is published on the web site. 

There are no exceptions to these rules without the prior agreement of the Hon. Treasurer. In exceptional circumstances the club may be prepared to be flexible but consideration to these will only be given if an approach is made to the Hon. Treasurer. 
3. Fees Collection 

Any club officer may be asked to collect fees from members, usually annual subscriptions and match fees. 
As soon as a club officer takes possession of any fees due to the club, and until they are safely deposited in The Club bank account or handed to the Hon. Treasurer in person, that officer is personally liable to the club for the fees collected. It is therefore imperative that the club officer takes sensible precautions to ensure the safekeeping of the fees. The following guidelines are designed to help club officers in achieving this: 

· DO make an immediate note of the sum collected. 

· DO make an immediate note of who paid the fees. 

· DO make an immediate note of why the fees were paid. 

· DO keep cash and cheques in a safe place at all times. 

· DON’T get club funds muddled up with your own personal cash. 

· DON’T leave cash/cheques behind the bar or in the clubhouse. 

· DO inform the Hon. Treasurer as soon as possible of what fees have been collected – see section 8. Reporting. 

· DO deposit or handover all fees collected within one month of collection. 

· DO inform the Hon. Treasurer if you make a deposit to The Club bank account. 

· DON’T post cash to the Hon. Treasurer. 
4. Tea Costs 

Club officers are authorised to pay agreed match tea costs* directly to the match tea supplier, netting this against fees collected as necessary. 

In some circumstances i.e. early or late season friendly matches, teams may agree to split tea costs with their opponents. This too is authorised provided the cost does not exceed 50% of the agreed match tea costs*. 

* Match tea costs have been agreed at £50.00 per match for all home senior men’s matches for the 2023 season. For the sake of clarity it should be noted that no match tea costs have been agreed for junior/colts matches and should, therefore, not be paid without the prior agreement of the Hon. Treasurer. 
5. Other Expenses 

Club officers are entitled to reasonable out of pocket expenses incurred in the course of carrying out their club responsibilities. Typically, the cost of telephone calls, postage and stationery fall into this category, though this is by no means an exhaustive list. For the sake of clarity, petrol or public transport costs are not considered to be reasonable expense items unless in exceptional circumstances and only with the prior approval of the Hon. Treasurer. Players are not entitled to reimbursement of transport costs to/from matches and/or training sessions under any circumstances. 

Club officers may also be reimbursed for the cost of purchasing small items of kit and equipment i.e. scorebook, match ball, etc., provided the cost does not exceed fifteen pounds (£15.00). However, this practise is discouraged and club officers are asked to seek approval, if possible, from the Hon. Treasurer prior to making any purchase in this way. 
It is the club officer’s responsibility to clarify what is considered to be a reasonable out of pocket expense or small item of kit or equipment. If a club officer is unsure of what is considered to be a reasonable out of pocket expense or small item of kit or equipment then they should seek clarification from the Hon. Treasurer prior to incurring the expense. Failure to do so could result in the club officer being personally liable for the expense. 

Expense claims must be submitted in writing to the Hon. Treasurer as soon as possible after the expense has been incurred, providing full details of the expense and a copy of the retailer receipt if at all possible. The Hon. Treasurer will arrange for payment of legitimate expense claims to the club officer or, in some circumstances, may agree to netting the expenses against fees collected but not yet deposited by the club officer. Though, unless specifically covered in 6. Netting of Expenses Against Fees Collected, the netting of expenses against fees collected should never be assumed nor undertaken by any club officer. 

6. Netting of Expenses Against Fees Collected 

The netting of expenses incurred by a club officer against fees collected by the same or any other club officer is permitted only in the following circumstances: 

· It is a reasonable out of pocket expense – see 5. Other Expenses, 

· It is a small item of kit or equipment purchase – see 5. Other Expenses, and 

· The expense does not exceed the sum of fifteen pounds (£15.00), 

· It is an agreed match tea cost as defined in section 4. Tea Costs, 

· The Hon. Treasurer has provided written permission for this specific instance of netting expenses against fees collected. 

If a club officer nets expenses against fees collected under any other circumstances then they may still be liable to the club for the gross fees collected. 

7. Purchases on Account 
Under no circumstances may club members or officers make any purchase on account without an approved club purchase order. If invoices are received for orders from suppliers that have no corresponding approved purchase order then they will not be settled and the individual responsible for ordering the goods and/or services from the supplier may be personally liable for the full debt. 
Purchase orders may be requested and obtained from the Hon. Treasurer. In order to obtain a purchase order the following details must be provided to the Hon. Treasurer: 

· Name, address and telephone number of the supplier, 

· Name, address and telephone number of the club officer taking delivery of the goods/services, 

· Shipping method, 

· Shipping terms, 

· Delivery date, 

· Item details: 

· Quantity, 

· Supplier’s item reference, 

· Item description, 

· Unit price, 

· Delivery charge, 

· V.A.T. amount, 

· A copy of a formal supplier quote for the goods/services. 

If the purchase is approved the Hon. Treasurer will provide the club officer with an approved purchase order form with a unique reference number. The club officer must provide a copy of this form to the supplier at the time of placing the order and should instruct the supplier to reference the purchase order on their invoice. 
8. Reporting 

Team captains are required to submit a weekly spreadsheet to the Hon. Treasurer, using the standard template provided, that clearly shows fees collected, expenses paid and debtors for each match of the season. 

Completed spreadsheets must be submitted as soon as reasonably possible after completion of the match but, in any case, within a maximum of forty-eight (48) hours of completion of the match. 

If, for any reason, a team captain knows or thinks that they will be unable to submit a completed spreadsheet within the required timeframe then he/she should contact the Hon. Treasurer as soon as possible to explain the reason(s) for the delay and to provide an estimated date and time by when the Hon. Treasurer will receive the completed report. 

Repeated failures to provide timely reports to the Hon. Treasurer will be reported to the cricket section Committee and The Club Treasurer. 

Nick Cowell
Hon. Treasurer 
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