Financial Regulations for the Royal Veterinary College Students Union Society

This document outlines the regulations and procedures that shall apply to all funds held, or owed to the Royal Veterinary College’s Students’ Union Society, known here on as the union.

Where the regulations stipulate that something must be done in writing, this includes the use of email.
For President in these regulations, read Deputy President if the President is on leave.

Where these regulations require the union treasurer to be informed of information, it is the duty of the union treasurer to pass this same information to the union executive committee.

1.  Union Funding and Budget

1.1
The union shall be funded from a number of sources to include, but not limited to:



A grant from the Royal Veterinary College;


Union membership subscriptions from all 1st year 





undergraduates;


Income from union events;
Sponsorship and other corporate activities, all of which must be 



declared to the union treasurer and go through the account 



books; 
1.2 The union Treasurer shall be responsible for the overseeing of all union funds, ensuring debts are collected, and monies owed are paid.

1.3 The union Treasurer, in conjunction with the President, shall construct an annual budget proposal to be submitted and presented in full to the first union council meeting of the academic year (AGM).  The budget shall be approved by the unions’ executive committee prior to submission to the union council.

1.4 The budget will be submitted for approval by college council, and shall be available outside the union, subsequently to approval by union council.

1.5 The Budget shall include and define the breakdown of proposed spending and funding of the union account.
1.6 There shall be an allowance in the annual budget for social events for union council members.

1.7 The union Treasurer shall report on the previous year’s accounts at the first union council meeting of the academic term (AGM).
1.8 The union council shall have the power to accept, reject, or request an amended version of the proposed budget. 
1.9 Any member of union council shall have the power to request clarification or documents supporting the budget at any time during the year, which shall be provided within seven working days.

1.10 Any member of the union may make a formal complaint about any aspect of the union budget to the union executive committee, which shall be addressed at their next tabled meeting.

1.11 The union Treasurer shall ensure that the annual budget includes a buffer of funds to be carried over to the next financial year.
1.12 The union budget may be re-evaluated subject to approval of the union council at any point during the year.

2. Union Accounts other than the Main Account.
2.1 A club or society eligible to apply for funding is one which has been accepted by the union after submitting their constitution.

2.2 Clubs and societies’ treasurers shall submit a grant application form and all relevant documentation, including budget proposals and all account books, annually, at least 14 days prior to the published end of  summer term for the union treasurer for the coming financial year. 
2.3 Clubs and societies shall only apply for funding under the terms allowed in this document.

2.4 Clubs and societies shall only spend union funds on expenditure necessary for carrying out that club or society’s activities as defined by that club or society’s constitution. 
2.5 Clubs and societies can in their annual budget proposal apply for funding to cover transport costs to and from competitive away fixtures. This applies only to playing, squad members as per terms stated in their own constitution.

2.6 Any club or society member may submit a written complaint about any aspect of their club or society’s budget to the union executive committee, which shall be addressed at their next tabled meeting.

2.7 Clubs and societies shall not spend union funds on refreshments, unless this is a requirement for normal sporting fixtures. Clubs and societies shall never spend union funds on alcoholic refreshments. Clubs and societies may put union funds towards other aspects of social events. 
2.8 Clubs and societies may use non-grant income for any use that promotes the club or society’s aims, within the union constitution and Code of Conduct.  
2.9 Each club and society shall be permitted to apply for additions or modifications to 2.4 and 2.7 by application to the President and agreement of the union executive committee. Additions or modifications will not be reconsidered for 12 months. Any requests that are upheld, and then if approved by the union council shall be added as an appendix to these regulations. 
2.10 All non-union income shall be in the form of a cheque and receipts shall be issued.  Social events where tickets are sold may accept cash but tickets must be provided and stubs kept to act as a receipt. 

2.11 Information on the receipt must include the date of transaction, the amount, and recipient of the money. A copy is given to the person making the purchase. There must be three parts to a ticket. One is retained by the union, one by the club or society and one to the purchaser. 
2.12 Clubs and societies shall be permitted to make an application for a tour grant throughout the year, providing the aim of the tour supports the aims of the club or society’s constitution (e.g. sports clubs’ tours must include a competitive match of their sport), of a value approved by the union Treasurer, after providing a list of names of people going on tour. The people must be paid-up members of the club at the time of tour. 
3. Regulations for Treasurers of Non-Main, Union Accounts.
3.1 Treasurers should acquire a copy of these regulations, and be aware of potential legal implications of infringing, as well as union disciplinary procedures.

3.2 All treasurers shall be full members of the union and must sign a document to say they have read and understood the financial regulations. 
3.3 Treasurers must attend a training session in the autumn term, organised by the union treasurer.
3.4 Treasurers shall comply with all reasonable requests made to them by the president or the union treasurer.
3.5 Treasurers shall be responsible for ensuring that money belonging to their club or society is used responsibly and not in any way that may be in contravention of the financial regulations or common law. It is the responsibility of the club or society treasurer to ensure that all funds are spent responsibly within their permitted remit. 
3.6 Treasurers are responsible for ensuring that receipts or ticket stubs are provided, for all ticket sales. 
3.7 Treasurers are responsible for ensuring there is evidence of sale for all consumable items sold. 
3.8 Treasurers shall ensure that receipts are kept for all payments received or made by the club or society.
3.9 Treasurers shall be responsible for ensuring that the union account for which they have responsibility for does not go overdrawn.
3.10 Treasurers shall be permitted to apply for a petty cash allowance to the union president.  The union executive committee shall then agree on an amount the club or society treasurer shall be permitted to keep in cash in order to pay for nominal items

3.11 Treasurers shall cash all credits immediately, or hand to the union treasurer by prior arrangement, within 3 working days.  

3.12 All reasonable efforts to ensure money is deposited in the bank or in a locked safe overnight should be made by treasurers.

3.13 On the evening of a social event, the club or society treasurer is responsible for all monies unless written permission from the union treasurer is given for a separate designated person to be responsible. 

3.14 Treasurers shall keep an accurate record of all transactions in the club or society accounts book.
3.15 All union account books shall be presented to the current union treasurer 14 days prior to the published end of their summer term. 
3.16 The union Treasurer shall hold overall responsibility for all the union’s accounts.
3.17 The union Treasurer shall ensure as far as reasonably possible that no account goes overdrawn, and is responsible for ensuring that the main union account does not go overdrawn.
3.18 The union Treasurer shall deposit all cash/cheques given to him/her within 3 working days.
3.19 The union Treasurer shall keep any union funds in the union safe until cashed. 
3.20 The union Treasurer shall pay all invoices to the union accounts within 3 working days.
3.21 All grants/loans must be approved by the union executive committee and include a repayment schedule, with the exception of tour grants.
3.22 The union Treasurer shall be permitted to authorise payments from the main union account up to a value of £100.  The union president’s authorisation shall be required for payments from the main account up to £500 and the union executive committee shall be consulted for expenditure above this amount.
3.23 The union Treasurer is responsible for ensuring there is a union member responsible for each union account to act as treasurer, and that they have signed a document to say they have read and understood the financial regulations.
3.24 The union Treasurer shall be responsible for ensuring that the main union account is audited on an annual basis by the college finance officer. The union treasurer is responsible for auditing all other active union accounts. The union treasurer shall report to the union executive committee the outcome of this these audits.
3.25 The union Treasurer shall decide in consultation with the president and the clubs and societies officer, the level of grant to be given to each club or society making an application. 
3.26 The union Treasurer shall not hold any official position within a club or society

3.27 All members of the union executive committee must declare at the start of their term of office any interests which may affect their decisions throughout the year.

4. Regulations Governing Cheque Signatories
4.1 The following union officers shall be signatories for all union accounts,

a) The President

b) The Treasurer

c) The Social Secretary
d) The Deputy-President  
e) The Vice-President, Camden

f) One year representative or RAG chair from Camden to be agreed annually by the executive committee.
4.2 The union Treasurer shall be responsible for ensuring that the previous year’s signatories are removed from authorisation at the time of the addition of the new signatories.

4.3 Two authorised signatories shall sign each cheque to be debited from a union account.
4.4 All cheques presented for signatures must be accompanied by the appropriate receipt or invoice.  

4.5 The union Treasurer must be informed in writing by the person responsible for an account of any expenditure over £500 from that account within one working day. This applies to all accounts. 
4.6 Signatories shall not sign any cheque that has not been correctly completed and for which a full explanation cannot be given.
4.7 Signatories shall be responsible for reporting any suspicious activity immediately to the president and union Treasurer.
6. 
Financial Penalties
6.1 Any club suspected of using union grant monies for activities other than those prescribed above, at any time will be investigated by the union treasurer.
6.2 All complaints about a union account shall be made in writing to the union Treasurer.
6.3 Upon receipt of the complaint, a meeting of the union executive committee will be convened between 3 and 10 working days after receipt of the complaint. This meeting will be open to all union members unless requested otherwise.

6.4 The club, society or group associated with the account in question shall be informed of the date, time and venue of the meeting in 6.3 and shall be asked to submit all specified and any additional relevant information.

6.5 The union Treasurer shall be responsible for collating evidence and shall present this to the union executive committee. Personnel of the club, society or group associated with the account in question including the treasurer responsible for that account will be given the opportunity to respond at the next meeting of the union executive committee which shall not be sooner than 3 working days.

6.6 Individuals involved shall be subject to union disciplinary procedures.

6.7 The union Treasurer will be responsible for calculating losses incurred by the infringement. Clubs or societies must repay all funds lost, in accordance with a repayment plan imposed by the union executive committee.

6.8 The union executive committee may impose any combination of the following penalties against a club, society or group found to be in contravention of these regulations: repayment of misused funds; a fine of a value decided by the union executive committee; partial or complete withdrawal of union grant funding; withdrawal from league or competition; temporary or permanent closure of the club, society or group.

6.9 Depending on the penalty imposed against the club, society or group, one or two named members of the union executive committee shall be responsible for ensuring the penalty’s execution. 
7. 
Employees of the union.
7.1
All finances relating to employees of the union including bar and shop staff will be dealt with in accordance with their individual contracts.
8. Officers’ expenses.
8.1 Expenses are defined as any necessary costs incurred to an individual on union business.
8.2 
Reimbursement for expenses may be claimed by any member of union council or its subsidiary committees.

8.3 
Expense claims must be submitted to the union treasurer within 3 months of the incurrence of the expense.

8.4 
All claims must be substantiated by proof of expenditure.
8.5 
Fuel expenditure shall be reimbursed on a per mile basis, the value of which shall be agreed each year in the annual budget.

8.6 
The union Treasurer shall be responsible for approving all hospitality costs.

8.7 
The union executive committee reserves the right to withhold the reimbursement of expenses.

9.
Social events.
9.1 Every union run social event committee must ensure that they have both a treasurer and a chair person.

9.2 The individual running the event(s) is responsible for ensuring that said event doesn’t run into a financial loss.

9.3 The union executive committee reserve the right to cancel any event if they have sufficient grounds for concern.

9.4 The event committee must present a budget proposal with proof of research, to the union executive committee prior to committal of funds.

9.5 Elected executive committee members shall receive free tickets to freshers’ events as shall organisers of the events and the assistant social secretary.

9.6 Ticket prices where profit is for charity shall be paid in full by all committee members, excepting the RAG chairs at RAG events.

9.7 Elected union executive committee members and assistant social secretary shall receive discounted tickets to the Christmas ball. The discount shall be agreed between the union treasurer and social secretary.
9.8 One named organiser of each of the halfway dinner and sports dinner shall be granted free entry.

9.9 There will be six free May ball tickets for the May ball committee. The union will pay 50% of the cost of tickets for elected union executive committee members.

9.10 AVS congress and sports weekend tickets for the senior and junior AVS representatives will be funded by money raised from ticket sales.
