c¢/- Adelaide University Sport & Fitness, University of Adelaide, SA 5005

Finance Management Policy

Aim
The aim of this policy is to ensure the club has good financial responsible practices to ensure the
financial longevity of AUSC.
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Adelaide University Scuba Diving Club

1 Revision
This policy is to be maintained and reviewed by the AUSC Committee.

2 Application

This policy applies to all members.

3 Definitions
AUSC — Adelaide University Scuba Diving Club

AUSF — Adelaide University Sport and Fitness

Prescribed Association — an incorporated association that meets the criteria set out in the
Associations Incorporation Act 1985 (SA) for prescribed status, including (but not limited to) having
gross receipts exceeding $500,000 in a financial year, or being declared as such by the Corporate
Affairs Commission. A prescribed association is subject to additional legal obligations, including
audited financial reporting and specified timelines for Annual General Meetings.

4 Activity finances

4.1 Snorkelling, scuba diving, and freediving
The following is to occur in respect of payments for club activities (including hire of club equipment):

e All payments are to be made via the Square portal unless advised by the committee
(typically for large club activities);

e Hire of equipment is to be paid for prior to the equipment leaving the clubrooms;

e Payment for air fill of personal cylinders is to occur prior to the cylinders being filled;

e Boat dive fees are to be paid before the dive;

e Late fees are to be paid in full before further equipment can be hired or participation in
further club activities.

5 Online Square Payments

The club has a business Square account to manage payments from members. Below is a summary of
the club’s Square implementation and account requirements:

5.1 General Square Information

e Square will process transactions daily and place the funds in the AUSC Society Cheque
account;

e Authorised club refunds of payments received through Square are to be made through
Square;

e If the Square daily account balance becomes negative Square will automatically withdraw
the required funds from the Society Cheque account;

e When deciding on product pricing, consideration should be given to Square transaction fees;

e Square account administrators should be limited to selected committee members, who
would typically be executive committee members or another committee member with the
requisite technical skill;

e Square products must provide sufficient description of the item to avoid discrepancies or
confusion with club members;

e Sufficient records are to be maintained for a minimum of 3 months after the transaction is
processed to safeguard against charge backs; and
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Adelaide University Scuba Diving Club

e Square issues a tax invoice by email for all receipts.

5.2 Payment Card Industry Data Security Standard (PCI DSS) Requirements
Credit card payments are governed by the PCI DSS requirements. These requirements are to be
followed by any organisation processing credit card payments including the club. While Square
manages many of the requirements on behalf of the club and significantly reduces the club’s
obligations the below points must be adhered to:

o Square products must be used wherever possible. If virtual terminal is to be used for a
once-off payment the Credit Card details must not be stored in plain text.

o Square administrators must have an individual login to the administration interface and not
share accounts or allow their password to become known to others;

o Square administrators are required to use two factor authentication;

6 Banking

The club has three bank accounts with BankSA:

e Society Cheque account;
e Business Access Saver account; and
e Society Cheque account (underwater rugby).

It is recommended that at least $1,000 be held in the Society Cheque account for payment of
expenses, and anything in excess of what might be required in the short term should be transferred
into the Business Access Saver Account to take advantage of the higher interest rate.

6.1 Accounts

6.1.1 Primary bank account
If authorised by the committee payment can be made online to the club’s bank account. Details are:

e Bank: Bank SA

e Account type: Society Cheque Account (SCA) — Community and Sports Groups
e Account name: Adelaide University Scuba Diving Club

e Account BSB: 105-120

e Account number: 0203-07040

When depositing cash to the club account, the deposit is to include text describing the payment, and
details (source of funds e.g. “Coobowie Trip — May 2023") are to be emailed to
treasurer@adelaidescuba.com.

Deposits and EFT into the club’s bank accounts (other than by Square) should be the exception
rather than the rule.

6.1.2 Savings bank account
This account is the repository for club monies not required for day-to-day operations but may be
required in a timeframe shorter than that of a Term Deposit. Details are:

e Bank: Bank SA

e Account type: Business Access Saver Account

e Account name: Adelaide University Scuba Diving Club
e Account BSB: 105-134

e Account number: 0789-66840
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6.1.3 Underwater rughy account
On 20/11/2015, a bank account was opened for use by a club underwater rugby group. This separate
bank account should not be used. It is to be maintained with minimal balance and available for
potential future use.

e Bank: Bank SA

e Account type: Society Cheque Account (SCA) — Community and Sports Groups
e Account name: Adelaide University Scuba Diving Club — Underwater Rugby

e Account BSB: 105-134

e Account number: 0785-75740

6.1.4 Term Deposits
The club may from time-to-time open Term Deposit (TD) accounts in order to take advantage of
higher interest rates on funds not anticipated to be used over the deposit period. It is recommended
that several smaller TDs be created rather than one large one. This will allow the club to access one
TD if funds are required and incur only a modest loss of interest instead of ‘breaking’ a single large
TD and losing more interest.

The opening or premature closing of a TD requires committee approval and must be evidenced by a
minuted committee resolution.

6.1.5 Closed accounts
The club had a Portfolio Management account that was closed in 2009 due to the low interest rate
of the account. The Express Saver account was opened shortly afterwards. However, on 7/03/2016,
this account was changed to the Business Access Saver account since this account had slightly higher
interest, and was tailored towards businesses/societies, rather than individuals/personal.

6.2 Signatories

All bank accounts are to have a one-to-sign policy. That is, only one of the signatories is sufficient to
conduct financial transactions. Although having a two-to-sign policy would offer increased security,
it prevents electronic banking access.

Access to the club’s bank accounts is to be limited and allowed on a common-sense basis. Only a
minimum reasonable number of committee members are to have full banking access (usually the
President, Treasurer and one other if required); other committee members may be granted
restricted access allowing bank accounts to be viewed, but not allowing the making of transactions.

As part of the bank’s requirements, changing of signatories in accounts should be accompanied by
committee meeting minutes stating the new signatories. Figure 6-1 shows sample text that should
be inserted in the minutes.
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Adelaide University Scuba Diving Club

Club operating and saver account: Bank SA Society Cheque Account (Account Number 020307040) and
Business Access Saver Account (Account Number 078966840)

e  AUSC would like to have (insert number e.g. four) signatories for this account, requiring full access
(with phone and internet access), with a ‘one to sign’ policy;

e Suggested that it is changed to: President (insert name), Treasurer (insert name), and two Committee
Members (insert name and insert name); and

e The following personnel are to have their access removed: Former President (insert name), former
Treasurer (insert name), and two former Committee Members (insert name and insert name).

Underwater rugby operating account: Bank SA Society Cheque Account (Account Number 0785-75740)

e  AUSC would like to have (insert number e.g. four) signatories for this account, requiring full access
(with phone and internet access), with a ‘one to sign’ policy;

e Suggested that it is changed to: President (insert name), Treasurer (insert name), and two Committee
Members (insert name and insert name); and

e The following personnel are to have their access removed: Former President (insert name), former
Treasurer (insert name), and two former Committee Members (insert name and insert name).

Figure 6-1 Sample Committee Meeting Text to Change Bank Account Signatories

A historical record of signatures can be found in the AUSC Signatories Register.

6.3 Payment to payees

Payment to payee accounts is limited to $5,000. If an increase to this limit is required, it may be
arranged with BankSA for the time required to make a particular transaction and then reduced after
the transaction is complete. This generally only occurs for items such as major equipment purchases.

6.4 Statements
Electronic statements are available for all BankSA accounts.

/ Expenses

7.1 Spend authorisation
Routine purchases (car or boat fuel and boat ramp fees) may be made by any member. If a boat
ramp pass or fuel card is implemented the usage of such should be prioritised.

Non-routine purchases for less than $100 may be made by portfolio committee members without
prior committee approval. For example, the Boating Officer might purchase boat cleaning materials.

Non-routine purchases (e.g. compressor filters) for greater than $100 and less than $500 require
approval by a member of the Exec Committee.

Non-routine purchases (e.g. trip accommodation) for greater than $500 require approval by the full
Exec Committee and, if time permits, a simple majority of the full committee.

All non-routine purchases are to be tabled at the next committee meeting

Reimbursement requests for all expenditures from personal accounts are to be made by emailing a
tax invoice and brief details to treasurer@adelaidescuba.com.

Payment requests are to be made by emailing an invoice and details to
treasurer@adelaidescuba.com.
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7.2 Cash & Cheque management
The club discourages cash transactions and does not maintain a petty cash system.

Cash received by the Club is to be recorded on a receipt and treated as follows:

1. Deposited directly into the club’s primary bank account with sufficient notation to enable
the treasurer to identify the source and reason, or

2. Retained by the receiving committee member who will EFT the amount to the club’s primary
bank account with the appropriate explanatory notation.

Notwithstanding the method employed, the receiver of the cash is to email the details to
treasurer@adelaidescuba.com.

The issue of AUSC cheques is to be avoided if possible and not conducted without prior committee
approval.

Receipt of payment in cheque form is to be avoided if possible. If a cheque is received, it is to be
treated as for cash Option 1 above and deposited at the earliest opportunity. Cheques remaining
undeposited for long periods become stale and worthless, and are an undue accounting burden.

7.3 Financial Accounts Review

The new treasurer on the committee should review and check the previous year’s finances and
advise the committee of the correctness or otherwise of them. If the treasurer is the same as the
previous year, then another committee member should review the previous year’s finances.

The treasurer’s responsibility in this regard is discharged by presenting the accounts to the
committee and providing supporting documentation if it is requested.

AUSF historically recommended that expertise should be sought to have the club’s accounts audited
by an independent person to ensure that all assets are properly represented on the balance sheet
etc (Reference: Mike Daws, Executive Officer, AUSF, 1/09/2009). This advice as of 2025 has been
updated to only being required for Prescribed Associations which have audited financial reporting
requirements. Nevertheless, AUSC as of 2025 has an independent senior chartered accountant
available should advise or support be required on an ad hoc basis.

Club financial statements (Balance Sheet, Depreciation Schedule and Profit & Loss Statement) are to
be made available on request by any Club member, providing they give the AUSC Treasurer
reasonable notice.

8 Goods and Services Tax (GST)

AUSF is registered for GST as required by organisational turnover, so it can reclaim the GST portion
of its payments.

AUSC registered for GST on 11™ August 2025 after receiving independent financial advice. This was
primarily due to changes to the structure of Adelaide University Sport capital grants such that the
GST component of capital purchases was to continue to be reclaimed by AUSF but would not passed
on to clubs as had been done historically.

The club is currently scheduled for quarterly BAS lodgements on a non-cash basis, which is also
referred to as accrual. In simple terms, the dates we use for the purposes of GST and FTC are those
on the invoice and not when the funds were sent or received.
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Square, RevSport, and fuel cards will track the required information for GST but invoices from other
purchases or sales will need to be accounted for manually.

The treasurer is responsible for maintaining a register of payments, and the preparation and
lodgement of Business Activity Statements.

9 Fuel Tax Credits (FTC)

As part of GST registration on the 11™ of August 2025, AUSC also registered for Fuel Tax Credits on a
quarterly basis. FTC provides a substantial rebate of the excise on fuel for specific purposes. What
the fuel is being used for (this may be inferred from fuel type), fuel type purchased, cost per litre,
and the litres purchased, are required for all fuel purchases to ensure FTC can be calculated

properly.

All requests for reimbursements in respect of fuel purchases are to be accompanied by an image of a
tax invoice detailing vendor, date of purchase, fuel type, quantity in litres and price per litre.

The treasurer is responsible for maintaining a register of all fuel purchases, including the details
described in the above paragraph. This register may be incorporated into the payments register.

A fuel card can be a streamlined method to maintain these records while reducing the burden on
boat handlers having to refuel the club boat or tow vehicle on personal cards.

Fuel cards are a financial product and need to be treated accordingly to prevent unauthorized
transactions and maintain financial oversight. It is important that all invoices are paid on time.
Automatic payments may ease some of the manual payment burden if supported by the card issuer.

If the committee has authorised a fuel card it is important to implement the below:

e The card must be linked to the registration number of the club tow vehicle;

e The card must be locked down to required fuel types i.e. Disel and Unleaded 91 only;

e Monthly spending limits must be applied that align with the club's activity level and
anticipated fuel needs; and

e Boat operators and towers must be advised to immediately report a lost or stolen cards to
the committee so the card can be promptly deactivated.

10 Document control

Revision Person Comments
(Date)
0 Author: David Warren, Document released to club membership.

(15/11/2009) Treasurer
Reviewed: Emily Moskwa,

Secretary
Approved: Mostyn Walker,
President
1 Author: David Warren Document reformatted.

(13/10/2015) Reviewed: Committee (via e  Changed Bank SA club name from Skindiving to Scuba
Meeting 13/10/2015) Diving (Gail Jackman actioned this in 2014).
Approved: David Warren, e Deleted under petty expenses: “For membership, this will
President be a numbered receipt issued by either the Club or AUSF.,”

as this is no longer relevant.

e  Payees with increased limit moved to Appendix.

e  Renamed Statements section to Monthly Statements.

e Incorporated SOP 8 Payment for Diving or Equipment Hire
(developed by Tim Brown).
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29 June 2026

Tim Brown
Reviewed: Beau Schultz
Approved: Jade Bruggeling

Revision Person Comments
(Date)
2 Author: David Warren Section 3 — Added cash section for underwater rugby.
(22/12/2015) Reviewed: UWR Sub- Section 5 — Added Bank SA Society Cheque account for
committee underwater rugby.
Committee (via Meeting Section 5.1 — Added paragraph for one-to-sign policy.
22/12/2015) Removed note for cheques requiring two signatures.
Approved: David Warren, Section 6 Petty Cash — removed cheques countersigned by
President two signatories, as not valid.
Section 7.1 Underwater rugby — Added section, with
expectation requirement noted.
Section 7.2 Auditing — Changed AUSA to AUSF.
3 Author: David Warren Section 5 — Closed Express Saver account, and opened
(11/03/2016) Reviewed: Committee (via Business Access Saver account on 7/03/2016. This account
e-mail 11/03/2016) is more geared towards business/societies, rather than
Approved: David Warren, individuals/personal. For example, as of 11/2015, Express
President Saver account had 1.1%, vs 1.3% with the Business Saver
account.
o  Figure 5-1- Changed accounts and added UWR
account
Section 6 — Renamed section from Petty Expenses to
Expenses. Defined Spend Authorisation section clearly as
Section 6.1.
4 Author: David Warren Section 4 — Added Square reader POS section
(6/04/2017) Reviewed: Committee (via
meeting 6/04/2017)
Approved: Modra Paulson,
President
5 Author: Tim Brown & Jade Reference to AUSF changed to AUSF & Fitness
29 May 2023 Bruggeling Amend cash payment to Square Store portal.
Reviewed: Committee via Delete references to petty cash.
online review Delete references to UW Rugby except for mention of
Approved: Committee via UWR bank account that may be repurposed in the future.
unanimous vote Delete reference to cash spreadsheets and monthly
reconciliation reports.
Delete reference to Square POS reader.
Add information and requirements regarding Square
payments and PCI DSS requirements.
Add information for cash, cheques, Term Deposits.
Add authorisation for payments and reimbursements.
6 Author: Jade Bruggeling & Add definitions for AUSF, AUSC, and Prescribed Association

Change AU Sport to AUSF throughout policy

Update audited financial requirements to prescribed
associations only

Amend Spend Authorisations to prioritise fuel cards if
implemented.

Amend GST section for GST and FTC registration with
reasoning.

Add section for FTC and Fuel cards plus associated
considerations.

Remove Payees Higher Limits Table as they are transient in
nature.

Amend and add GST Briefing Document appendix for
general distribution.
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Appendix A GST Reimbursements, Pricing & Invoicing Briefing

Purpose. The purpose of this document is to provide sufficient information to AUSC committee and
general members so that reimbursements and invoicing are administered in a manner suitable for a GST
registered organisation.

Background. AUSC registered for GST on 11 Aug 2025. This necessitated a change to record-keeping,
invoice issuing and tax invoice retention. A flow on from this was some changes to the manner in which
club members are reimbursed for club-related expenses.

GST Administration. An outline of implemented changes is as follows:

e The club’s payment portal Square was amended so that it issues properly formatted tax invoices for
all purchases. Square generates a periodic report to support the entry of financial information into
quarterly Business Activity Statements (BAS) the club submits to the ATO.

e The purchase price of club products (gear hire etc) became GST-inclusive. Prices were not increased
as part of the GST registration changes even though part of the proceeds of each sale are remitted
to the ATO.

o The club periodically claims from the ATO the GST paid by the club for anything it purchases with a
GST component. This is netted against the GST the club receives on behalf of the ATO as part of gear
hire and other transactions.

e The treasurer maintains a record of payments with a focus on GST and fuel tax as input to quarterly
BAS.

o The club can seek a refund of fuel tax paid as part of purchases of fuel for the club boat. This will
occur as part of the BAS process. Note that no such refund can be sought for vehicle fuel.

What does this mean for committee and general club members? The following changes occurred:

o All purchasers of club products receive an emailed tax invoice for every purchase.

o Members who make GST-inclusive or fuel purchases on behalf of the club and in anticipation of
reimbursement must provide a tax invoice to the treasurer by email to
treasurer@adelaidescuba.com before reimbursement will be processed.

e Members who make purchases on behalf of the club in anticipation of reimbursement must not mix
personal and club purchases on the same tax invoice. For example, if a member goes shopping and
buys club BBQ supplies as part of their routine shopping, the BBQ supplies must be on a separate
invoice from the personal purchases.

e Hydro Testing of Personal Tanks. The following process is to be followed:

1. The testing station is to be asked to issue one tax invoice for club and personal tanks.

2. If amember pays for club hydros on a personal credit/debit card and emails the invoice to the
treasurer, the treasurer will record the payment and reimburse the paying member.

3. Iftheclubisinvoiced directly by the testing station, the treasurer will pay the testing station.

4. The owners of hydro-tested personal tanks purchase the Personal Tank Hydro club product in
Square.

Conclusion. The club’s purchases of major assets provides opportunities to save a considerable amount
of GST, however there are flow-on effects and consequent procedural changes.

The club will not compromise its legal and record-keeping obligations in respect of GST.

Please follow the procedures outlined above or risk not being reimbursed for club-related expenses. If
you are in any doubt, then speak with the treasurer or president before making a club-related
purchase.
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