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2. Introduction 

The Manly Warringah Football Association (MWFA) Financial Policy and Procedure 

Manual provide the policies and procedures for finance transactions within the MWFA 

which must be followed by all members. It also provides guidelines that the MWFA will 

use to administer these policies, with the correct procedure to follow. 

The MWFA will keep all financial policies current and relevant. From time to time it will be 

necessary to modify and amend some sections of the policies and procedures, or to add 

new procedures. 

Any suggestions, recommendations or feedback on the policies and procedures in this 

manual are welcome. 

These policies and procedures apply to all employees, suppliers, customers, consultants, 

members and member clubs from the date it has been approved by Board. 

MWFA Member Clubs agree and acknowledge that they are bound by and will comply 

with the Constitution, the Regulations and FNSW’s and FFA’s constitutions, by-laws, 

statutes and regulations as well as any determination, resolution or policy passed by the 

Board. 



 

MANLY WARRINGAH FOOTBALL ASSOCIATION: ABN 96 869 552 850  

6 

3. Finance Authorisation Policy 

Purpose of the Policy 

All finance transactions as noted in this policy are to be authorised by the noted authorised 

person prior to the transaction being undertaken. 

This policy is to be read in conjunction with other specific finance policies where relevant, 

in particular the MWFA Delegation policy. 

Procedures 

Prior to any of the following finance transactions being undertaken, the authorising person 

noted must authorise the transaction. When two authorisations are required, a workflow 

ensures the process is documented. Where additional policy is noted, this policy must 

also be adhered to when undertaking the finance transaction. 

 

Finance Transaction Authorised Person 

Bank Accounts Treasurer 

Chief Executive Officer 

 

Issuing Petty Cash Not Applicable 

Business Credit Card Treasurer 

Chief Executive Officer 

 

Authorising New Customers Treasurer 

 

Authorising New Suppliers Treasurer 

Chief Executive Officer 

 

Purchasing Stock Chief Executive Officer  

Office Manager 
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Finance Transaction Authorised Person 

Purchasing Assets/Equipment Treasurer 

Chief Executive Officer 

 

Debt Collection Treasurer 

Chief Executive Officer 

 

Payment of Invoices Treasurer 

Chief Executive Officer 

Nominated Director 



 

MANLY WARRINGAH FOOTBALL ASSOCIATION: ABN 96 869 552 850  

8 

4. Bank Account Policy 

Purpose of the Policy 

This policy sets out the requirements for use of bank accounts, including opening, closing 

authorisation, variations to terms and conditions, reconciliation of bank accounts and bank 

account transactions. 

 

Opening Bank Accounts 

Any new bank accounts to be opened for the business must have the authorisation of 

Treasurer. 

For each new bank account opened, the financial system must be updated and the bank 

account registered by Treasurer. 

Bank Account Authorisations 

For monies withdrawn from any bank account, whether by cheque, EFT or other online payment 

method, there must be two persons authorising for each payment. 

The authorised persons for bank account payments are: 

• Treasurer 

• Chief Executive Officer 

• Accountant 

Each payment made must be supported by invoice, receipt or other appropriate documentation 

and the authorisation must be attached to this documentation prior to payment. 

Variations to Bank Account Terms and Conditions 

Any variations to banking arrangements can be made or varied by Treasurer. 

Treasurer is responsible for updating the financial system and/or bank account register with the 

new information. 

Closing Bank Accounts 

Where it is decided that a bank account is no longer necessary, Treasurer will authorise the 

closure of the bank account. 



 

MANLY WARRINGAH FOOTBALL ASSOCIATION: ABN 96 869 552 850  

9 

The Treasurer in coordination with the Accountant will then be required to complete the 

following: 

o ensure all transactions with respect to the account (including cheques drawn) have 

been completed; 

o lodge with the bank a letter, signed by two authorised signatories advising of the 

closure of the account; 

o meet the bank's requirements with respect to account closure; and 

o update the financial system and bank account register. 

 

Bank Account Transactions 

All deposits received must be banked within three (3) calendar days. 

Unallocated direct deposits of more than one month will be investigated fully to determine 

source of deposit. Where the source cannot be identified, the deposit will be allocated to 

‘suspense account’ to keep these funds separate and identifiable. 

Cheques outstanding for more than twelve (12) months in line with banks policy will be 

reallocated back to the business through the financial system. 

Where a payment stop on a cheque is required, this will be authorised by Treasurer. 

Treasurer will be responsible for carrying out the following duties in regard to payment stop on 

a cheque: 

o ensuring the cheque has not already been presented at the bank 

o getting authorisation to action the stop payment using appropriate forms from the 

bank; 

o ensuring the bank receives notification of the stop payment notice; 

o receiving confirmation of action from the bank of the stop payment; and 

o ensuring the details of the stop payment are kept in the stop payment folder. 
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5.  Bank Account and General Ledger Reconciliations 
 

Purpose of Account Reconciliations 

 

Is a systematic process that ensures an organisation’s records align with the underlying 

transactions for that account. This process helps identify discrepancies caused by timing 

differences, errors, or unauthorised transactions.  

 

Following a structured reconciliation procedure is essential for maintaining accurate financial 

records, preventing fraud, and ensuring compliance with accounting standards. 

 

5.1 Bank Account Reconciliation 

 

Objectives of Bank Reconciliation: 

 

o Accuracy: Ensuring that the company’s records reflect the actual cash available in the 

bank. 

o Error Detection: Identifying and correcting recording mistakes or omissions. 

o Fraud Prevention: Detecting unauthorized transactions or discrepancies that may indicate 

fraudulent activity. 

o Cash Management: Providing a clear picture of available funds for operational and 

strategic decisions. 

 

All bank accounts including trading accounts, credit cards and term deposits will be reconciled 

each month by the Accountant and reviewed and approved by the Treasurer. 

 

Bank Reconciliation Process 

 

Bank reconciliation involves several key steps to ensure that discrepancies between the bank 

statement and the cash book are identified and resolved. The key steps in bank accountant 

reconciliation process are:- 

 

o Obtain Bank Statement and General Ledger transactions for the reconciliation period from 

the company’s system. 

o Compare Deposits: Match the deposits listed in the cash book with those recorded in the 

bank statement. Look for any discrepancies, such as: 

o Deposits in Transit: Deposits that have been recorded in the cash book but are not yet 

reflected in the bank statement. 
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o Omitted Deposits: Deposits that appear in the bank statement but are missing from the 

cash book. 

o Compare Payments: Match the payments recorded in the cash book with those in the bank 

statement. Pay attention to: 

o Review the bank statement for any charges, fees, or interest that have not been recorded. 

o Check for Errors in Both Records: Errors can occur in either the bank’s records or the 

company’s accounting system. Common errors including Transposition Errors, Duplicate 

Entries and Omitted Transactions 

 

5.2 General Ledger Reconciliations 

 

A general ledger account aggregates all transactions recorded for a business for nature of the 

account e.g. employee entitlements, GST, fixed assets, etc.  

 

When reconciling the general ledger accounts they are being reviewed to ensure that the source 

documents match the balances shown in each account. The reconciliation process is a common 

activity just prior to the arrival of the auditors for the annual audit, to ensure that the accounting 

records are in pristine condition. 

The reconciliation process at the account level typically comprises the following steps: 

 

1. Beginning balance investigation. Match the beginning balance in the account to the 

ending reconciliation detail from the prior period. If the amounts do not match, investigate 

the reason for the variance in the prior period. If the account has not been reconciled for 

some time, it is possible that the error lies several periods in the past. 

2. Current period investigation. Match the transactions reported in the account within the 

period to the underlying transactions and adjust as necessary. 

3. Adjustments review. Review all adjusting journal entries recorded in the account within 

the period for appropriateness, and adjust as necessary. 

4. Reversals review. Ensure that all journal entries that should have reversed within the 

period have been reversed. 

5. Ending balance review. Verify that the ending detail for the account matches the ending 

account balance. 

 

All general ledger accounts should be reconciled each month by the Accountant and reviewed 

and approved by the Treasurer. 

  

https://www.accountingtools.com/articles/general-ledger
https://www.accountingtools.com/articles/transaction
https://www.accountingtools.com/articles/reconciliation
https://www.accountingtools.com/articles/what-is-a-source-document.html
https://www.accountingtools.com/articles/what-is-a-source-document.html
https://www.accountingtools.com/articles/auditor
https://www.accountingtools.com/articles/audit
https://www.accountingtools.com/articles/accounting-records
https://www.accountingtools.com/articles/accounting-records
https://www.accountingtools.com/articles/adjusting-entries
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6. Use of Business Credit Card Policy 

Purpose of the Policy 

This policy provides guidelines for the issue and use of business credit cards. 

Procedures 

The MWFA Board has approved the use of Credit Cards with a facility limit of $10,000. 

MWFA Credit Cards will be issued to 

o Treasurer 

o Chief Executive Officer 

o Office Manager 

The Board reserves the right to amend this decision at later point in time pending the needs of 

the Association. 

As per Finance Policy 5, the Credit Card account must be reconciled monthly.



 

MANLY WARRINGAH FOOTBALL ASSOCIATION: ABN 96 869 552 850  

13 

7. Purchasing Policy 

Purpose of the Policy 

This policy provides guidelines for the purchase of goods, services, equipment and assets for 

the business. 

Procedures 

Request for Purchase 

All purchases for business items must be requested through a purchase order. 

All items over the value of $250.00 must be supplied by authorised suppliers – refer to the New 

Suppliers Policy where the supplier is not an existing supplier. For items over the value of 

$5,000.00 at least two (2) quotations must be provided. 

A request for purchase must address the following criteria: 

o Purchasing that promotes environmental sustainability; 

o Value for money; and 

o Preference to Australian/locally produced. 

All purchase orders must be authorised within the following guidelines: 

 

Items Purchased Persons Authorised Second Authorisation 

Retail Stock Chief Executive Officer Treasurer 

Equipment Chief Executive Officer Treasurer 

Assets Chief Executive Officer Treasurer 
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All authorised purchase orders are to be copied and one distributed to accounts payable with 

estimated payment date and one to Accountant who will check receipt of purchase against the 

purchase order when received. 

Equipment Asset Purchases 

All equipment and asset purchases must be entered in the financial system by Chief Executive 

Officer with the following details included: 

o Date of purchase; 

o Supplier; and 

o Make, model, warranty/guarantee information. 

Service Agreements 

All agreements for the provision of services to the business in excess of $250.00 are to 

abide by this policy. 

Receipt of Purchases 

All purchases received are to be checked against purchase order and noted as correctly 

supplied. 

Once correct receipt has been recorded, this will be recorded on purchase order and forwarded 

to accounts payable for payment of purchase. 
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8. Stock Control Policy 

Purpose of the Policy 

This policy provides guidelines for monitoring and managing the amount of stock within the 

business to ensure that there are suitable levels of stock available to customers at all times. 

This policy covers stock in storage. 

It is the Chief Executive Officer’s responsibility to ensure that the stock control policy is adhered 

to by all employees. 

Procedures 

Purchase of Stock 

It is Chief Executive Officer responsibility to: 

1) Identify core stock and ensure that appropriate levels are held at all times 

2) Monitor all stock levels and ‘stock turns’ (how many times stock turns over in a year) 

3) For fast-moving stock negotiate with suppliers for ‘just in time’ deliveries where 

possible 

4) Negotiate with suppliers for best price, quality, delivery methods and returns policy 

5) Order all stock required 

6) Maintain “preferred suppliers” list 

7) Keep up to date with customer and market trends and seek out new product for 

recommendation to the Treasurer. 

 

Purchase of all stock must be authorised by Treasurer. 

All stock purchases must be requested by using a purchase order form and adhere to the 

purchasing policy. 
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Receiving Stock 

When stock is received from the supplier, it is Office Manager’s responsibility to: 

o Review delivered items to delivery docket, including quantity, quality and completeness 
of order 

o Match delivery docket to purchase order 

o Follow up and ensure correct stock order will be received where there is {insert possible 
issues on delivery such as under/over-supply, damaged goods etc.} 

o Store the stock securely and in appropriate area 

o Update all stock records for receipt of goods 

 

Managing Stock 

It is the Office Manager’s responsibility to: 

o Identify core stock and ensure that appropriate levels are held at all times 

o Monitor all stock levels and stock turns 

o Regularly review sales budgets and ensure that stock is ordered in line with budgets 

o Understand each stock item – which items are the fast and slow moving stock 

o Monitor re-order levels and ensure orders are placed in adequate time to reduce non-
availability of core or necessary stock items 

o Ensure that all staff are aware of new product, price changes and procedures for 
accurate recording of all stock movements 

o Ensure that there are adequate controls (physical and administrative) in place to 
minimise theft and/or waste of all stock items 

o Organise and oversee physical stock take yearly and match records of stock take to 
administrative and financial records 
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9.  Customer Debt Collection Policy 

Purpose of the Policy 

This policy provides guidelines for the collection of late payments from customers. 

Procedures 

An aging debtor report is to be run monthly. All overdue customer payments are to be noted 

and the following procedures undertaken until recovery of outstanding amounts. 

o First Contact: Once the payment is overdue phone or email the customer. Remind them 

that payment is due and has not been received. Ask them when they will be paying and 

keep a record of the conversation or email. 

 

o Overdue reminder: If they do not respond to the phone call or email, try contacting 

someone else in the business. Let them know who you are trying to contact. This often 

results in a return response from either the person you were trying to contact or someone 

else from the business. Make a note of all conversation details on the overdue customer 

payment record. Send them an Overdue Reminder Notice either by email or phone. 

 

o Final notice: When a payment is overdue for ten (10) days from the date the Overdue 

Reminder Notice being sent a final notice is to be sent either by phone or email. A record 

of this notice must be entered onto the overdue customer payment record. In this Final 

Notice the Customer is to be notified of interest accrued to date and the consequences 

for failing to pay invoice. 

 

o Direct contact: If the debt is still outstanding and an arrangement has not been made 

between the Customer and the Treasurer to finalise and pay outstanding debt within 

fourteen (14) days then Treasurer/ Chief Executive Officer must notify Member Clubs at 

the next General Meeting and advise Board. The purpose of this step is to secure a date 

of payment. A record of this notice must be entered onto the overdue customer payment 

record. The Board may at their discretion then look to impose the sanctions and actions 

noted below. 

 

o Formal letter of demand: Where payment remains outstanding and there has been an 

unsatisfactory response from the Customer then Letter of Demand is to be sent, and the 

Treasurer is to make contact with a debt collection agency with intention to appoint them 
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to recover the debt. 

 

o Consequence of Failing to Pay Notice – Prior to fifty (50) days of Invoice being issued 

will result in the supplier member club being ineligible for club champion points, champion 

of champions positions, participation in finals football and any constitutional rights.  

 

o Calculating Interest Payable for late payments - Interest is payable at the general 

interest rate found on the ATO website + 10%. The interest is calculated in respect of 

each day from the day after payment was due up to and including the day payment was 

made. If the maximum payment terms fall on a non-business day, payment is not due 

until the next business day. Interest will be calculated on GST inclusive amounts, however 

interest itself is not subject to GST. 

 

 

 

 

Policy Approved by the MWFA Board – 7th April 2026 
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ATTACHMENT 

 

10. Set up of New Supplier Guidance Document  

Purpose of the Policy 

All new suppliers to the business must be reviewed and accepted in accordance with this 

policy to ensure that the supplier service is aligned with the business objectives. 

Procedures 

Choosing a New Supplier 

A new supplier must provide our business with such as quality product, great service, 

competitive pricing, efficient delivery and reasonable payment terms. 

For each new supplier the following information table must be completed prior to agreeing 

services 

Supplier Selection Background Information 

 Business Name of Supplier:   

 Location of Supplier:   

 Products/Services provided by supplier:   

(Attach a list if necessary) 

 Name of business owner/ sales representative:   

 How many years has the supplier been trading?:   

Supplier Selection Review Checklist 

For each new supplier being considered the following checklist must be completed 

 Is the supplier pricing competitive? Attach list to this checklist:  

 What are the payment terms for this supplier?  

 What is the return policy for this supplier:  
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 Does the supplier provide warranties, guarantees etc.? 

 Are the suppliers representatives knowledgeable of the products/ services 

and industry?

 

Is there an alternative to this supplier, has the alternative supplier been 

considered? 

 

What are the delivery services of the supplier?  

 Has a credit check been undertaken for the supplier (attach to this checklist)?  

 Has the Personal Property Securities Register (PPSR). been reviewed? 

 Has the supplier been trade checked (attach this to this checklist)? 

 

Appointment of Supplier 

The appointment of a new supplier will be authorised by Treasurer. 

All relevant details of the supplier will be provided to the MWFA Accountant once 

approval is obtained from Treasurer. 

The MWFA Accountant will enter the relevant supplier details into the financial 

system and independently verify the bank account or other payment details of the 

supplier to ensure payments made are to the correct supplier 

Supplier Payment Terms 

Payment terms for all suppliers must be reviewed by Treasurer once a year. 

Following this review each supplier must be approached to seek improved payment 

terms by Chief Executive Officer if required. 

All supplier payment terms must be a minimum of fourteen (14) days. Any variation 

to the above must be authorised by Treasurer. 

All supplier payments are to be reviewed weekly to ensure that payment terms are 

adhered to.  

For payments made to any suppliers earlier or later than the agreed terms Chief 

Executive Officer will prepare a report that details the reasons why payment terms 

have not been adhered to. This report will be reviewed and authorised by Treasurer. 

http://www.ppsr.gov.au/Pages/ppsr.aspx

