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What every Treasurer needs to know

Agenda:  

· Managing basic accounts and budgets

· Budgets
· Reimbursing expenses

· Fundraising events

· Student Union support

· Local grant applications

· STAR National

· STAR National Fundraising

· Implications of using a Registered Charity Number

Managing basic accounts and budgeting

Minimum accounting records: 

Remember to keep a record (and a copy) of everything!  If there is a reorganisation and they get in a little mess then it can always be sorted out!  

· Budget (excel sheet) tracking Income / Expenditure

· Petty cash book - record of each in and out

· File or envelope for paid vouchers

· In date order, with date paid and by whom approved

· Folder for unpaid invoices

· File for income related correspondence

· File for all reimbursed “expense claim forms”
Protecting yourself

· Always 2 people involved in every transaction, usually committee members
· Don’t authorise payments alone
· If you collect cash always have it counted by two separate people

· Get expense forms checked and signed by 2 Committee members, including treasurer
· Open books policy – anyone can ask about the finances, there are no secrets
Budgets

· Needed by Students Union to approve your affiliation

· Appropriate for events and projects

· Keep it simple and achievable

· Prepare your budget with at least 2 people (President and Treasurer), and have it approved by the STAR Committee
· Track Income & Expenditure on a cash received/paid basis, using a simple excel sheet

Reimbursing expenses

· Always use an Expenses Claim Form

· If you or the Union haven’t got one, email Kevin and he can provide one – kevin@star-network.org.uk
· Always insist on receipts for expenditure, however small

· Make sure expenses are claimed promptly, preferably in the month they are incurred
· Make sure the expenses are approved by a third party

· When you give cash to someone make them sign that they have received it

Fundraising 

Each individual STAR group needs to find its own funds to run events, pay for publicity, speaker expenses and so on.  The odd fundraiser can make a real difference to what STAR can do!

Three top ways of getting money for STAR activities are…

1. Apply for a grant as a society of your Students’ Union.  Find out from your Societies Office/Students’ Union how and when to apply for this. Society grants can be between £100 and £800.
Important:  Make sure you prepare a budget and put in for costs to help towards: 

· Members travel costs (STAR annual conference, training events, volunteering projects etc)

· Meeting expenses (gift and expenses for a speaker, cost of hiring a room)

· Photocopying, printing
· Training for members

Ask your Societies Officer what other support is available

2. Collect membership fees at Freshers Fair.  This will enable you to get your group up and running immediately - with no money in the account your activities may be horribly limited! £2.50 is the average Freshers Fair charge.

3. There may well be other special grant funds that are available just for your local area. Many STAR groups have had considerable success in attracting these funds to run projects. The National Office can run a special grants search for you.  This will identify grant-making trusts your group can apply to.  Keep a copy of any applications you make and send another copy to the National Office.

The National Office is supportive of groups accessing such funding to support STAR activities. However it is important that your group has the skills and resources to manage grants properly. You don’t want to get bogged down in lengthy report requirements and paperwork.

For this reason we recommend that STAR groups apply to small grant schemes locally.

It is also important that funders don’t get approached by both STAR National and local groups! 

Please inform STAR National Office about any grant applications you make so we can support you. If you are unsure – just ask us, we can give you all the help you need to apply for funds and also link you up to groups who have successfully funded their own local refugee projects.

Fundraising for other organisations

· STAR groups are encouraged to raise funds to support local refugee projects: RCO, group’s own projects, etc.

· You can organise any event you want, (limitations on lotteries and street collections – permits).

Hold a club night:  ask around your friends and contacts to find a band that will play for free.  Check out the costs of hiring a venue (many will give them to you for free if you can ensure a certain number of guests buying drinks) and plan carefully to make sure you do actually make a profit.
Hold a speed dating event:  Get a venue, sell some tickets, and have a great time.  STAR groups have used this in the past to great success.  

Stalls:  these are simple to plan/get permission for and are ideal to give out info/sell cakes/ from.  Be imaginative and try to get noticed.  

Any problems with the permission to “sell” things can be got over by asking for “a minimum donation of e.g. 50p for cakes etc”

· Aim for the achievable.  Do a budget first.  Make sure it is realistic and will raise money.

· Be wary of spending money on large fixed costs (i.e. venues), as it puts you in a position to possibly lose money if not enough tickets are sold.

· Make sure you publicise well

· Use all available resources/imagination:  you’ve got lots of members so get them involved!

· Think about opportunities to combine fundraising with getting a message or campaign across or simply increasing your presence and membership.

Friends of STAR 

· People who are not STAR group members who want to support your work

· Parents, lecturers, school staff, local supporters in refugee groups, ex-STAR members can all become Friends of STAR from as little as £5 per month (which  pays for 666 campaign leaflets!)  

· Signing up is easy. Simply log on to www.star-network.org.uk and complete a registration form. Alternatively contact the National Office directly.

Benefits of becoming a Friend of STAR:

· Receive STAR’s national newsletter keeping you up to date with developments in refugee issues and informing you about STAR members’ positive activities in support of refugees;

· Meet other Friends’ and hear from exciting speakers at unique Friends’ events; 
· Participate in STAR campaigns; 
· Make a real difference to refugees and asylum seekers across the UK by supporting STAR activities
Implications of using STAR’s Registered Charity No.

· If you are planning or need to use STAR’s Charity No. please get in touch with us at the National Office.
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