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ANNUAL ACCOUNTS PROCESS
CAMBRIDGESHIRE WEST COUNTY

In accordance with the Guiding Manual, Unit Leaders are responsible for managing unit funds.  As each unit operates as a Charity the Leader is effectively the Unit Trustee and therefore there is a legal obligation to maintain proper accounting records in accordance with Charity Law.

To meet the end of year requirements of the Guiding Manual, Girlguiding Cambridgeshire West requires all Unit Leaders, Depots and Commissioners to follow the process detailed below.  In order for the County Commissioner to receive the appropriate assurances regarding the financial management being carried out within the County it is essential that all dates within the process are met.

STEP 1 – UNIT LEADERS AND DEPOT MANAGERS
1. Complete accounts for the annual period January to December.
2. Fill in and sign Annex A.  (For 2016 this to be done manually.  For 2017 if using the Guiding Accounts package, set up the Receipts and Expenditure descriptors and then this can be produced automatically by the package)
3. Submit Annex A and accounts including receipts, cheque book, paying in book, bank statements, register of subs received etc etc to an independent reviewer for checking.  The independent reviewer must sign Annex A.  If you have any problems finding an independent reviewer consult your District Commissioner.
4. Complete Annex B- Annual Report.

5. Submit completed Annex A and Annex B only to your District Commissioner by END OF FEBRUARY.
6. Please note that accounts must be kept for 7 years in accordance with Charity Law.

STEP 2 – DISTRICT COMMISSIONERS

1. Ensure that the process at Step 1 is understood and completed by all your Unit Leaders and Depot Managers.
2. Ensure that the process at Step 1 is completed for your District Accounts.  

3. Receive completed 2 page returns from all your Units and Depots.

4. Check that they have been signed and independently reviewed.

5. Sign all Annex Bs.

6. Complete Annex C and submit to your Division Commissioner with the Annex A and B for your District Accounts by END OF MARCH.
7. Send your Units  Annex As and Bs to the Girlguiding Cambridgeshire West Office for filing.
STEP 3 – DIVISION COMMISSIONERS

1. Ensure that the processes at Step 1 and 2 are understood and completed by your District Commissioners.

2. Ensure that Step 1 is completed for your Division Accounts.

3. Receive completed Annex Cs from your Districts.

4. Maintain contact with any Districts who fail to meet the end of March deadline and provide help as required.

5. Complete an Annex C and submit to the County Business and Finance Chair on behalf of the County Commissioner, together with the Annex A and B for your Division Accounts  by the END OF APRIL.
6. Send your District Annex Cs to the Girlguiding Cambridgeshire West Office for filing.

STEP 4 – COUNTY COMMISSIONER

1. The County Commissioner will receive the Division Annex Cs from the County Business and Finance Chair.  She will also receive and sign Annex As and Bs for the Division Accounts.

2. The County Commissioner will advise the County Executive when the process is complete.

STEP 5 – COUNTY OFFICE
1. The County Office will receive and store all Annex A, B and Cs as submitted for 7 years. The County Office will keep the County Business and Finance Chair advised monthly on total forms received thus highlighting where Districts are not meeting the deadlines.

THROUGHOUT THE PROCESS IT IS ESSENTIAL THAT IF ANYONE AT ANY LEVEL IS HAVING DIFFICULTY THAT THEY CONTACT THEIR COMMISSIONER ONE LEVEL UP AS SOON AS POSSIBLE. DIVISION COMMISSIONERS SHOULD CONTACT THE COUNTY BUSINESS & FINANCE CHAIR FOR HELP.
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