
 
Treasurer 
 

What are Budgets and why do I have to complete one? 

In May of each year Societies Treasurers will be expected to submit their budget for the following year. If 

you do not do this please be aware that your societies will not exist next year. Even if you do not require 

anything in your budget you are still expected to put a budget in. 

Please make sure you include as much information as possible, the more information the better informed 

the Societies Guild Exec can be in making the decision whether to grant you the money. Do not just write 

‘holiday’ or ‘gloves. If you can put in website links and exact figures then this would be better. 

Check out our video on our ‘Help Page’ for help on how to fill out a budget form. 

If later in the academic year you realize you need to ask for more money from the Societies Guild you must 

fill out the Supplementary Budget. The Supplementary Budget can be found at the bottom of your budget 

form, add what you need on and email it to Rae 

 

How do I know how much money is in our societies account? 

Weekly Societies Account Reports 

As the registered treasurer of your societies you will be automatically signed up to receive a copy of your 

societies account on a weekly basis. This account will be emailed to your Essex Account please check the 

society’s financial records on that email to ensure that there are no discrepancies. 

Please allow a couple of weeks at the start of term for you to receive these emails. However if you do have 

any queries please contact Rae Waddon and she will be able to look into them for you. 

To help you do that we advise that you keep copies of all invoices and receipts. 

 

How do I place Kit/Equipment Orders? 

If you request any kit or equipment in your Budget and it has been approved then you will need to speak 

to Rae Waddon about getting this ordered in time for the new academic year. Any new kit or equipment 

must go through Rae Waddon and must be placed on the Societies inventory. This may include Hoodies. 

 

Where do I go if I still need help being a Treasurer?  

Treasurer Clinics 

The dates of these will be confirmed at the beginning of each year. These however are roughly every 

Month and are held on a Monday or Friday Afternoon. The Treasurer Clinics gives you the chance to sit 

down with Finance and go through your society’s accounts and ask any questions you may have. This is a 

great opportunity to ask all your queries regarding Fundraising, Sponsorship, VAT and also Societies/Union 

Funds. 

Please make sure you take advantage of these sessions. They are run by the Students’ Union Finance Office 

and they deal with the Union’s finances on a daily basis so there really is no one better equipped to answer 

your queries. 

 

Does my society need Sponsorship? How do I get sponsorship? 

It is recognised that the Societies Guild does not cover all of the costs incurred to a Societies through the 

grants. Societies have two options to either fundraise or gain sponsorship. The Societies Guild actively 

encourages Sponsorship as a legitimate way of funding societies. We ask that any society who is looking 

into sponsorship should contact our Advertising and Fundraising Officer Michael Chesters 

(mjchest@essex.ac.uk) in the first instance to get advice. This will also help keep us in the loop in case 

anything may go wrong.  
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What is the Treasurer’s role at the AGM? 

At the end of the year it is the treasurer’s duties to report to the whole membership the financial position of 

the societies and to write a finance report for their information. This is extremely important as members 

invest a lot of money into their societies and they want to know what their money is being spent on. 

  

Is my society allowed an Outside Bank account? 

Under no circumstances should separate bank accounts be opened outside of the Students’ Union. 

Primarily to protect all members of the societies in view of the fact that such a bank account would not be 

subject to any controls over expenditure and is not subject to the inspection of audit. Failure to act in 

accordance with this may possibly result in the freezing of all societies’ finances and instant closure of the 

society. It is illegal for you to open an external bank account.  

 

How do I claim back expenses? 

To claim back expenses you will need to fill in an expenses form, attach the receipts, get it signed off by 

your Treasurer and leave at reception. Please note that if the expense if for the treasurer it must be signed 

off by the President. The form will then be authorized by either Sarah or Rae within 48 hours and then you 

will be able to pick up the cash from reception. Please ensure that you fill this form out properly, if you need 

help on how to fill in an expenses form then please refer to our guide. 

How do I pay money into my society account? 

After every fundraising event you must pay in the money raised into the ‘club’ side of your society account. 

To do this you need to bring the cash and fill out a paying in slip which can be picked up from the SU 

reception and give it back to the reception staff. If you need help on how to fill out a paying in slip, please 

refer to our guide.  

 

Can we use the society’s money to pay the external speakers? 

No, you cannot use the money of your society to pay the external speakers. If your external speaker 

charges a fee you could fundraise for it. However, you are allowed to pay for his/her transportation and 

other expenses such as printing, food. Refunding for the members of the society that are driving (to bring 

the external speaker, guest) is available and it is 25p per mile.  

 

Does the SU charge my society when I do a transaction or pay money in? 

No, the SU will never charge you to do this. However when you pay in money your society is subject to VAT 

so if you pay in money you may find the amount comes up lower on your weekly statement, the is the 

HMRC taking the VAT on the amount not the SU. As a society you are subject to VAT but it also means that 

you are able to claim back VAT on some purchases. If you need help to understand VAT please book 

yourself into a finance clinic and our finance staff will be more than happy to answer all your questions. 

 

Do we get charged for making an oversea transfer? 

Yes, but not by the SU. The bank will charge for this transfer, the amount depends on which country you are 

transferring it to, which bank and what currency the transfer is in. For more information contact the SU 

finance team sufinance@essex.ac.uk or call the SU and we will help you out. 

 

How much money will roll over to the following academic year? 

The money that you have left at the end of the financial year (July) in your club fund will roll into your club 

fund for the next year. In addition to this if you have not received an allocation from the SU all the money 

left from membership money will also roll over into your club fund for the following year. If you have 

received an allocation from the SU, the expenses from your Union fund will at first use up your membership 

money before the allocation money. If you have not spent all of this, the SU will take back any unspent 

allocation money at the end of the year. If you have any leftover membership money after this, this money 

will go over to your club fund.  
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