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	WESTERN CAPE REGION
FINANCE APPROVAL PROCESS FOR ALL EVENTS



1. Course Leader or Event Co-ordinator (CL/EC) to send budget on the standard excel template  to responsible Regional Team Co-ordinator (RTC)  for endorsement prior to advertising the event (If the RTC is the CL or EC, then they send to the Regional Finance Representative for endorsement (Charles.prince@scouts.org.za) 
· The following should be clearly stated in the body of the email
· If an advance is required
· What the amount of the advance needs to be
· The bank details of the person to who the advance should be paid
· NB Advance cannot exceed projected course income less known committed expenses payable via HQ.

2. Responsible RTC will endorse the budget (and approve the advance) by replying and copying in the finance administrator (charmaine.dekock@scouts.org.za), and the Regional Finance Representative, including all attachments. 
3. The event takes place

4. Within 14 days of the end of the event, the finances and supporting documents (electronic versions only) are submitted to the responsible RTC 

· Supporting financial documents are all original slips, invoices, receipts for money spent and must be delivered to HQ (they can be scanned at this point, but the originals must be delivered as soon as possible) 
· The CL or EC should clearly state if a refund is required and to what amount 

5. The RTC will check the spreadsheet within 7 days and check up on any queries or problems with the relevant person and thereafter 
(NB – This includes checking that all the venue fees are correct)
a. Endorse the event finance summary

b. Approve any refunds required and requests 
· This will be done by replying to the CL/EC, copying in the Finance Administrator and Regional Finance Representative 
6. Any surplus from the advance must be refunded by the CL/EC to the regional account 

7. The final spreadsheet and original finance documents must reach HQ no later than 21 days after the event ends 
8. Finance Administrator checks the supporting documents against the spreadsheet and returns any queries to the RTC before proceeding

9. Finance Administrator loads any refunds or payments that have been approved 

ALL EVENT FINANCE EMAILS SHOULD HAVE THE FOLLOWING SUBJECT LINE:


“<Event Month Year> Finances” e.g. Cooks Course June 2020 Finances











