ASEN Financial Procedures

The goal of these procedures is to ensure that ASEN is financially accountable to both its constituent collectives and members and to comply with provisions outlined in the Incorporations Act and general financial audit guidelines.

Bank Account Operation and Signatories

1. The ASEN bank account will be held at the most ethically possible financial institution as deemed by the ASEN Council.

2. The bank account will require two signatories to sign any cheques or internet funds transfers. One of the signatories must be the ASEN Financial Officer.

3. These signatories must be authorised by the ASEN Council and there may be an unlimited number of people authorised to be signatories.

4. Any transactions made on the ASEN bank account will be disclosed and approved by the ASEN Council

Cheque Books

1. ASEN will keep cheque books to be used as authorised by the ASEN Council to make payments of behalf of ASEN

2. There will be cheque book given to each state where there exists at least two authorised signatories to the bank account

3. Before any cheque’s are written the ASEN Financial Officer must be in possession of the requisite invoices and receipts for ASEN’s records. Or have obtained permission for the transaction from the Financial Officer.

4. Any cheques written by authorised signatories other than the ASEN Financial Officer must forward all financial paperwork (eg invoices and/or receipts) to the Financial Officer for ASEN’s records

Record Keeping
1. All financial records of ASEN must be kept by the ASEN Financial Officer

2. It is the responsibility of either the person seeking expenditure from ASEN, or the authorised signatories to forward financial documentation as outlined to the ASEN Financial Officer.

3. If the documentation is not forthcoming the Financial Officer is not authorised to approve the transaction.

Authorising of Expenditure

1. All expenditure must be authorised in advance by the ASEN Council

2. The process is as follows

a. The person seeking the financial expenditure is to approach the Council with the proposal (which must include requisite financial documents eg proof of purchase, invoices or receipts).

b. The Council will then decide whether to accept or decline the proposal following its decision-making processes

c. The Council will inform the ASEN Financial Officer of its decision

Transferring of Funds

1. From time to time other organisations may use the ASEN bank account to transfer funds to another group

2. For this to occur the person seeking the transfer of funds must approach the ASEN Council with the request (including requisite financial documentation eg invoices or receipts), if the Council approves they must notify the ASEN Financial Officer who will set up any funds transfer

ASEN Financial Officer

1. The primary role of the ASEN Financial Officer is to adhere to these financial guidelines

2. They are responsible for producing the annual financial audit for ASEN which must be independently audited to retain Incorporation status.

