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[bookmark: _Toc133763595]PP 04 - Financial Management Policy
POLICY STATEMENT
Transpiral Wellbeing aims to ensure good governance in relation to financial management, and operate in a way that is honest, accountable, transparent and demonstrates professional management of our financial resources.
[bookmark: _fajdnohtwcz7]PURPOSE
This policy has been developed to:
provide guidance to ensure financial responsibility and sustainability
meet external reporting requirements and compliance obligations 
ensure appropriate recording of financial transactions, and facilitate accurate reporting for decision making.
SCOPE
This policy applies to all key personnel, staff, contractors, students, and volunteers across all our services and locations.
[bookmark: _nbdc6p9ivyl]BUDGETS
Budget development and approval
At the commencement of each financial year, a detailed budget and forecast will be prepared by the delegated staff member and presented to the Managing Director for approval.
Accounting software
Once approved, the annual budget will be transferred to the Xero Accounting System to allow for clear records and accurate tracking of finances.
Financial reports
A financial report showing actual income and expenditure to the budget forecast will be prepared monthly for consideration of the Managing Director and Senior Leadership Team. 
Audited financial acquittals
Where relevant or required, the Managing Director is responsible for forwarding the required financial reports and related documentation, receipts etc., to the financial auditor to meet compliance requirements, including those funding bodies that require audited financial reports as part of acquittal requirements. 
[bookmark: _Toc31117979]Bank accounts and authorised signatories 
All bank accounts are to be opened only in the name of Transpiral Wellbeing Pty Ltd. Only the Managing Director can approve the opening and/or closing of a bank account. The Managing Director will authorise staff members to be bank account signatories and to authorise payments as per the Table of Delegations. The business registers include details of all bank accounts held by Transpiral Wellbeing. 
[bookmark: _Toc435108309][bookmark: _Toc31117981]Australian business number (ABN)
The ABN for Transpiral Wellbeing is: 33 664 538 532.
Accounting
Transpiral Wellbeing will comply with the Australian Accounting Standards issued by the Australian Accounting Standards Board. We will retain the services of an accountant who is registered as a Chartered Accountant or a member of Chartered Practicing Accountants. 
[bookmark: _Toc435108311][bookmark: _Toc31117983]Auditors
When required by law, a suitably qualified and certified auditor will be engaged to complete the annual audit in line with any funding requirements. The audit will take place after the accountant has conducted end of financial year adjustments, and before the audited financial statements are due to be lodged with the relevant regulator.
PROCUREMENT AND PURCHASING
Financial delegations of authority
All purchases are to be authorised by the person/s within the assigned delegated spending limits in accordance with the schedules of delegation.
Procedures
Procurement refers to the sourcing of items that need to be purchased for the organisation to successfully operate. Funds must be spent in an efficient, cost-effective, and transparent way. 
Business-related expenses may be paid for by delegated staff using cash for reimbursement, or their credit/debit cards and/or online banking in accordance with their delegated limits – refer Schedule of Delegations. 
The Managing Director is solely responsible for approving additional business credit/debit cards for staff members to make purchases on behalf of the business. Receipts for all expenditure must be provided to the Managing Director. 
Staff expense reimbursement form 
This form is to be used to reimburse staff for minor expenditure incurred by staff members in relation to the delivery of services, where it was not practical to have foreseen this expenditure. The form must include a description of the expenditure and include a copy of the receipt or tax invoice indicating that the account has been paid. Types of minor expenditure include but are not limited to taxis, parking, fuel, postage etc. If the tax invoice is lost the employee must complete the missing receipt section on the form.
ASSETS
All assets will be identified, recorded, and appropriately managed. This will include maintaining appropriate insurance for buildings, equipment, and vehicles etc. Any new asset purchased will be recorded on the Asset Register.
Depreciation and disposal of assets
The annual budget will include asset depreciation and provisioning of funds for repairs, maintenance and replacement where needed. 
ACCOUNTS PAYABLE
Procedures for payment
All invoices are to be addressed to our legally registered business name. All invoices received, either in the mail or via email, must be date stamped on the day of receipt. The appointed staff member or bookkeeper will match and attach the invoice to the authorised purchase request documentation as appropriate.
[bookmark: _Toc31117988]ACCOUNTS RECEIVABLE 
Details of how funds are received and the procedure for processing are detailed below.   
NDIS billing
All financial transactions, including receipts and payments related to NDIS support delivery, will be identifiable and easily tracked within the financial management system. 
Transpiral Wellbeing will:
act in accordance with Australian Consumer Law
charge within the price limits and pricing arrangements where specified in the NDIS Pricing Arrangements and Price Limits
declare prices to participants before delivering a service
provide a receipt to participants to acquit against their plan
make a payment request only after that support has been delivered or provided
submit payment requests for NDIA-managed participants within a reasonable time (and no later than 90 days from the end of the service booking)
keep full and accurate records of supports delivered
proactively manage perceived and actual conflicts of interest
not charge late payment fees
manage financial processes to avoid or limit debts associated with delivering NDIS supports, and
manage debtors professionally to ensure financial sustainability.
Grant funds
Grant funds are conditional upon compliance with the relevant funding agreement or contract for service. Detailed records of grant expenditure must be maintained for reporting and acquittal purposes.
Self-generated income
When contracted e.g., sub-contracted to provide services, an invoice for services rendered will be raised in accordance with the contract or agreement. Original invoices are sent to the customer/participant and a copy is kept on file in invoice number order. 
Where reimbursement is required for expenditure that we have incurred on behalf of another organisation, an invoice will be raised using supporting information including emails, calculations, and third-party invoices to substantiate the claim for reimbursement. 
PAYROLL
Staff are paid for hours worked recorded on their timesheet taking into consideration their employment contract. Transpiral Wellbeing does not provide staff with loans or advance payment of wages.
Timesheets
It is the responsibility of staff members to ensure that their timesheet is complete, accurate and has been verified and authorised by their delegated manager. Where a timesheet has not been received, the relevant staff member or bookkeeper, where practicable, will follow up with the manager.
Where a staff member is absent for the full duration of the pay period, the staff member responsible for ensuring that a timesheet is prepared and submitted in advance.
Sick leave absences of two or more consecutive days are to be covered by appropriate medical certificates. We reserve the right to request an appropriate medical certificate for any other period of sick leave. All overtime must be approved by the Managing Director prior to the employee working the overtime.  
Payslips 
Payslips shall be issued to all employees within one (1) day of processing of the payroll and all payslips shall include the following information:  
a. The employee’s and employer’s full name.  
b. Date of payment.
c. Week beginning and week ending dates.  
d. The number of hours paid during the period for each category of payroll.  
e. The hourly rate of pay for each payroll category.  
f. The gross wages paid.  
g. The net wages paid.  
h. The amount of PAYG tax withheld.  
i. Details of any deductions made from an employee’s wage.  
j. The total amount of the superannuation contributions for the pay period.
[bookmark: _Toc435108390][bookmark: _Toc31117992]Taxation 
PAYG tax is automatically deducted as part of the payroll process. Payments will be made by the delegated financial officer to the Australian Taxation Office. The accountant will generate the BAS statements every quarter. The Managing Director is responsible for ensuring these are paid by the due date.  
[bookmark: _Toc435108391][bookmark: _Toc31117993]Superannuation
Superannuation is automatically deducted in Xero and the contributions to the funds must be paid quarterly. Superannuation Guarantee Contributions of ordinary time earnings will be paid into each employee’s nominated superannuation fund. 
[bookmark: _6ktuhw30b448]RELEVANT LEGISLATION
Fair Work Act 2009 (Cth)
Competition and Consumer Act 2010 (Cth)
Corporations Act 2001 (Cth)
Superannuation Guarantee (Administration) Act 1992 and Superannuation Guarantee Charge Act 1992 (Cth)
Taxation Administration Act 1953 and the Tax File Number Guidelines 1992 (Cth)
Goods and Services Tax 1999 (Cth)
Registered Providers Terms of Business (Cth)
RELATED DOCUMENTS
Asset Register.
Financial Management Register.
Insurance Register.
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