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Hospital Caterers' Association

Standing Orders for Conference Treasurers

1. 
Appointments

1.1
Each Conference Committee shall appoint a Conference Treasurer

1.2
Each Conference Committee shall appoint Auditors of the Conference account. The Auditors appointed shall not be members of the Hospital Caterers' Association or lead to conflict of interests.

2. 
Conference Treasurer's Duties


Apart from the duties allocated by the Conference Committee from time to time, it shall be

      
the duty of Conference Treasurer to:

2.1
Keep the Conference Accounts, keep all invoices and bills paid to reconcile income and

      
expenditure.

2.2 Be responsible for the security of all Conference Funds in their custody.

2.3 Be responsible for taking out Event and Public Liability Insurance on behalf of Conference and the Hospital Caterers' Association

2.4
Submit such monies as may be due to the Association's central funds to the Honorary National Treasurer

2.5.
Submit a statement of income and expenditure to every meeting of the Conference Committee.

2.6.
Submit Income and Expenditure Accounts and current Conference Budgets to the Conference Secretary, for presentation to Council, Executive and the Honorary National Treasurer. 

3.
Budgets

3.1.
The Conference Treasurer must prepare a draft Conference Budget.

3.2
The draft Budget should be based on 350 Delegates (paying and non paying). See note 1
3.3 The draft Budget should achieve a minimum profit as agreed by the council of the 

HCA.

3.4 The draft Budget should include a sum of at least 3% as a contingency fund.

3.5 All V A T charges to be levied should be included in the Budget.

4.      Final Accounts
4.1 
After Conference the Conference Treasurer will produce an Income and Expenditure

account for formal audit, together with supporting papers.

4.2
Final Audited Accounts should be presented to Council at its October meeting.

5.
Banking Arrangements

5.1 All income must be credited to a Hospital Caterers' Association Account.

5.2 The Conference Treasurer shall open two accounts in the name of the Conference.

· Current Account

· Deposit Account

5.3
The Current account should be set up for three signatories, requiring at least 2 signatures on all cheques and complying with the bank's regulations. See note 2
5.4
Transfers between the two accounts should be authorised on the authority of the Conference Treasurer alone

6.
Notes of Guidance for Organising Conference

6.1
The Financial presentation format as outlined in appendix 1,2,3 and 4 of the Notes of Guidance for Organising Conference will be used in conjunction with these Standing Orders.

Note 1 

In the Notes of Guidance for Conference there is a requirement to set a draft budget at 350 delegates. Also the Contract for Event Support specifies 350 delegates to be used for the initial draft budget. This is to enable members of Council and Executive to evaluate year on year the cost of the basic conference and assist them in their judgement when like for like figures are required. 

Note 2

When opening a bank account the Banking Code of Practice requires photographic evidence ie with photograph driving licence, passport, or Hospital picture ID which the bank will photocopy.
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