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WHAT IS A TREASURER?

“The Treasurer's duties shall include the

WOLVES

maintenance of the Society/Club’s accounts

and the Society/Club’s budget submission.”

— UL Wolves Common Constitution

(Note: you are not an accountant. The club/society’s budget it the
responsibility of the ENTIRE committee)



& DEALING WITH CASH

OLVES

NEVER DEALIN CASH




DEALING WITh GASh

e Income that isn’t lodged in the bank (i.e.
doesn't appear in your bank statements)
DOES NOT EXIST TO C&S

e If you accept cash, lodge it immediately

o Cash Is easy to lose, and easier to
steal

e |f yOou accept cash, make sure you store

It In a locked cashbox
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BANK MANDATES

WOLVES What are they?

Filing a “Bank Mandate” gives your Club/Society’'s committee
members access to your bank account.

People listed on your bank mandate are called “Signatories”

At least two signatories must attend the bank to withdraw
cash or make an EFT (electronic fund transfer)




BANK MANDATES

WOLVES How you access your personal club/soc bank account
Choose 2-4 core committee | R
memibers to be signatories.  —
rrrrrrrrrrrrrrrrrrrrrrrr _
g “
Print and fill out the forms ange of Administtn
Internatonal sudents. Bank o reland accoun Powerpoint 1 MB 4
(available on ulwolves.ie) S T

Obtain signatures of Lisa Ryan & Paul Lee, and submit all forms to
the bank



BUSINESS ONLINE

WOLVES Secure your online banking access

1. Walit for your bank mandate to be processed

Link to form

2. Choose your Administrators i:i.",'..{"-,.'}'.i"i:i
(online banking access controllers) e L

3. Fill out “Change of Admin” Forms

4. \Walit for the forms to be processed
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Reimbursement Tracker 2026 ¥ B & OREE

File Edit View Insert Format Data Tools Extensions Help

Name of Individual Expense Amount Date Purchased | Date Reimbursed From Account Issued by Reciept

T |

25.28 3RI2026 02/082026| BOI Online hitps:fidrive google. comffile/d!] EwlMN1bsHL Ggv 18y e F0u-dME0-Gnlgiview Pusp=drive link

75.00 310812025 02082026 | BOI Online hitps:fidrive google. comffile/d! shwikBlgeQoHR S Julf-fEgtGghSoag Y iviewPusp=drive link

42 B8 25/0E20246 02/DR2026| BOI Cnline hitps:/idrive google comifile’d 1 TEBFheeBSC iR s 58z OfcdyHIGASa B AEW view Tusp=sharing
432.00 12/8/2025 12/8/2026| BO| Cnline

hitps:fidrive google. comfileid/ 1 CwiFx24t  YTTwAKNPE VRETdwBE-YdWihiviewFusp=drive link

Sample Reimbursement Tracker

e Keep track of receipt files via Email & Google Drive
e Make sure everyone who spends money on behalf
of your C&S gets paid back

BUU KKEEPI N ﬁ Google Sheets are your friend

ULStudent::
tome =

Hi all,

Expense item: 60 cm inflatable D20

Estimated price: €42 (€35 item + €7 shipping)

Date of Use: 30'" September 2026

Reason for Purchase: A week 4 collab with Games Soc

KL OX30 Dics, 0 com clameter Shipmant
RERL e | i R g —
e - .

T

Sample Expense Request
Email




PROJEGTED SPENDING

Projected
Income/Expenditure:

WOLVES

Once-Off
Income/Expenditure:
We will raise or spend this
mohney again next year
and would like C&S to still
contribute 50% of the cost

We bought this thing or
raised this money, and
will never do so again.

(Note: The majority of your income/expenditure is projected)



INGOME

WOLVES

Income Is any money coming Into your society: this value can take the

form of money entering your bank account (membership fees & sa

at your events) or sponsorship (items or costs being donated/coverec
yOour Sponsors)

Proof of Income:

es
oy

e Bank Statements: highlight the relevant lines for your described event/item

e Sponsorships (items paid on your behalf): emails & receipt of item(s) bought



BANK STATEMENTS

WOLVES The main source of proof of both income and expenditure

e A bank statement is a full list of all transactions in and out of
your account over a desighated period of time.

e To use as proof of income/expenditure, highlight the relevant
lines for the event/item you are describing and upload a
scanned copy to your income/expenditure item.

e [f you are not receiving bank statements in your C&S post box,
email info.clubsandsocieties@ul.ie



EXPENDITURE

Expenditure is the money going out of your club or society
(aka whatever you are spending).

WOLVES

Proof of Expenditure:

e Bank Statement: highlight the relevant lines for your described event/item

e Receipt or Invoice: Invoices can only be used if accompanied by a bank
statement or under the conditions described in the Invoices vs Receipts slide
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4 Capitation Funds 2025/2026
£ Budget 25726 Dashboard 7 Budaet 7 Capitation

- Overview
il IBAN Approved, you can receive payouts to bank account

- Income
Manage Society IBAN

- Expenditure

Intemet Banking w ol © Submit Capitation Funds Drawdown Request & Submit Special Apps Request

- Points

- General Ledger EFIE'EiEI] Apps EE-qUEEtEd

- Bank Statemeants

DATE STATUS Falb TGO FAID BY DESCRIPTION AMOUNT ENTRY FILE
- Bank Mandates

. Cazh Ralances 10 Feb '26 CLUB/SOC  Office(EFT)  We purchased tickets to see the 100th anniversary production of € 180.00 D

Complete your annual budget - C&S endeavors to fund half your projected expenses



CAPITATION FUNDS DRAWDOWN REQUEST

& Pending Capilation Funds dravwdawn requests have nat been deducted from “remaining” figure shawn below
ALLOCATED:

REM&IMING:

WOLVES

Allocation: Initial amount aquired in your last annual
budget

ARLIUNT DEIMG REQUESTED;

Remaining: Capitation available to spend on budgeted DESCAPTION oF VAT T4 Wi
items

Amount Being Requested: However much you would like to use to buy a
certain product/service

Description: Explain the event/product/service this money will be spent

on Valid Fils _pdf .png jpg Jpeg — Max Size 3ME

Paid By: Either Bank Transfer or Office Card. Usually, you will be using the Setect e Brewse
Bank Transfer option. (OPTIONAL) secord fil Bronse

Paid To: Either your official Club/Soc bank account, a e

committee member, or a supplier

Attached Files: Include receipts and bank statements showing money m“
spent as necessary



GAPITATIUN Ways to draw it down

Bank Transfer - Will transfer the requested amount into one of the following:

» The Club/Society’s Bank Account - Where you've paid for the expense
and can provide a receipt

= A Committee Member’s Bank Account - Where they've paid for the
expense and can provide a receipt

= A Supplier’'s Bank Account - Where you want a supplier to be paid
directly, you must provide an invoice for this (i.e. a supplier is requesting
payment)

WOLVES

Office Card - Contact the office (info.clubsandsocieties@ul.ie) before requesting



GAPITATION .....

All Capitation Requests must be signed off by 2 Core Committee Members

WOLVES

The person who submits the request is automatically a signatory (if they're
a core member)

Login to your Committee Panel, scroll down and hit Sign

You cannot submit a request or sign it iIf you are the one being paid (have
someone else do It)



GAPITATION ......

To have your request processed in the same week, you must submit it before
Thursday

WOLVES

Requests are processed every Thursday, anything requested after Wednesday will
not be processed until the following week

If your request is rejected, It can be resubmitted (with corrections) and it will be
processed the following week.
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Example 1. A recelpt,
good proof of payment

LéDL
Limerick, Dublin Bd - IESS13674T
ELR
Custard Creans 1.10 B
2% 0.55
Still Water S000ml 7.5 0
9x1.45
Credit Card 8.35
B 13.5% waT 1.10 0.13
C 23.0% var 7.25 1.3
TRN-ID:IF01 3886051 894329251
wexUSTOMER COPYwxwx
Date: 25/11/25 Time: 15:50:28
MID: w==(7933 TID: =wxx1390
TENS NO: TEN13866051894329251
Visa DEBIT wxnnxrerrrew)743
ADODOOD0031010
Contact] ess SALE
ER.35

i
- 0
B ]
fye
INVOICE
Bl o mddress Ehip o midoens
Wbromruing o Limarih WL Cvaema BocHty
KArrrainy o Limarioh Blusent Lite 51 Univars oy of Limarich
LIMERICK Mirars oy of Limarich Shuoem
Wi KRR Lite, Stadent Contre
Ireland Co. Limarih
CASTLETROY
WS
freland
oo Wit BiNHOO 1R Irvwoic Db T8RN
Acoed Wb RE ST Unbraraity of Limsirich Dttt Dol R el
Citomes Ordes Retsends IS0 I Paymend Tesery PRI
o Grder Mumibes FONGITTAIEY FPaymend s Oue Uy ARERT
Ciwdar Duate 1A Dkt Prakd By SagePay

T I [T BOCOUNE DRI QuotE IRERRIIEE In yOur Daymant relerence

- [ o

s T Mt 0

Peardate P Trase VT S Faa 8 B

A b e 6 AT LS, 1

PRESE 168 Ot wbbed 58w, Syl 500 W 100 e LT prcing

Example 2: Invoice,
not proof of
payment

INVOIGES VS REGEIPTS

Example 3: Invoice, marked as

paid BY THE COMPANY, may be

used as proof of payment when
accompanied by a bank
statement

amazon.ie INVOICE
~—]

VAT dedared bf Amazon EU Sarl.
VAT # Import-05S
[For customer support visit wwiw.amazon. isfoontaci-us
Billing address Delivery address Sold by
UL Drarra Societf Arrazon EUS.a rl, UK Branch
Castletrof, UL Student Life, Studant Centre, 1 Principal Place, Worship Street
Universisf of Limerick London, EC2A 2FA
Lirnarick, Lirerick, V34XEB4 Unitad Kingdarm
IE
Order information
Ordar date: 08.10_2026
Ordear # 4060834272 1118746
Invoice details

|Drescription o LUnit price VAT rate Uit price: Iberm: subbodal



SPEGIAL APPS FUND

WOLVES For Unforeseen/Surprise Spending...

This is an emergency fund to cover any costs that could not have
been reasonably forseen in the previous budget submission.

Application does not guarantee The fund is limited
funding: submissions are and when it's

approved by the C&S Executive gone, it's gone



SPEGIAL APPS REQUESTS

Make sure your reasoning Is solid.

Capitation Funds 2025/2026

WOLVES

€ Budget 25/26 v

IBAN Approved, you can receive payouts to bank account

& Submit Capitation Funds Drawdown Request | - & Submit Special Apps Request

Special Apps Requested

DATE STATUS PAID TO PRID BY DESCRIPTION AMOUNT  ENTRY FILE

10 Feb 26 CLUB/SOC  Office(EFT)  We purchased tickets to see the 100th anniversary production of € 180.00 o H

Must also be signed by 2 core members (don’t sign if you’re the person being paid!)



SPEGIAL APPS DOGS

Every Special Apps reguest must have a Special Apps Application (Wolves
Resource Section)

WOLVES

CLBS . Clubs & Societies ﬁ CLBS &
ﬁ Request for Special Application Funding

For Special Apps made before purchase: 2024/2005

Date of Application

Date of Event/Cost

e INnclude 2-3 quotes of the cost

F O r S p e C i a | A p p S m a d e a fte r p u r C h a S e : Unless y:jir:iGJ:;TZlub or Society you will be required to bring in 50% of the cost of what you.

are applying for. Please detail your sources of income in section (A). In section (B) please detail 100%

o | n C | u d e t h e rece i pt fO r t h e p u rC h a Se S of overall expenditure for this particular event/activity fequipment for which you

are applying for funding for

Date
Fay (who)




BUDGET POINTS

WOLVES A reward for staying up to date

2 points per quarter academic year are automatically awarded
for adding at least 2 income and 2 expenditure items

A total of 8 Points for staying consistent (8% of your future
budget allocation)

Check the banner on Wolves to find out each quarter deadline



HANDOVERS

Ready to put your sword down? Set your successor up for success:

e Upload a relevant, good quality handover document
Print out and bring the bank mandate documentation to the

WOLVES

next general meeting
e Ensure you give them access to all emails and other role specific

accounts
e Ensure they have access to UL Wolves
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Meal Allowance: Break Even:

Coaching Policy:

Income of an event must
exceed expenditure for
said event

A club or soc can spend
the following per meal
pEer person

*Failure to break even will
result in
income/expenditure items
being marked as once-off
rather than projected.

€10 on campus
€10 off campus
€12 abroad




FURTHER RESOURGES

e The office: Info.clubsandsocieties@ul.ie

WOLVES

e C&S Executive
e Drop Ins

e UL Wolves Resource Documents
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