
Receipt Book Guide

Club Banking 101



Being financially accountable
It is extremely important that you are accountable to your members for 
your club’s money – after all, you collected a large portion of it off your 
members through membership fees, event tickets and fundraising 
barbeques. This means keeping a record of all income and expenditure 
through your club’s bank account and showing that those transactions 
were for legitimate club purposes. 



How do we do that?
Your Treasurer must keep good records throughout the year and present 
them to your members at your AGM for them to look at, so that they can 
be satisfied that the club’s money has been spent appropriately. 

At your AGM you must table the following documents for your members: 
1.Profit and loss statement 
2.Asset list 
3.Receipt book  

This PowerPoint is dedicated to showing you how to keep an adequate 
receipt book. 



Your receipt book
Your Treasurer is responsible for keeping a receipt book for all your 
transactions. They should be attending to this book throughout the entire 
year. 

It would be impossible to put it together right before your AGM (you can’t 
say we haven’t warned you...). 
But what should be in your receipt book? 



What are legitimate Club purposes?
Expenditure from your club’s funds must only be for legitimate club 
purposes. Broadly, this means anything that furthers your club’s aims and
objectives in your Constitution, and does not contravene the Constitution,
Regulations or Policy of QUT Guild. 

Some examples of legitimate expenditure are: 
1.sausages for a fundraising barbeque, where the income will be put in 
your club’s bank account; 
2.venue hire or bar tabs for events that your members are invited to; 
3.shirts with your clubs logo on them; 
4.banners for your club’s advertising. 



What are NOT legitimate Club purposes?
This is anything that falls outside your club’s aims and objectives. 
Basically, anything that is not in the best interest of your club and its 
members. 
Some examples of illegitimate expenditure are: 
1.paying yourself to perform executive duties; 
2.paying your mate double the market rate to upgrade your website; 
3.any merchandise or consumables where the associated income does not 
return to your club’s bank account; 
4.bar tabs where your entire membership isn’t invited; 
5.paying someone back for their expenditure where they cannot provide you 
adequate receipts. 
If you have any questions about what is or isn’t allowed, contact the Clubs 
Team. 



Your gut feeling
It is your responsibility to act in the best interests of your club and its 
members.

If you find that you aren’t willing to tell all of your members about expenditure
that has been put through the club’s account, chances are you have done 
the wrong thing. 

Would your members be happy if you used club funds to put on a bar tab for 
you and your best mates, without inviting all your members? Would you tell 
them? Probably not. 



What kind of documentation do we 
need?
You must have appropriate documentation for every transaction on your bank
statement. This means documentation that will clearly explain what the 
expenditure was for and where the money went. 

This includes: 
1. Payments to a supplier 
2. Payments to Club Members (Reimbursements)
3. Funds coming into your Club Account



Documentation of payment to a supplier
This is when you have paid by electronic funds transfer directly to the 
supplier. It could be for paying a t-shirt supplier for your club’s t-shirts, or 
paying for venue hire. 

You will probably receive a tax invoice that you are paying against , for 
instance, in the case of paying for a t-shirt order. 

However, you may receive a receipt after you have paid. For instance, where
a venue asks you to make a deposit to secure a venue booking. You must 
receive a receipt for this payment. 



Documentation for a reimbursement
Sometimes it will be easier for one of your club members (usually an 
executive member) to incur the cost on behalf of the club, and then be 
reimbursed by club funds. 

The member must provide you tax invoices or receipts before you reimburse 
the funds. You cannot reimburse the member if you have not received 
documentation. 

If the member has lost the documentation, it is the responsibility of the 
member to get another copy by contacting the supplier. If that’s not possible, 
then unfortunately the club member cannot be reimbursed. 
Be careful with your documentation for reimbursements! 



Documentation of funds coming into a Club 
Account
You should provide an explanation of where the money came from, for 
instance, membership fees from O Week, or income from a barbeque. 

Deposits should be made as soon as possible after the cash has been 
collected. To ensure accountability, cash should not be stored for future use. 

Any funds coming into the account should be documented as appropriate.



General Tips for Receipts and Invoices
1.The amount on the documentation must correlate exactly to the amount of the 
transaction. 

2.An invoice must contain the supplier’s name, contact details, ABN, a description of 
the goods or services and a total amount. 

3.An EFTPOS docket alone is not enough – you must receive a sales receipt/tax 
invoice detailing the goods or services purchased. 

4.Sales receipts fade. Make a copy of the original receipt for your receipt book so that
it will still be legible at the end of the year. 

5.You’re not required to keep the original sales receipts and invoices. Digital or 
printed copies are sufficient. 



Digital or Paper?
We don’t mind whether you keep a digital receipt book or a paper receipt 
book. 
We recommend though that you keep a digital receipt book so that you 
can submit it to us easily at the end of the year, and so that it can be 
easily handed over to the new executive and archived.
The following instructions can apply equally to digital or paper. 
If you choose to keep a digital receipt book, please take scans or photos 
of your documents. You need not keep the originals. The scans must be 
legible. 



Example 
Receipt 

Book



The first page of your receipt book - Transactions

The first page should be a statement of your bank account for the 
financial year (December to November).

 As new transactions come through your account, you should update your
transaction listing. 



Each page thereafter
Each page thereafter should correlate to the transaction listing. 

For instance, if your first transaction for the period is for a  reimbursement
for $500, the next page in your receipt book should be the receipt for 
$500 which correlates to the transaction. 

For ease of reference, you should label the document with the 
transaction date that it relates to. 
For instance, the invoice may have been issued on 5 February, but you 
paid it on 7 February. You should label the top of the invoice with 7 
February so that you can easily find it in the transaction list. 



If you are keeping a paper receipt book, you should print your transaction listing off the NAB Connect website.

If you are keeping a digital receipt book, you should insert a screenshot of your transaction listing off the NAB 
Connect website. 

 
NOTE: The above image is a stylised recreation. Please use your NAB Bank Statement.

















As previously mentioned, at your AGM you must prepare the following 
documents for your members : 

1. Profit and loss statement 
2. Asset list 
3. Receipt book 

After you have had your documents approved at your AGM you must 
send them to the Clubs Team at clubs@qutguild.com. 
(Remember that you must also send your AGM minutes, attendance sheet 
and the contact details of the newly elected executive) 

If you do not send them to us we may not be able to continue your affiliation
with QUT Guild.
 

What's Next?


