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treasurer 
training 2026

Zeng Sean Ng: SOC Treasurer

soc-treasurer@guild.uwa.edu.au

PAC Treasurer

pac-treasurer@guild.uwa.edu.au



What’s required as a 
Treasurer?

Budget & financial plansManaging club finances

GrantsBanking

https://www.uwastudentguild.com/clubs/club-resources



WITHDRAWALS (Pink)

For reimbursement of club 
expenditures and to pay for things!

Basic information
Guild Finances

Open from Monday - Friday, 
8:30am - 4:30pm

Finance can be contacted at: 
finance@guild.uwa.edu.au 

Club account number is written 
on the banking books.

Banking 
Books

DEPOSITS (Yellow)

To put money (income, etc.) into the 
club account

*Books that are misplaced or not given to new 
treasurers will incur a $20 charge for each 

new book.*

https://www.uwastudentguild.com/clubs/club-resources



Executive registration form 
(ERF)
WHAT IS AN ERF?

A form containing the details and signatures of all current club executives, along with a 
photocopy of their ID’s.

• Either photocopy everyone’s IDs and staple it together with the ERF, or ask Guild Finance when 
handing in the ERF if you’re able to email it to them later.

• If any signatures do not match the signatures on the corresponding IDs, the club member will be 
required to go into Guild Finance for proof of ID.

The ERF is how the Guild knows who can be given access to your club’s account, along with who
is on the executive of a club.

Must be submitted to Guild Finance no later than 2 weeks after the AGM (or any change to a
club’s execs).

Guild Finance can only accept the original hard copy of the ERF.

Clubs who DO NOT submit an ERF may be DISAFFILIATED.

ERFs last 13 months from when they’ve been submitted - to allow next year’s committee a bit of
cross over time when submitting their ERF.

https://www.uwastudentguild.com/clubs/club-resources

ERF FORM LINK
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For newly elected 
exec’s - allows Guild 
Finance to verify the 
details of exec’s and 
grant them access to 
the club’s account.

Past exec members 
sign to confirm the 
election of the 
current executives.

Cannot be continuing/current exec!

Returning Officers 
sign - they ensure 
that the 
election/AGM is 
procedurally fair.

ERF should list at least 2 Past Executive members and at least 2 Returning 
Officers 

ERF FORM LINK



Returning Officers 
(ROs)

https://www.uwastudentguild.com/clubs/club-resources

ROs ensure that elections are procedurally fair.

ROs must NOT: • Have been on the club’s committee in the last year.

• Currently be on the club’s committee

• Run in the same election in which they are a RO

ROs 
can:

• Be a Guild staff member

• Be a UWA staff member

• Be a previous committee member from more than a year ago

• Be a financial member of the club



UWA Student Club Portal
previously known as Netsuite

• UWA SCP is an online 
platform that allows all 
clubs to view their 
financial statements.

• Presidents and Treasurers 
of clubs have access.

• UWA SCP login details 
will be sent to your
student email once the 
ERF has been correctly 
submitted and processed.

• https://drive.google.com/fi
le/d/1Yg_SxYQfICG7HgnR
6N17bKZcLc-
OB7PO/view?usp=sharing

What is it? Where can I find my 
Access?

How do I use it?

https://www.uwastudentguild.com/clubs/club-resources



Club Banking 
WithDrawals

REQUIREMENTS FOR WITHDRAWALS:

https://www.uwastudentguild.com/clubs/club-resources

Authorised by at least 2 EXEC MEMBERS (Name, Signature, Position).

Signatures must match ERF.

Payee is a person OR external entity.

Payee on withdrawal slip for cash is the person picking up the 
money.

Must be dated.

• These 2 Execs cannot be one of the payees / people getting 
reimbursed on the sheet.

PINK SLIP



Club Banking 
WithDrawals

WITHDRAWALS from club account:

PINK SLIP

https://www.uwastudentguild.com/clubs/club-resources

CASH BANK TRANSFER
Guild 

Finances• $500 Maximum • Minimum of $50 per bank transfer 
withdrawal.

• State BSB, Account Number, and Account 
Name in “Payee” column.

• NB bank transfers are carried out EVERY 
THURSDAY - If payment is urgent, you must 
make the Finance Department aware of this.
⚬ Label the payment as “URGENT”, and let 

the people at Guild Finance know when 
you hand it in.



Sign/Initial when 
changing something 

on the slip.

Find this on Netsuite 
or on the front of this 

book.

You can have both 
cash withdrawals and 
bank transfers on the 

same slip.

The ‘Payee’ has to be 
people/companies 

other than your club 
(“ROCK BAND” in this 

case).
EXCEPT: When the 
club has another 

account with a 
commercial bank.

Two Executives 
names and signatures 

signed

Always draw a line 
through excess boxes 

when there are no 
more entries.

https://www.uwastudentguild.com/clubs/club-resources

Example 1

Date is essential!



Another option of 
paying invoices to 

external parties 
(Instead of signing on 

the invoice itself).

The reference you 
want for the third-

party to identify your 
payment.

This will appear on 
your statement :)
(MAKE SURE IT’S 

UNDERSTANABLE)

https://www.uwastudentguild.com/clubs/club-resources

Example 2

MAKE SURE TO 
WRITE NEATLY AND 

LEGIBLY!
(Especially for EFT)



Club Banking 
Floats

REQUIREMENTS FOR float WITHDRAWALS:

https://www.uwastudentguild.com/clubs/club-resources

Email finance@guild.uwa.edu.au stating the denominations needed and the total 
amount.

Please give 48 hours notice. 

NOTE: Don’t forget to fill out a pink (withdrawal) slip!

PINK SLIP

What is a Float?

A Float is used when a club requires a money box with cash at one of their events to sell 
items.



Club Banking 
deposits

YELLOW SLIP

https://www.uwastudentguild.com/clubs/club-resources

CASH BANK TRANSFER

Guild 
Finances

Debit/Credit card qpay

• Count your cash prior to depositing!
• Cash is best done in bundles of 10 notes, with 

coins in individual bags separated by 
denomination.

• Money bags for coins are available at Guild 
Finance, ask the for more if you’re running low!

• Email finance@guild.uwa.edu.au to provide 
details for transfer (club name, account 
number, transfer amount, etc.)

• Present your card to Guild Finance. • Inform Guild Finance and ensure the club 
number and/or name has been added in so 
the money doesn’t get lost!



https://www.uwastudentguild.com/clubs/club-resources

Example 

Only need one 
executive member to 
deposit and sign off.

This is what appears 
on your club’s 

statement.

No limit on how much 
you can deposit.

Date is Essential!
FINANCE will fill this 

on for you!



Grants
SOC 

GRANTS

https://www.uwastudentguild.com/clubs/club-resources

SEMESTER 
GRANTS

SPECIAL 
PROJECT 
GRANTS 
(SPGs)

O-DAY 
GRANTS

• Grants are governed by the Societies Council’s Club Grant Policy.
• Articles 17-21 outline the factors taken into consideration by SOC in 

the review of grant applications.
• The Club Grant Policy can be found on the bottom of the SOC page 

or at the top of the Club Grants page of the Guild website.

Club Grant Policy Link



O-Day Grants 
2026
When is the O-Day Grant due?

What gets reimbursed?

What do I submit in my grant applications?

How will I know how much money I’ve been reimbursed?

https://www.uwastudentguild.com/clubs/club-resources

• Email your grant application to the SOC Treasurer by 11:59pm 
Friday 7th March.

• The cost of the basic O-Day Stall.
• $4 per each Guild member sign up, capped at 50 

members.

• A list of paid member sign-ups (with names & student numbers) in csv 
format.

• Receipt from the purchase of an O-Day stall.

• The SOC Treasurer will be in contact with you when your grant has been 
fully processed, and will inform you of the amount that you should be 
receiving.



Special project Grants 
(SPG) 2026

When is the Semester 1 and Semester 2 SPG’s due?

What is covered in the SPG?

How do I submit an SPG application?

https://www.uwastudentguild.com/clubs/club-resources

• Semester 1: 11:59pm Friday 18th April
• Semester 2: 11:59pm Friday 29th August

• SPG’s are used to fund club events, projects or purchases that bring 
significant benefits the club and its members. Exclusions can be found 
in the Club Grants Policy. 

• Complete the google form and attached an event/purchase budget with 
a breakdown of expenses, profit and loss statement along with a written 
rational for the expenses in a separate document. 



Special project Grants 
(SPG) 2026

How much can I claim? 

What happens after the SPG application has been approved?

https://www.uwastudentguild.com/clubs/club-resources

• The cap is calculated once we have received all applications and 
applications have closed. The budgeted amount for the grant will be 
divided by the amount of applicants which will give us the cap. 

• The club must submit a final expenditure statement with receipts to 
the SOC Treasurer once the grant funds have been utilised no more 
then 10 working days after the event or expenditure takes place or 
the SPG is approved. 

• If the SOC Committee is not satisfied that the gran funds have been 
utilised in the manner prescribed in the application they may require 
that the club return a specified portion or all funding to the Guild.  
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Example SPG BUDGET!
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semester grants

• Clubs cannot claim expenses incurred for the purpose of 
events/activities funded by SPGs.

• Clubs can only claim expenses incurred for the purpose of 
O-Day where they can prove such expenses have a 
continuing benefit for the Club Members (e.g. Club T-
Shirts).

• Alcohol, Travel Expenses (including Party Buses, etc.), 
Online Advertising expenses.

What Cannot be claimed

• The Semester Grant gives clubs the opportunity 
to be reimbursed for expenses that were incurred 
throughout the semester.

what can be claimed

Application due 
Dates:

Semester 1: Friday 13th June 11:59pm
Semester 2: Friday 31st October 11:59pm
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semester grants schedule

You will receive an email from the SOC Treasurer with the initial and final results 
rather than having it pop up in your club statement one day!
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grant penalties

More information/guidance on penalties can be found in the “Club 
Grant Policies” on Page 17 Titled “End of Year Surplus Distribution”. Club Grant Policy Link



advice :)
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Read your constitution - Understand the objectives and how your club’s purchases relate 
to/further these objectives.

Stay Organized!

The best source of club income are profitable events/services, and applying for sponsorship.

Apply for PRIZES!

Communicate clearly with other clubs.

• Keep on top of emails, expenditures, budgeting, archiving documents (i.e. receipts, 
etc.)
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Additionally, if you have any questions at all 
about being a Treasurer, feel free to contact me 
at the treasurer email too!

I cannot give club-specific advice :( BUT this will 
be my second year as the Societies Council 
Treasurer so I’ll be happy to help you with 
general treasurer things!

continuing...

If you have any questions/queries/concerns 
about the 2026 Treasurer Training, PLEASE 
contact me through:

SOC:

questions... queries... concerns

soc-treasurer@guild.uwa.edu.au

Good Luck for the treasure-y year ahead!!!

PLEASE COMPLETE THE QUIZ ON THE NEST SLIDE TO FINISH TREASURER TRAINING

PAC:
pac-treasurer@guild.uwa.edu.au

¿questions?
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Treasurer Training Quiz

https://forms.office.com/r/C9V0fXDBVj

You will only get a message from me if you FAIL. 
If you get 100% congrats :)


