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Books and records 
 

As a minimum, the Treasurer should maintain the following records: 
 

 a cashbook 

 bank statements 

 invoices and receipts 
 
If applicable, the following additional records should also be maintained: 
 

 for grants, donations, legacies and contracts: documentation such as the grant agreement, 
donor letter, will or contract 

 for coach rambles and holidays: a record of attendance on each ramble/holiday showing 
individuals attending and amounts payable. 

 for stock: a record of stock held at the start and end of the financial year, stock purchased 
and sold during the year and stock written off 

 for advertising sales: copies of all publications with adverts placed in the year 

 for investments: year-end statement and documents relating to investment sales and income 
 
All financial records must be retained for a period of six years plus the current financial year, in 
case of inspection by the HMRC. If this is a problem, please contact your Area Treasurer or 
central office for advice. If some of your records are held electronically, make sure that these are 
backed up regularly, with back-ups preferably held in a separate location from the original data. 

 
Cashbook 
 

Arguably the most important record to be kept by the Treasurer is the ongoing log of receipts and 
payments in the cashbook. Ramblers central office offers two cashbook systems for use by Area 
and Group Treasurers, one paper and one electronic. 
 
The paper version, along with instructions, is available to download from the Treasurer section of 
our volunteering website at www.ramblers.org.uk/volunteer. The electronic version is integrated 
into the Microsoft Excel-based annual return and is also available to download from the Treasurer 
webpage. If Excel is not available you may use OpenOffice for free (see www.openoffice.org). 
 
Alternatively, you may use your own cashbook system provided that this enables you to produce 
your accounts and complete the annual return in the prescribed format at the end of the year. 

 
Types of funds 
 

There are a number of different types of funds into which your financial activities should be split. 
Some of these are defined in law and others are defined by the Ramblers for internal use. The 
most important distinction, defined in law, is between restricted and unrestricted funds.  
 
Restricted funds are those that have either been donated to the Area/Group with conditions 
attached or have been raised through an appeal which stated that any money received will be 
used for a particular (charitable) purpose. Donated restricted funds may take the form of grants 
(with a written funding agreement), individual donations (with an accompanying donor letter) or 
legacies (details contained in a will).  

http://www.ramblers.org.uk/volunteer
http://www.openoffice.org/
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Restricted funds are held legally on trust to be spent as specified and failure to fulfil the 
conditions will be a breach of trust. If a balance remains on a restricted fund after the end of the 
related activity you should either obtain permission from the donor(s) to spend the remaining 
balance on some other activity or return the unspent balance to the donor(s). 
 
All other funds are unrestricted. This includes funding from Ramblers central office; grants, 
donations and legacies which contain no conditions as to how they should be spent; self-funded 
income and book sales. The vast majority of funds held by Areas and Groups are unrestricted. 
 
In order to separate main Ramblers funds from funds held in relation to self-funded activities we 
have recently introduced a further distinction between ‘main’ unrestricted funds and ‘self-
funded’ unrestricted funds. Items of ‘main’ expenditure include the costs of running a walks 
programme, undertaking footpath campaigns and casework and administering the Area/Group. 
Items of ‘self-funded’ expenditure include the cost of day walks (largely coaches), holidays and 
socials. 
 
All Area and Group accounting needs to be split into the above fund types i.e. restricted, 
(unrestricted) main and (unrestricted) self-funded. Our cashbook systems distinguish between 
these three funds accordingly. Areas and Groups may find it useful to operate separate bank 
accounts for each fund type in order to keep the transactions separate. However, this may only 
be worthwhile if there are a significant number of transactions for each fund type. 

 
Expenditure headings 
 

Items of ‘main’ expenditure should be recorded under the following headings: 
 

Heading Example items (not exhaustive) 

Walks programmes Printing and distribution of walks programmes 

Walks related Maps, first aid kits, walks leader expenses (where claimed) 

Walks leader training Cost of training walks leaders 

Newsletters/publicity Promotion events, website costs, newsletters 

Publication/goods 

costs 

Cost of producing a publication or acquiring goods for sale 

Campaigns/casework Expenditure related to footpaths, access, countryside protection 

Practical work Repair to stiles, gates etc. Footpath clearance work. 

Fundraising costs Costs incurred in raising income (e.g. printing raffle tickets) 

Meetings (inc. AGM) Any general meeting costs. Production and distribution of the 

annual report. Independent examiner expenses. 

Admin Any general postage, stationery, printing etc.  

Any committee member expenses. 

Other  

 

Note: only general meetings should be included under the ‘meetings’ heading. Any costs incurred 
in relation to a meeting on footpath matters (for example) should be included in 
campaigns/casework. The same applies to ‘admin’: any printing and postage of newsletters (for 
example) should be included under ‘newsletters/publicity’. For volunteer expenses, please 
choose the most appropriate heading e.g. footpath secretary expenses should be included under 
‘campaigns/casework’. 
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Bank reconciliations 
 

Periodically, you should compare your cashbook records to funds held in cash and at the bank in 
order to check that these agree. To do this you may use the ‘cash and bank’ section of the annual 
return form (available on request from the Finance team, and sent annually to Areas and Groups 
in late summer). This involves calculating your closing ‘cash and bank’ balance (by taking your 
opening balance and adding receipts/subtracting payments for the period as per your cashbook) 
and comparing this to the actual closing ‘cash and bank’ balance. Any difference should be 
accounted for by ‘reconciling items’. These are: 
 
- receipts which were received before year-end but not credited to the bank account until 1st 

October or later. For example, cheques received but not yet cleared. 
 

- payments which were paid before year-end but not debited from the bank account until 1st 
October or later. For example, cheques written and dated on or before 30th September but not 
yet cashed. 

 
Any receipts or payments which are received/paid on or after 1st October should not be included 
in the accounts or annual return for the preceding financial year. 
 
Authorisation of purchases 
 

It is important that all purchases are properly authorised. To ensure this: 
 

 Area and Group committees should agree written procedures for purchases. These should be 
circulated to all committee members. 

 

 wherever possible, payments should be made by electronic transfer (BACs) or cheque rather 
than cash. Payments made via the Unity Trust on-line transfer system should be set up by the 
Treasurer and then another committee member should log in to authorise the payments. This 
ensures that no one person can individually authorise and incur expenditure. 

 

 the committee should keep a written record of who is authorised to place orders; significant 
expenditure should be approved by more than one committee member in advance. 

 

 the committee should formally approve all cheque signatories. If signatories change the bank 
will need to be informed. The Area/Group will need to have sufficient signatories such that 
cheques can still be signed whilst people are on holiday etc. 

 

 small cheques (recommended as no more than £100) can be signed by just one person, but 
larger cheques should require two signatories. This policy should be agreed by the committee 
and communicated to the bank in writing. 

 

 committee members other than the Treasurer should order goods and services; they should 
then forward invoices to the Treasurer to check and arrange for payment to be made. The 
Treasurer should sign and date the invoice and retain as evidence of review and approval. 

 

 blank cheques should never be signed. 
 

 if a cheque is being paid to a signatory, a different signatory must sign the cheque. 
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Cash floats 
 

The preferred system for managing a cash float is as follows: 
 

 the individual is given a float to cover their expected costs. The individual signs a voucher 
acknowledging receipt of the float. The Treasurer records the float as a cash balance on the 
balance sheet. 
 

 the individual incurs costs and obtains receipts. Every so often the individual submits a claim, 
together with the receipts, to the Treasurer (or whoever authorises expenditure).  

 

 the Treasurer reviews the claim and receipts, signs and dates it as evidence of review and 
approval. The Treasurer sends a cheque for the total value of the receipts claimed to the 
individual. The individual's float is thus topped back up to its agreed level. 

 

 in the cashbook, the Treasurer records the cheque payment in accordance with the receipts 
submitted i.e. split across the relevant expenditure headings. 

 

 when the individual ceases their role, they send any remaining receipts and the balance of the 
float to the Treasurer. The Treasurer does not reimburse these final receipts as they 
represent the return of the spent part of the float. 

 
Stock 
 

Stock comprises goods produced or purchased for sale. Areas and Groups should only hold 
stock in the pursuance of the Ramblers’ charitable aims. Examples are: walk guides, maps and 
souvenirs such as badges, key rings and T-shirts. See the factsheet on ‘tax issues’ for more 
information on memorabilia sales. 
 
If an Area/Group has stock it will need to be included in the year-end accounts and annual return. 
The value to include in the accounts can be calculated by counting the number of each line of 
stock held and multiplying by, either: 
 

  the unit cost of the stock, if it is still in good condition and is expected to be sold at full price;  
 

OR 
 

 the expected proceeds, if it is likely the stock will be sold at a value below cost 
 
During the year, income from the sale of stock should be recorded as normal in the cashbook. 
The details and number of stock sold should also be recorded. At the year-end, this can then be 
compared to the actual stock held and any differences investigated.  
 
If stock is taken for events then a record of this needs to be kept. 
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Investments 
 

Areas and Groups should not normally have spare funds to invest but may, for example, be in 
this position if in receipt of a large item of restricted income. If your Area/Group does have funds 
to invest you should contact the central office Finance team for advice. Also contact us if you 
have received an investment as a donation or legacy – we will be able to review the investment 
and may be able to provide some advice. 
 
Charities are required to revalue their investments in their accounts at their market value at the 
balance sheet date. In order to do this it will be necessary to obtain a year-end valuation from: 
 

 investment managers for common investment funds, unit trusts etc 

 published share and stock prices for quoted stocks and shares (for example in the FT) 

 bank statements for high interest accounts, money market accounts etc. 
 
Note that all investments should be held in the name of the Ramblers <Area/Group name>. 

 
Fixed assets 
 

Fixed assets are physical items held by the Area or Group which were purchased for long term 
use. Only fixed assets which cost £5,000 or more are required to be shown on the balance sheet 
in the accounts/annual return - otherwise the cost should be included within expenditure as 
normal.  
 
However, a record should be kept of all fixed assets held to ensure that they are not lost or 
misappropriated, and that they are transferred appropriately when volunteer roles change. The 
record should comprise a list of assets with their purchase date and cost, serial number (if 
applicable), a description, the location and person responsible. The record should be kept up to 
date and periodic checks made to confirm the continued existence and condition of the assets 
listed. 

 
Loans 
 

It may be appropriate in some circumstances for an Area or Group to provide a loan to another 
Area or Group within the Ramblers – perhaps to meet a temporary shortfall in cash. Alternatively, 
central office may provide a loan to an Area or Group, for example to support the initial stages of 
a local publication or other project. 
 
In these cases it is necessary to account for the loan both on an ongoing basis and in the year 
end accounts and annual return. Any loans received/paid should be recorded as cash in/out in 
the cashbook, and a record should be made of the amount owed to/from the other Area/Group.  
 
Any Areas or Groups considering providing a loan to another Area or Group within the Ramblers 
are invited to discuss this beforehand with the Finance team at central office. Note that Areas and 
Groups should not provide/take up loans to/from organisations outside the Ramblers. 
 
 
Contact the Finance team: areagroupfinance@ramblers.org.uk 

Updated: August 2012 

mailto:areagroupfinance@ramblers.org.uk

