Football Section — Individual Team Funds Procedure — July 2026

Huddersfield Laund Hill Football
Section

Procedure for Accounting for
Individual Football Team Funds

Through a Central Club Bank
Account

Internal finance procedure for club officials, team managers and
treasurers

1. Purpose

This procedure explains how the club will account for money belonging to individual football teams
while operating through one central Club bank account. Its aim is to keep funds safe, transparent and
properly recorded, while allowing each team to understand its own income, expenditure and available
balance.

2. Reasons for Procedure

All funds and purchases generated by teams belong to the community club and therefore
need to be accounted for correctly for VAT purposes

Funds held in personal bank accounts have created misunderstandings and are potentially
open to fraud

The funds belong to the team not the coach and therefore when a coach leaves the money
remains with the Club’s team not the coach

By having the funds in an accounting system there is transparency of how much the team has
available.

3. Core Principles

All club and team money must be paid into the central club bank account.

Each team will have a separate internal ledger/cost centre within the club’s accounting
records.

Team coaches still have control over their team’s money.

Payments for invoices/expenses are made through the central accounting system
The Administrator will report team balances each month to the committee and team
managers.
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4. Team Ledgers

The Community Club (CC) Accountant will maintain a separate ledger for each team, such as Under
9s Tigers Under or Seniors. The ledger should show the opening balance, all income, all expenditure,
transfers, adjustments and closing balance each month.

5. Income Procedure

1.

All team income must be paid into the central club bank account using a clear reference, for
example “U10 - Raffle” or “U12 - fundraising”.

Any funds without a reference will be allocated to the Football Section’s central pot

The Team Manager must notify by email the Administrator of the expected income and the
team to which it relates.

The CC Accountant will allocate each receipt to the correct team ledger.

Cash should be banked promptly and separately from the Community Club’s cash. (Please do
not add it to the Club’s cash for the Community Club Manager to bank as it will not get
allocated correctly)

Any sponsorship for teams must be communicated via the Central Accounting Function,
contacting the Administrator and CC Accountant, providing details of the sponsor (Company
name and address), amount agreed and email. An invoice will be raised to the sponsor and
payment of funds will be chased to be paid into the Club’s bank account. (Under no
circumstances should the sponsor pay the funds into a personal bank account)

6. Expenditure Procedure

1.

Before committing to spend team funds, the Team Manager must check the available team
balance with the Administrator, to ensure sufficient funds are available for the spend.
Spending must be for legitimate football activity, (examples such as additional pitch hire,
tournament entry, new kit, equipment, training apparel costs or approved team events).

If funds are available, the team coach can go ahead with the expenditure asking for invoices
to be sent to the Accounts department with the team’s reference on.

Note if the required purchase is for football kits via Surridge kit deal, then the order request
must be sent to the Administrator. The Administrator will check that there are enough team
funds for the order with the CC Accountant, and if there are enough funds, will place the order
giving Surridge a purchase order number. This purchase order number provided when the
order is placed must be quoted on the invoice by Surridge for payment. All invoices must be
sent to Accounts at the Community Club.

Payments will be made from the central club bank account for invoices and allocated to the
relevant team ledger.

For expenses incurred and paid for by the coach these can be either submitted to the Junior
Secretary for reimbursement or posted via Auto entry for repayment. All expenses will then be
allocated to the relevant ledger.

7. Transfers Between Teams or Central Club Funds

Funds may only be transferred between team ledgers, or from a team ledger to central club funds,
where there is a clear reason and team manager approval. Examples include shared equipment, joint
tournament costs, central pitch hire, insurance, affiliation fees or agreed club contributions. The CC
Accountant will record the transfer in both affected ledgers so that the overall bank balance remains
unchanged.
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8. Reconciliation and Reporting

The Administrator and CC Accountant will reconcile the central bank account at least monthly.
The total of all team ledgers and total funds in the Central nominal for football teams must
agree be reconciled and posted in the Community Club’s balance sheet

e Team Managers will receive or be able to request a summary of their team’s balance and
transactions.

e A finance update, including team balances will be presented to each team manager each
month

e Annual accounts will include all team funds because the money is held by the club through
the central bank account.

10. Record Keeping by Community Club

The club will keep bank statements, invoices, receipts, approval records, cash-count records,
sponsorship details, subscription records and team ledger reports for at least the period required by
the club’s governing rules, league or County FA requirements, and any relevant legal or tax
obligations. Records will be stored securely and be available for review by auditors and committee
and coaches as required

11. Transfer of Initial Team Balances into Club bank account

All balances currently held by each team manager or others must be transferred into the Community
Club bank account by 1% August 2026 with the reference of “Team — Opening Balance”. Details of the
bank account

Name of Account - Huddersfield Laund Hill Community Club
Sort Code - 30-90-28
Account Number - 81792968

12. Season-End Treatment of Team Balances

At the end of each season on the 1% of August each year, the CC Accountant, Administrator and
Football Treasurer will confirm each team’s closing balance. Unless the committee decides otherwise,
balances will carry forward for the same team into the following season. (eg Under 9's boys funds
transferred up to Under 10’s boys for the coming season)

If a team folds, merges or changes age group, the football committee will decide how any remaining
balance is used, taking account of the purpose for which the money was raised and the best interests
of the club and players.

Personnel Index (as of July 2026)

Community Club Accountant = Donna Newton
Administrator = Debbie Hill

Football Treasurer = Dave Shorrock

Junior Football Secretary = Mark Castle
Community Club Manager = Martyn Dalton
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