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HOSPITAL CATERERS ASSOCIATION

STANDING ORDERS FOR BRANCH TREASURERS
1.
APPOINTMENTS 

1.1
Each Branch of the Association shall appoint an Honorary Branch Treasurer at the Branch Annual General Meeting.

1.2 Each Branch of the Association shall appoint Auditor(s) of the Branch Accounts at the Branch Annual General Meeting.  The Auditor(s) so appointed shall not be a Member(s) of the Hospital Caterers Association.

2.
HONORARY BRANCH TREASURER’S DUTIES

2.1 Apart from any duties allocated by the Branch committee or Members from time to time, it shall be the duty of the Honorary Branch Treasurer to:

2.1.1 Keep the Branch Accounts recording the income and expenditure, the assets and liabilities of the Branch.

2.1.2 Be responsible for the security of all Branch funds in his/her custody.

2.1.3 Receive and submit to a Branch meeting for approval all applications for membership of the Association.

2.1.4 Collect subscriptions from Branch Members and to maintain a Branch Membership Roll.

2.1.5 Submit to the Honorary National Treasurer such monies as may be due from time to time to the Associations central fund.

2.1.6 Report to each Branch meeting, current information regarding membership etc as may be required by the Branch in a format that will enable Honorary Branch Secretary to comply with Standing Orders for Honorary Branch Secretaries, Section 3.1.

· The number of full and associate Members (in accordance with guidelines for regulating the number of associate Members).

· The number of life and honorary Members.

· The name of Patrons of the Association.
·  The names and designation of new Members enrolled.

· The names, designation and address of transferred Members.

·  The names of Members who have left the service or resigned.

· The number of Members as at 31 October in the previous subscription year.

·  The number of paid-up Members in the current subscription year.

2.1.7 Prepare a certified annual balance sheet for the period 1 November 31 October each year, for circulation to Branch Members and for further circulation, in accordance with Section 4.2 and 4.3

2.1.8 Submit to the Honorary National Treasurer a copy of the branch membership roll on 28th of January, April, July and October. In addition to the above, adjustments to membership details should be advised. At the end of the month in which they occur in order to maintain the National Database.

2.1.9 Upon the transfer of a Member to another Branch, advise (both the new Branch Honorary Branch Treasurer and the Honorary National Treasurer) of the transfer and indicate whether the transferring member is a fully paid up member. 

3.
MEMBERSHIP APPLICATIONS

3.1
The Branch Treasurer receives completed application forms for membership, together with the appropriate fee and submits the application to a Branch Meeting or duly authorised Branch Committee, for membership acceptance, ensuring that the full details 
are available and that the form has been duly completed (Rules 6 and 39).  Completed membership applications must be countersigned by two Branch Officers.

3.2 After acceptance the Honorary Branch Treasurer will enter the required details on the Branch Membership Roll and will forward the application form to the Honorary National Treasurer.

3.3 Membership certificates will be sent to the Honorary Branch Treasurer by the Honorary National Treasurer for presentation to the Member.

4.
ANNUAL BALANCE SHEET

4.1
The Honorary Branch Treasurer shall prepare an audited return of the Branch accounts for the period made up to the 31 October of that year, detailing therein the main items of 
income and expenditure, assets and liabilities (balance sheet).

4.2
Two copies of the certified balance sheet shall be forwarded to the Honorary National 
Treasurer not later than 14 December of that year (Rule 40).

4.3
One copy of the certified balance sheet shall be forwarded to the Honorary Branch 
Secretary, to be forwarded to the Honorary National Secretary, with one copy of the 
Branch Annual Reports, in accordance with Standing Orders for Branch Secretaries, 
Section 4.2

5.
SUBSCRIPTION

5.1 The annual subscription payable by Members is fixed by resolution of the Association at an Annual General Meeting and remains so, until revised at a subsequent Annual General Meeting.

5.2 Subscriptions are due and payable on 1 November in each year and cover a period to the 31 October in the year following (a subscription year is from 1 November – 31 October).

5.3 Minutes of the Annual General Meeting of the Association setting out annual subscriptions and the Branch per capita percentage retention, authorise Honorary Branch Treasurers to impose the new subscription from the date specified and until such time as they may be amended by a subsequent resolution of an Annual General Meeting of the Association.  No further authorisation is necessary.

5.4 All renewal subscriptions are due and payable on the 1 November in each year, in any event they must be paid before 28 February following.

5.5 Where a Member fails to pay a renewal subscription on or before 28 February, the Honorary Branch Treasurer shall write to the said Member, giving notice therein, that unless the required subscription is submitted to the Honorary Branch Treasurer, within 30 days of the date of the communication, the Member’s name shall be removed from the Branch’s and associations Membership Roll.

5.6 No entrance fee is required from new Members.

5.7 The appropriate subscription must accompany all applications for membership submitted to the Branch.  The subscription is retained by the Honorary Branch Treasurer, who submits it through the normal procedure, to the Honorary National Treasurer, minus the appropriate Branch per capita retention.

5.8 The initial subscription payable by new Members is representative of a proportion of the total annual subscription and is related to the period from the date of application, to the end of the subscription year (Table 1).

5.9 Except for a new Member joining after the commencement of the subscription year (5.8 ad 5.9), all renewal subscriptions become due and payable on 1 November.

5.10 The Honorary Branch Treasurer shall forward two copies of the Branch Membership Roll, as of the 31 October each year, to the Honorary National Treasurer, not later than the 30 November in each year.

5.11 The Honorary Branch Treasurer should submit two copies of the subscription form, to the Honorary National Treasurer, providing all the required details:

· Membership number (this may not be available for new Members).

· Full name.

· Full job title.

· Period of subscription.

· Full subscription submitted to the Branch, which should then indicate the amount sent to the Honorary National Treasurer, minus the Branch capita retention.

· Receipt number issued to each Member.

· The total amount submitted should correspond with the cheque.

5.12 The monies due to the central funds, in respect of the 1 November – 31 October in each year, must be submitted to the Honorary National Treasurer not later than the 5 November, immediately following the 31 October, but should not include any monies in respect of transactions related to the financial year commencing on 1 November, immediately following 31 October, example, subscriptions paid on or after November.


TABLE 1


PROPORTION OF TOTAL ANNUAL SUBSCRIPTION

Date of Joining
% of Total Annual Subscription




Between 1 Nov & 31 Jan
100

Between 1 Feb & 30 April
75

Between 1 May & 31 July
50

Between 1 Aug & 31 Oct
25

6.
FORMS

6.1 The following standard forms are available for the use of Honorary Branch Treasurers. These forms may also be available electronically or as hard copy.

· Subscription form for payment and details of Members subscriptions.

· Notification of transfers, change of name, deaths, resignations, etc.

· Letter to Members whose subscription remains unpaid as of 28 February.

· Blank income/expenditure and balance sheets for the presentation of Branch Annual Accounts.

· Branch Membership Record Cards for Branches who wish to continue using cards.

7.
RECEIPT BOOKS

7.1 Official receipt books are obtainable from the Honorary National Treasurer.

8.
BRANCH FUNDS (INCOME AND EXPENDITURE)

8.1
All Branch funds, from whatsoever source remitted or secured, are the property of the Hospital Caterers Association and in the ultimate are under the control and direction of the Council of the Association.

8.2
Branch income and expenditure accounts are controlled at Branch level by duly 
authorised officers of the Branch, by the delegated authority invested in the Branch by 
the Council of the Association.

8.3
It is the duty and responsibility of the Honorary Branch Treasurer to assure that the 
liabilities of the Branch do not exceed the assets, without the written consent of the 
Council of the Association.

8.4
In the event of the termination or discontinuance of the Branch of the Association, the 
funds of that Branch shall immediately revert to and come under the control and 
direction of the Council of the Association. 

2

_1115127572.bin

