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How 2 Manage Money
Introduction

drawing one up, you will need to consider
the following:
•

Plan all the things you will spend
money on during this period and
write them down. These are called
your outflows.

•

Although a challenge at first, managing
money becomes easier once your
organisation has clear and easy-tounderstand systems in place.

Plan and write down all the amounts
of money your organisation will
receive. These are your inflows.

•

It is important to remember that money
needs to be handled efficiently and
effectively to make the most of what you
have.

Subtract your outflows from your
inflows. You might also wish to plan
which inflow will pay for which
outflow.

•

If after you plan your budget, your
outflows are greater than your
inflows, you’ll have to focus on
adjusting your budget – this could
be by cutting back or fundraising for
more money.

•

Set up a way of keeping this
information somewhere safe –
whether on a computer or on paper,
so you can constantly refer to it.
Agree to check your budget at
regular points to ensure it is
workable.

•

Make sure you keep a paper trail of
your inflows and outflows through
bank statements and receipts. You
can also use these to check
whether you are keeping to budget.

•

It might be an idea to get someone
from outside your organisation to
check your budget and
accompanying financial record on
an annual basis, to make sure
everything’s working well.

Managing money is one of the most
important parts of running a successful
organisation and it is important that
expenditure and income are continually
monitored.

This fact sheet contains information and
advice to help you effectively manage your
organisation’s money.
Appointing a Treasurer
It is advisable to appoint an elected
Treasurer to your organisation, whose role
is to ensure that it is working well
financially.
They may not deal with the organisation’s
day-to-day financial activities but will keep
an overview of income and expenditure.
Budgeting
A budget (from the French bougette
meaning purse) is a list of your
organisation’s income and expenditure. It
really helps manage money and enables
you to plan whether you will be able to
make ends meet.
You can create a budget for a month, a
year or for the length of a project. When
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Example Budget
INFLOWS

£

Grant

174

Jumble sale/raffle

36

Donations

90

Total inflows

£

300

OUTFLOWS
Postage

75

Meeting room hire

125

Stationary

60

Total outflows

260

SURPLUS/DEFICIT

40

Guidelines for Keeping to Budget
After you have produced your budget, it’s important that your organisation works together to
keep to it. It is worth asking the rest of your group to bear these three principles in mind:
•

Projecting Cost This is so you can check spending on different activities against the
budget. If possible, budgets should be created for each activity (an event for example)
as well as for the overall organisation so it does not overspend.

•

Keeping receipts Get receipts for money you spend and issue receipts for money
you receive so these can become part of your financial records.

•

Cost Efficiency Ensure that key people organising the event know of budget
constraints or how much they have to spend. Encourage creative thinking about how
costs can be cut or resources gained for free or in return for you helping out other
people.

Bank Accounts
It is advisable to set up a bank account for your organisation to help keep a financial record
and an audit trail.
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To apply for a bank account for your organisation, you will need to go to your local branch
and speak to a customer advisor. You will need a form of identification, proof of address, and
if you are under 16 you may need to bring an adult with you.
Before you visit the branch, it is advisable to phone the bank and talk about what you’ll need
to bring along.
Top Five Tips to Manage Money
•

Elect a Treasurer, who will be the lead in your organisation for managing money and
taking responsibility for feeding back to everyone else

•

Budget, budget, budget! Plan what you expect to spend and receive during a set
period

•

Keep accurate financial records, tracking all spending and receipts

•

Get a bank account. Keep copies of all statements for your financial records

•

Make finance fun! Encourage your organisation to think of creative ways to spend and
save money.

