Monash University Club 

Procedures for the internal charging of food and drink
Ordering from the Monash University Club (The Club) can be done using any one of three different forms

1. Billing Details Form – When ordering food and drink for a function/meeting that is to be held at the Monash Club a SAP Billing Details form must be completed.

To account correctly for Fringe Benefits Tax the Billing Form needs to show a full description of the function plus details of the accounts to be charged, the number of attendees and the cost of the function.

The form must be signed by the employee ordering the food and drink and authorised by their Manager or other person with the appropriate financial delegation.

2. Food on the Go Form (including Joe’s Pizza form) – this form is used for food and drink that is delivered by the Monash Club to Departments.

The form can be downloaded off the Monash University Club website and is used mainly for finger foods, sandwiches, cakes and hot and cold drinks.

The form must be signed by a staff member with the appropriate financial delegation from the Department making the order.

3. Eat at the Monash Club Form – This form is used for food and drink that is consumed at the Monash Club bistro or restaurant and the employee wishes to bill the cost of the food and drink to their Department.
Copies of these forms are appended to this document.
PROCEDURE:
A) Ordering

Billing Details Form – Functions and Meetings held at the Monash Club

1. When the Monash Club receive an order for a function the Billing Details Form must be sent to the Departmental employee who rang the order through. The Billing Details Form must be sent together with any other attachments that the Club needs to cater for the function.
2. The Billing Details Form is completed within the Department, signed and authorised by an officer with the appropriate financial delegation and returned to the Club for processing.

3. The Monash Club must ensure that it has been completed correctly and contains proper authorisation. If not the Billing Form must be returned to the Department for proper completion.

4. The Monash Club will then process the order and prepare a Departmental invoice. 
5. The Monash Club sends this Departmental invoice to the Department concerned and retains a copy at the Club along with all attachments.

Food on the Go Form (including Joe’s Pizza form) – Food and Drink delivered to Departments
1. When ordering food and drink using the Food on the Go form Departments need to complete the form and fax it to the Monash Club by 10am on the day prior to the function.

2. The Club must ensure that it has been completed correctly and contains the proper authorisation. If not then the Food on the Go Form must be returned to the Department for proper completion.

3. The Club will process the order and prepare a Departmental invoice. 

4. The Club send this Departmental invoice to the Department and retain a copy at the Club along with all attachments.

Eat at the Monash Club Form – Food and drink consumed at the Monash Club Bistro or restaurant

1. The employee will request an Eat at the Club Billing Form from the Cashier when leaving the Monash Club at the conclusion of the meal.

2. Before leaving the employee will complete and sign this form and leave it with the Monash Club Cashier.

3. The Monash Club will then forward a copy of this completed Eat at the Club form, along with a Billing Form, (as in 1 above), to the Departmental Finance Officer for completion.

4. The Eat at the Club Billing Form must be completed within the Department, signed and authorised by a Departmental Finance Officer with the appropriate financial delegation and returned to the Club for processing.

5. The Club must ensure that it has been completed correctly and contain proper authorisation. If not the Billing Form must be returned to the Department for proper completion.

6. The Club will then prepare a Departmental invoice. 

7. The Club send this Departmental invoice to the Departmental Finance Officer and retain a copy at the Club along with all attachments.

B) Upload journal procedures
1. At the end of each week the details on the completed Departmental Billing Details: Food on the Go and Eat at the Monash Club Forms are transferred to an upload journal by the Monash Club.

2. The upload journal will show all Departmental invoices for the week and will charge each Department based on the details that each Department included on their Form.

3. The upload journal is emailed by the Monash Club to Corporate Finance for uploading into SAP. This is usually done weekly. (email address: uploads-l@adm.monash.edu.au)
4. The total amount on the upload journal is credited to SAP account 113110

5. A copy of the upload journal is filed in Corporate Finance.

C) Invoicing Monash University
1. At the end of each week the Monash Club will prepare a Monash Club invoice which will be a total of all the Departmental invoices processed for that week.

2. This Monash Club invoice, with a copy of the upload journal for the week attached, will be sent to Corporate Finance for authorisation and payment processing.

3. This Monash Club invoice is approved for payment in Corporate Finance by the Group Accountant and then passed onto Accounts Payable for payment processing.

4. The total of this Monash Club invoice is debited to SAP account 113110 zeroing out the upload journal amount.

5. Copies of the Monash Club invoice and upload journal are kept on file in both Corporate Finance and at the Monash Club.
Audit / Check

Corporate Finance will audit/ check 10 Departmental invoices per month to ensure correct authorisations procedures have been followed and the accounts are in line with fringe benefits tax requirements.

Corporate Finance will follow up any issues with Departments and/ or the Monash Club.

Appendix - Forms
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[image: image1.emf]BILLING DETAILS     Monash University Club Inc.   Fax 990 55389     Date of function:   ______/______/______        SAP Code                               Amount  

FBT treatment  No of  People  (Account)  (Cost Centre)  (Fund)  $  

      

Non Taxable     744011           

Taxable     744012           

Clients     744013           

    Total     

  Please complete and fax this form to 55389 prior to your function commencing     Name:     ___________________________         Department:   ___________________________     Telephone no:   ___________________________     Fax no:     ___________________________     Signature:     ___________________________     Please ensure the account code used is in line with Fringe Benefits Tax (FBT).   (please contact FBT help ext 56326 or 56026 for advice)     744011  -   Monash Employee s  –   Non Taxable   744012  -   Monash Employees and/or A ssociates   -   Taxable   744013  -   Clients   744051  -   Wine for gifts .   (Note:  Gifts for   employees  m ay also  incur FBT . Please contact ext 56326 for  advice)     Associates  -   Are employee partners, wives/husbands, family & friends etc.   Clients  -   Non staff and students .     Note:   1)   All meals served to employees, (including those with alcohol), are exempt when served at the  Club  during business hours,  other than those which are considered to be social activities . All  meals provided to an associate of an employee are subject to FBT.    2)   Social Functions are always subject to FBT .   (eg. Parties, receptions, farewells etc.)   3)   Morning   and afternoon teas that include alcohol held in the club do not attract FBT.   4)   Morning and afternoon teas that include alcohol held outside the club attract FBT.   5)   Morning and afternoon teas outside the club, no alcohol, are FBT free.   6)   Restocking of a lcohol cupboards is always subject to FBT .   7)   Food & drink including  a moderate amount of  alcohol after meeting/conference are FBT free .  
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