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Annex C
RAA GENERAL ADMINISTRATIVE INSTRUCTIONS

PART 5

ADMINISTRATION - BRANCHES

FORMATION

1.  Application to Form a Branch.  Any group of Gunners (as defined in Part 2 paragraph 3) may apply to Artillery House to form a local branch of the RAA.

2.  Information to be contained in the Application.  The application is to include the following information:

a.  The branch title.

b.  The branch committee (names, addresses, telephone numbers and email address).


c.  The branch bank.


d.  The branch meeting place and frequency of meetings.


e.  The number of potential members.

3.  Certificate of Formation.   If the NEC Committee approves the formation of the branch, Artillery House will issue the branch with a Certificate of Formation.

THE BRANCH COMMITTEE

4.  Composition.  A Committee consisting of the following Annual or Life members of the RAA control the affairs of each branch:


a.  President

b.  Chairman

c.  Secretary

d.  Treasurer

5.  In exceptional circumstances an Associate member may hold one of the positions of Secretary or Treasurer.  No member of the committee should hold more than one appointment.  The Chairman is responsible for ensuring that two different authorised members of the committee sign cheques.
6.  Additional Committee Members.  In addition, branches are to elect other committee members as the branch sees fit.  These appointments may be held by Associate members.

7.  Welfare Officer.  As one of the primary objects of the RAA is to further Gunner welfare, each branch may appoint a Welfare Officer.

8.  The Committee may appoint as many assistants as necessary to help the Welfare Officer.

9.  Welfare Officers and their assistants must carry their RAA Membership Cards when carrying out their roles.

10.  Tenure of Appointment.   Members of the branch committee and other branch officers are to be elected at the AGM for the ensuing year.  If it is necessary for an office holder to change during this period, the new incumbent is to be elected at a General Meeting.  Branches are to keep Artillery House informed of the names and addresses of all committee members.

11.  Liaison with Ladies’ Section Committee.  Where a branch has its own ladies’ section, it is in the best interests of all concerned for a close working partnership to exist between the two committees. 

MEETINGS

12.  General Meetings.  Branches may hold General Meetings as often as they wish.  The following conditions are to be observed:

a.  Quorum.  The branch committee plus at least four fully paid-up members.

b.  Notice.  At least fourteen days clear notice is to be given to all members.

c.  Adjournment.  If within half-an-hour from the time appointed for a meeting, a quorum is not present, the meeting shall stand adjourned to a time and place as the Chairman shall appoint.

13.  Annual General Meetings.  Each branch is to hold an AGM.  At this meeting the annual audited accounts are to be presented for approval and the branch committee elected, in addition to any other business.

14.  Voting.  Issues will be decided by a simple majority of those present and entitled to vote (i.e. Life, Annual and Associate members).  In the event of an equality of votes, the Chairman will have an additional or casting vote.

ITEMS FOR DISCUSSION
15.  Ordinary Items.  Members may request the Secretary to include items for discussion on the agenda of meetings, or raise them under “Any Other Business”.

16.  Items Affecting Branch Monies.  Items affecting branch monies, including the level of members’ subscriptions, are to be discussed at a General Meeting.  They must be approved by at least three-quarters of those present and entitled to vote.

17.  Record of Meetings.  The Branch Secretary is to keep a record of each branch meeting in a minute book.  The accuracy of the record of each meeting is to be confirmed at the next meeting.  The Chairman should then sign the record.  Should the occasion arise, the NEC may call for the minutes of any branch meeting.

ANNUAL REGISTRATION FEE

18.  Object and Date Due.  Each branch is required to pay an annual registration fee for the calendar year to Artillery House by 1st March each year.  This is used to offset the expenses of running the RAA.  Artillery House may, with the agreement of the RAA’s AGM impose extra subscriptions for specific purposes. 
19.  Amount. The amount of the registration fee has to be approved by not less than three-quarters of the delegates at the RAA’s AGM from time to time. 

20.  Failure to Pay.  Failure to pay the annual registration fee disqualifies a branch from nominating a delegate to the Royal Artillery Assembly that year.  Persistent failure to pay may result in the branch being closed.
ANNUAL RETURNS

21.  Object and Date Due.  Each Branch is required to send its annual returns to Artillery House by 1st March each year.  The annual returns are important in providing Artillery House with the up-to-date information on how each Branch is fairing.  They also provide names and addresses of office holders, so that correspondence can be addressed correctly.  Annual returns also confirm the number of members in each branch, from which the winners of certain trophies are calculated.

22.  Format.   The format for the annual returns is at Annex A to Part 5.

ACCOUNTS

23.  Whilst Branch funds are held by the individual Branch and used by the individual Branch under Charity Commission rules the funds are accountable by the RAA and Artillery House must declare the Branch funds in the RAA’s annual accounts.

24.  Title of Account.  Each branch is to keep an account entitled “…........................... Branch RAA”.  Whilst Branches may wish to open a savings account they should inform Artillery House of the name and account number of their accounts and who the signatories are when opening an account.  It should be in the same bank as their current account.  Other than an interest earning deposit account no other form of investments may be opened or undertaken.

25. Overdrafts.  The Branch Committee is responsible for ensuring that the accounts are always in credit and for making good any losses.  Overdrafts are not to be authorised.

26.   Signing Cheques.  Each cheque is to be signed by two Members of the Committee, one of whom must be the Treasurer.

27.  Members’ Subscriptions.  The subscriptions of all Members are to be recorded in the account.

28.  Fund Raising.  Charities for which money is being collected are to be clearly advertised during fund-raising events and all monies raised on such events must be paid to the specific funds for which it has been collected.  If funds are raised for the Royal Artillery Charitable Fund (RACF) they should be sent to the General Secretary at Artillery House.  If funds are being raised for the RAA they may be used by the Branch on Branch events that provide comradeship for their members, but they should not be spent on such item as drink, or they can be sent to the General Secretary at Artillery House as the Members of that Branch wish.
29.  Donations to Artillery House.  All donations to the RAA or RACF sent to Artillery House will be paid into the appropriate fund for that charity.

30.  Account Headings.  The accounts are to record, under appropriate headings, all receipts and payments on behalf of the Branch.  The headings will depend on the activities of each Branch.  All charitable income (i.e. Money collected for charitable purpose from members of the public) should be clearly shown as distinct from normal income, i.e. subscriptions collected for Branch activities, profits from Branch activities.  The following, at least, will probably be required:

a.  Income:
· Subscriptions from members

· Donations received

· Proceeds from fund-raising activities:

· Via public street collections for RAA/RACF

· Via internal Branch fund-raising for Branch activities

· Welfare Grants received from Artillery House.

b.  Expenditure:
· Entertainment

· Administration

· Welfare Grants paid to individuals

· Donations RAA/RACF via Artillery House.

31.  Property.  Property owned by the Branch is to be recorded in a Property Book and where appropriate, depreciated at a standard rate of 10% per annum.  Property is to be re-valued at least every ten years.

AUDIT

32.  Financial Year.  The financial year of the Association is the calendar year.

33.  Preparation for Audit.  Books are to be closed at the close of business on 31st December, and the Income and Expenditure Account and the Balance Sheet for the year prepared by the Treasurer as shown at Annexes B and C to Part 5 respectively, and signed by the Branch Chairman and Secretary.  A copy of all bank  and any investments’ statements as at 31st December must be sent to Artillery House to be there by 31st January each year.
34.  Welfare Grants Received from Artillery House.  The total welfare grant received from Artillery House should be shown in the Income account, but only that amount actually paid out shown in the Expenditure account, the balance remaining being shown as a liability in the balance sheet.  This is not “charitable income” however since the branch is almonising for Artillery House.

 35.  Auditors.  Branch accounts holding less than £10,000 (together with the accounts of the ladies’ section where one exists) are to be scrutinised by at least two suitably competent persons neither of whom can be the Treasurer.  Branches holding £10,000 or more in their accounts are to have their accounts audited by a qualified auditor who is not a member of the branch.  Scrutinisers’ and/or auditors are required to sign the Audit Certificate shown at Annex C to Part 5 for branches and Annex B to Part 6 for ladies’ sections.

36.  Submission of Audited Accounts to Artillery House.  When the audited/scrutinised accounts have been approved at the Branch AGM they are to be sent to Artillery House together with the supporting Bank Statements for the beginning and end of the year to arrive by 1st March.  A reminder to this effect is included in Artillery House Circular Number 4.  

RECORDS TO BE KEPT BY BRANCHES

37.  General.  Branches are to keep a card index system or computerised database containing the records of each of their members.  It is suggested that these records allow for the easy identification of the different categories of members.

38.   Individual Membership Records.  Individual Membership Records should include the following information:

· Name

· Address

· Service Number and Rank/Grade

· Branch Membership Number

· Date of Enrolment

· Type or category of membership

· Subscription Paid and Date (where applicable).

39.  Branches should use their own form.  
DATA PROTECTION ACT 1998

40.  Branch Secretaries and other officers who are in possession of personal data are reminded that they must maintain their records in accordance with the Principles of the Data Protection Act 1998.  A copy of the principles can be obtained and downloaded from HMSO website at:  http://www.hmso.gov.uk or they may be requested through Artillery House.  Individual Membership forms should contain the following words and the members should sign to show he/she agrees.  I consent to my contact details being held by the RA Association.  Your details will only be used by the Branch and Artillery House and will not be passed to third parties outside the Gunner Family.
41.  Annual Members’ Subscriptions.  In addition to the information on the individual index cards, the payment of each subscription is to be recorded in the member’s personal membership card.

42.  “Excused” Subscriptions.  Both the Branch record of Members and the personal membership card of any annual Member who is excused subscriptions (Part 2 paragraph 33) are to be marked accordingly.

43.  Members who transfer from One Branch to Another.  The Secretary of the original Branch should send the index card, or computer record, containing the Member’s details to the Secretary of the new Branch.  If this is not done, the Secretary of the new Branch should request it.  The transfer of this information is necessary to ensure that the Member is only asked to pay the fees for which he or she is liable.

APPLICATION BY A BRANCH TO CHANGE ITS TITLE, AMALGAMATE WITH ANOTHER BRANCH, OR CLOSE
44.  Any Branch may apply to Artillery House to change its title, amalgamate with another Branch or close.  The written application is to state the reason for the request, and the number of Members present at the meeting at which it was decided to do so.

COMPULSORY CLOSURE
45.  The National Executive Committee, subject to appeal within three months by the Branch concerned, is authorised to close any branch which:

a.  Fails to comply with the Scheme, Rules of the RAA or these GAIs or passes Branch motions contrary to them.

b.  Fails to comply with instructions from the National Executive Committee.

c.  Adopts any policy opposed to the main objects of the Association as laid down in the Rules of the Royal Artillery Association.

d.  Fails to pay registration fees or to submit its annual accounts regularly to Artillery House.

ACTION ON CLOSURE

46.  As a final duty before a branch closes, the branch committee is to:

a.  Close the books and have them audited in accordance with the principles contained in Part 5 paragraphs 32 - 36.

b.  Deliver to Artillery House:

(1)  The audited accounts.

(2)  Unused cheques.

(3)  Cash in hand.

(4)  A cheque for the balance of any funds remaining in the branch account.

(5)  A list of bank accounts with details and list of signatories and their contact details.  

(6)  A copy of the closing bank statements.

(7) Its property, including any trophies and the Branch Standard (unless the branch is laying up its Standard in their local church or other suitably dignified location).

c.  Transfer remaining Members to a Branch of their choice if they so desire.

d.  Inform Artillery House of what they have done.

FUNDS AND PROPERTY OF CLOSED BRANCHES
47.  Artillery House will record the funds it holds on behalf of each closed Branch for a period of five years after its closure.

48.  If, within five years of its closure the Branch re-forms, or if the area in which it was situated is amalgamated with another Branch, Artillery House, and with the agreement of the National Executive Committee, will deliver to the resurrected Branch, or to the Branch that has absorbed the closed Branch:

a.  A cheque for the closed Branch’s cash and funds.

b.  The closed Branch’s property, including any trophies and the Branch Standard if it was returned to Artillery House on closure.

COMPLAINTS

49.  If any members have a complaint against anyone, branch or official of the RAA the member is to submit the complaint in writing to the Branch Chairman who should investigate the complaint.  If possible the Chairman should deal with the complaint but if this is not possible it should be submitted to the District representative for resolution and so on to the Regional representative and finally Artillery House.  Ideally complaints should be settled at the lowest level.  Officials investigating the complaint are to ensure a written record is kept of the complaint and the action taken to settle the complaint.
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