
 

Financial Guidelines of JEF Europe 
As adopted by FC Rome – March 24-26 2017 

 

 

Preamble 

 

The authority for expenditure of JEF finances proceeds from the European Congress (EuCo), the 

Federal Committee (FC) and the Executive Board (EB) to the extent specified in the Statutes, Rules 

of Procedures and internal policies. Any person or body responsible for authorising, making or 

approving JEF expenditure can do so only within the broad framework of the decisions of these 

bodies and of the budget. All financial decisions have to be in line with the following financial 

guidelines, Belgian national law and regulations, guidelines and decisions contained in relevant 

grant agreements. 

 

 

1. Financial Bodies 

 

1.1. The European Congress 

 

In line with the provisions of the Statutes, the European Congress is responsible for the final 

approval of the annual accounts. 

 

1.2. The Federal Committee 

 

In line with the provisions of the Statutes, the Federal Committee is collectively responsible for the 

adoption of the Financial Guidelines and the annual budget as well as for the provisional approval of 

the annual accounts. 

 

The competences of the Federal Committee are the following: 

 

● Supervision of the financial management of the Executive Board, 

● Discussion of the budget, the annual accounts and other relevant financial documents, 

● Assessment of the financial progress during the year, 

● Contribution to the funding strategy in accordance with the Executive Board. 

 

1.3. The Executive Board 

 

The Executive Board is responsible for the day-to-day management of the Organisation. 

 

The competences of the Executive Board are the following: 

 

● Preparation of the annual budget upon a proposal of the Treasurer 

● Development of funding strategies and other financial activities 

 

 

 

  



 

1.4. The Treasurer 

 

The Treasurer is responsible for the financial management on behalf of the Executive Board. S/he is 

accountable to the Executive Board and to the Federal Committee. 

 

The competences of the Treasurer are the following: 

 

● Supervision of the financial management of JEF Europe Secretariat Secretariat; 

● Preparation of the annual budgets and supervision of the annual accounts; 

● Coordination of project funding strategies and other financial activities managed by the 

Executive Board of JEF Europe.  

● Collecting the membership fees 

 

The Treasurer is required to provide an update on the financial situation at every meeting of the 

Executive Board and a written Financial Report at every ordinary meeting of the Federal Committee. 

 

1.5. The Secretary General 

 

The Secretary General is responsible for: 

 

● The financial administration of the organisation; 

● Handling the payments on behalf of the organisation; 

● Keeping the accounts on at least a monthly basis. 

 

S/he will draw up each month a set of accounts showing income and expenditure for the running 

year. Upon approval of the Executive Board, the Secretary General can delegate or outsource the 

bookkeeping procedure, but remains ultimately accountable for all the financial administration of the 

European Secretariat. 

 

1.6. The Auditors Committee 

 

The Auditors Committee: 

 

● Is elected at the Congress and is responsible for auditing JEF’s finances. 

● Has to audit the annual accounts of year n, normally within the first quarter of the year n+1; 

● Presents the annual audit report on the accounts to the Federal Committee. 

● Is complemented by an obligatory external audit checking the closed books for the year n-1 in 

the first half of the year n and providing a full report on JEF's finances. 

  



 

2. Management and monitoring of the financial tasks    

      

2.1. Authorisation of expenditures, invoices and payments 

      

● Any commitment creating a financial obligation for JEF must be consistent with the approved 

budget and the financial guidelines of JEF, approved by the Executive Board, signed by the 

President and countersigned by the Treasurer. 

● The President can delegate his/her signature to the Secretary General with the exception of the 

commitments involving the compensation of the Secretary General him/herself. 

● In the case of an extraordinary expenditure, which requires an urgent payment the President, 

the Treasurer and the Secretary General can approve it through a joint written statement, which 

has to be recorded with the relevant invoice. The Executive Board needs to be informed about 

the expenditure. 

● Any individual or body authorizing, making, or approving any expenditure is accountable for this 

decision to the Executive Board, the Federal Committee, and the European Congress. 

 

2.1. Management of the bank account(s)       

            

● Financial transactions shall be carried through bank transfers based on invoices to the 

maximum extent; 

● Transactions by banking or credit card shall be limited only to payments excluding the possibility 

of a payment by bank transfer; 

● Every single payment shall be based on an official invoice or an equivalent record (mentioning 

the organisation's name) in accordance with the relevant accounting legislation and the financial 

guidelines of the relevant financial backers;  

● Individuals authorised to handle the banking account are the President, the Treasurer and the 

Secretary General, who are personally accountable for any misuse of the bank account or 

undue payments; 

● The President, Secretary General and the Treasurer have access to the online banking system; 

● The Secretary General is responsible for duly handling the payments and can delegate this 

responsibility to the Treasurer in case of absence; 

● The Secretary General shall make the reconciliation of the bank account’s transactions on a 

monthly basis under supervision of the Treasurer; 

● In case of large-scale projects, a separate bank account can be opened for the specific use of 

this project. The responsible project manager can have access to the bank account in addition 

to the authorised JEF officers for handling a limited number of payments specified in written 

form and approved by the Executive Board after consultation of the Federal Committee; 

● The Treasurer has to preemptively approve all payments made by bank transfer on a weekly 

basis and all card payments exceeding 250 EUR.        

      

2.2. Cash box/petty cash 

     

● A cash box shall be kept in the office of the European Secretariat of JEF under the responsibility 

of the Secretary General; 

● With the exception of periods involving large-scale events, the cash-box should not contain 

more than 250 EUR; 

● All cash transaction shall be recorded on a spreadsheet indicating the exact amount; 



 

● Incoming payments shall be justified by the copy of a receipt; 

● Outgoing payments shall be justified by an official invoice or receipt; 

● Only the Secretary General and the Treasurer are allowed to manage the cash-box of the 

European Secretariat; 

● If the use of a cash-box is required for an event that cannot be attended by neither the 

Secretary General nor the Treasurer, a written agreement must specify the designated 

responsible, the purpose and the conditions of use of the cash-box; 

● The Secretary General shall make the reconciliation of the cash-box transactions on a monthly 

basis under supervision of the Treasurer; 

● The Treasurer has to preemptively approve all cash payments exceeding 250 EUR and all 

extraordinary uses of the cash box. 

       

2.3. Financial reporting and monitoring 

 

● The Treasurer shall remind and encourage national sections to honour their obligations 

regarding membership fees and reporting in accordance with the JEF statutes; 

● The Treasurer has the responsibility to monitor the financial position of the organisation in 

comparison to the annual budget while communicating to the Executive Board any possible 

deviation; 

● The Treasurer and the Secretary General have the responsibility to monitor the cash flow 

position of the organisation and to transfer between the current account and the savings 

accounts according to the expected needs;  

● On a semestrial basis the Secretary General and the Treasurer have to present a report to the 

Federal Committee including a provisional balance sheet, a summary of income and 

expenditure, an overview on the disposable cash and a cash flow protection for the upcoming 

year; 

● In the case of unexpected compulsory expenditure and/or missing expected income the 

Executive Board has the obligation to take all necessary steps to ensure a balanced annual 

result and to present a redrafted provisional balanced budget to the Presidium of the Federal 

Committee within two weeks after the notification of the change; 

● After a consultation process, the Presidium of the Federal Committee shall give a written advice 

on the proposed budget amendments. In the case of a positive advice the Executive Board can 

resume payments according to the amended budget until the next ordinary meeting of the 

Federal Committee. 

 

 

3. Budget 

 

Considering that: 

● Strategic documents with financial content, such as the annual budget have to be understood 

and evaluated; 

● The budget is the basis for JEF expenditure; 

● A sustainable budget requires a coherent long-term strategy to be drafted and implemented. 

 

The following rules when dealing with the budget have to be firmly applied: 

● A draft budget clearly showing the planned income and expenditure shall be drafted by the 

Treasurer after consultation with the Federal Committee; 



 

● The Treasurer will then propose the budget to the Executive Board that shall finalise and agree 

upon the annual budget for year n to be presented at the last FC meeting of the year n-1; 

● The budget shall be circulated to all FC members at least two weeks in advance of the meeting 

to allow for proper reflection time; 

● The budget should be based on realistic expectations and attestable assumptions of income 

and expenditure of the upcoming year; 

● No budget envisaging an overall deficit can be approved. 

 

 

4. Projects 

        

European wide campaigns, international seminars and other projects held at the European level 

organised by JEF-Europe are at the core of JEF-Europe’s activity’s framework. Therefore: 

 

● The development of multilateral projects should be prepared in consultation between the 

Executive Board and the Federal Committee; 

● Any project shall be endorsed by the Executive Board, who appoints one of its member as 

project responsible, and informs the Federal Committee about the nature of the project and the 

responsible EB member; 

● The responsible EB member and the Treasurer advise the Secretary General in the grant 

application in the grant application, draft budget and follows post-project reporting. 

● For projects and events organised by JEF Europe, where the budget exceeds 5 000 EUR, 

financial and organisational conditions shall be defined in a bilateral memorandum of 

understanding (Terms of Agreement) signed by the President or another legal representative of 

the section and countersigned by the Secretary General of JEF Europe and authorised by the 

Treasurer; 

● Within the total amount and the general guidelines of the budget of each approved project, the 

President or the Treasurer, can authorise a specific expenditure. All transactions and 

authorisation shall be recorded; 

● For the sake of JEF’s financial sustainability, deadlines for the payment of participation fees, if 

there is one, have to be introduced. The participation fee to JEF-Europe events is set by the EB 

or whoever holds the financial responsibility for the project;  

● All the participants to JEF’s events have to meet the deadline of transferring the participation 

fee, certain exceptions consented by the EB are allowed;  

● Should participants cancel their participation after confirming their presence to the event and 

transferring the participation fee, JEF-Europe keeps 50% of the amount paid. Cancellations 10 

days prior to the event are not refundable at all; 

● JEF shall transfer travel reimbursements after events in order to make the accounts more 

transparent. 

● Cash payments and reimbursements shall be restricted to residents of countries outside the 

Single Euro Payment Area (SEPA). 

        

5. Advanced payments 

 

● If the organisation of an event involving payments on the spot is subcontracted to a section, an 

individual member or a third person, the terms for advanced payments and conditions of 



 

reimbursement shall be defined in a written agreement signed by the Secretary General and the 

Treasurer.  

● Advanced payments of travel costs by the European Secretariat shall be restricted to the people 

employed or carrying an internship or voluntary service at the European Secretariat. 

 

 

6. Reimbursement of costs 

 

In some cases, JEF can reimburse costs. In order for JEF to reimburse these, the following rules 

shall be followed: 

 

● All travel reimbursement claims must be accompanied by the filled out and signed 

reimbursement form provided by the European Secretariat together with all original transport 

documents; 

● All organisational costs claims must be accompanied by the filled out and signed organisational 

reimbursement form provided by the European Secretariat together with all original receipts; 

● JEF shall transfer travel reimbursements after events in order to make the accounts more 

transparent; 

● Cash payments and reimbursements shall be restricted to residents of countries outside the 

Single Euro Payment Area (SEPA); 

● All reimbursement claims must be sent by post to the European Secretariat or given by hand to 

the Secretary General maximum one month after the event. The post stamp counts as proof. 

● For all costs occurring in year n, all reimbursement claims should arrive at the European 

Secretariat no later than 21 December of year n.  

● The Secretary-General can, after consulting with the Treasurer, change this date in case events 

took place after 15 December of year n. In no case, reimbursement can be carried out after 15 

January of the year n+1. 

● Travel costs can only be reimbursed when the participant took part in at least 80% of the event. 

Exceptions can be made by the Secretary-General, after consulting with the Treasurer, in case 

a participant cannot take part in the entire event due to other obligations. 

 

 

7. Donations 

 

Donations are a fundamental part of JEF’s fundraising strategy. The following rules shall be followed 

when dealing with donations: 

 

● For donations exceeding 1 000 EUR but not higher than 10 000 EUR, the Secretary General 

and Treasurer can accept the donation after having checked the objectives and values of the 

donor. The donation can only be accepted if both the Secretary General and the Treasurer 

agree; 

● For donations exceeding 10 000 EUR, the Federal Committee has to vote on whether to accept 

the donation. The Secretary General and Treasurer must provide the Federal Committee with a 

reasoning why the donation should either be accepted or rejected; 

● For donations exceeding 100 000 EUR, the procedure listed in Article 54 of the Belgian law for 

international organisations without lucrative purpose (IVZW/AISBL) must be followed. 

 



 

 

8. Miscellaneous provisions          

    

● All authorisations requested for internal purposes can be replaced by a written email notification; 

● All written authorisations and commitment must be kept and filed by the Secretary General.  


