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FOREWORD 

The Divisions and the Sections of the Panaga Club are key 

elements of what makes the Club great. They provide many of 

the activities and events that create memorable experiences 

for Club members and others in our community. At the same 

time, Sections are entrusted with significant responsibility to 

steward activities and funds that often have grown and 

developed over time. This important Handbook provides the 

information that each Section committee member must be 

familiar with to ensure that this stewardship happens effectively.  

The credibility and reputation of the Club, of the Section 

Committees and the Panaga Club Management Committee 

are dependent on effective execution of the roles and 

responsibilities described herein. Adhering to the rules set forth in 

this Handbook will help to ensure the longevity of the Club and 

its Sections by ensuring that there is faith in the institution to act 

in the best interests of all current and future members.  

Please ensure that you are familiar with these Rules and 

Recommendations and that you share this knowledge with 

others as appropriate. It is an explicit expectation that those 

who take on leadership roles in Sections or Divisions affiliated 

with the Panaga Club agree to abide by these rules. For Club 

members, knowledge of the information in this handbook can 

be of help to support the Sections, Divisions and the Club to be 

run in an effective manner. 

 

Ramon van Dijk 

Club Treasurer 
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INTRODUCTION 

This guide has been written to help you run your Section. Your 

Section, like all others in the Panaga Club, only functions 

through the effort of volunteers, who are motivated to invest 

their personal time to run their Section for the benefit of all the 

Members. 

In order for all Sections to operate together within the rules of 

the Club, and to ensure a fair allocation of Club resources, there 

are some rules and procedures which must be followed. The 

support available from and the governance requirements of the 

Panaga Club are described in this booklet, which is designed to 

help you run your Section‟s activities with the minimum amount 

of „hassle‟ or wasted effort. 

The Panaga Club greatly appreciates the efforts of volunteers in 

running its Sections. The Club would simply not be able to offer 

the diverse range sports, social and cultural activities without 

them. 

 

IRENE CASTILLANO SOON 

Head of Finance 
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OVERVIEW OF CLUB GOVERNANCE 

The Panaga Club is managed by the Management Committee 

(MC), a team who are jointly responsible for the welfare of the 

Club and the achievement of the Club goals. The MC is 

comprised of The President and The Treasurer (both BSP 

appointees), The Club Manager and the Head of Clubs (BSP 

roles), the Catering Chair, Marketing Chair and Division Chairs. 

Aside from the BSP roles, all positions are filled on a voluntary 

basis. 

The Panaga Club offers many types of activities that make use 

of different facilities. Such activities are generally coordinated 

by a Section committee, a group that works to ensure that the 

activities offered by the Section meet the needs of the 

members. Each Section has a leadership team of at least three 

people: the Chairperson, the Secretary and the Treasurer. The 

Sections are grouped into Divisions. The Divisions are responsible 

for coordination of activities organized by related sections and 

for management of costs of the Sections in the Division. Each 

Division is chaired by someone who sits on the Club‟s 

Management Committee. The Management Committee meets 

formally at least 9 times per year to set direction for the Club 

and to discuss pertinent issues. 

Some Sections are “Incorporated”, meaning that they are 

automatically open to all members of the Panaga Club and no 

additional member dues etc. are required. Other Sections are 

“Unincorporated” meaning that they are run based on an opt-

in model where members pay extra contributions to take part in 

those activities. 
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DIVISION GOVERNANCE 

Annual Financial Accounts 

The Division head is responsible for collating the financial 

statements of the Sections in that Division. They may request the 

Panaga Club Finance department to assist them in aggregating 

the data to come up with a consolidated view. 

Division Annual Meeting 

Each year, at least one month in advance of the Panaga Club 

AGM, each Divisions shall hold a Division Annual Meeting (DAM) 

where the financial reports of the Division, as well as each 

Section in the Division, are presented and approved. The format 

of such presentation shall be in accordance with the guidance 

provided by the Club to ensure transparency and 

comparability. The ADM is also the venue for the approval of 

any changes to Section Committees. Sections must nominate 

new members in advance of the ADM. In the event that there 

are multiple candidates for any role, the Division Head will 

engage the Club to organize an election by the members of 

the Section (for unincorporated sections) or the Club (for 

incorporated sections).  

Please note the Rules outlined below in the “Key Section 

Governance and Financial Rules” related to Quorum, Proxy 

Votes and Approval requirements. 

Coordination 

The Division is responsible for coordinating physical and financial 

resources of the sections, where such resources are not owned 

by the Section. Likewise, they are responsible for governing the 

Sections to ensure that there is a common understanding of the 

Rules that Sections need to abide by. The Division has the 

primary responsibility for governance of the Sections within it. 
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SECTION GOVERNANCE 

Incorporated and Unincorporated Sections 

Sections may be either incorporated in the Club Member 

Offering or stand-alone and unincorporated. All Sections 

(incorporated and unincorporated) must maintain a leadership 

committee to make strategic, operational and financial (within 

the approved budget) decisions. 

Incorporated Sections are those whose activities are included 

by default in the standard Panaga Club membership and are 

available for all members to take part in. There are no separate 

monthly dues charged to members to join the activities offered 

by the Section. The budgets for these sections are allocated 

annually based on budget request. An incorporated section 

does not need to maintain member records, collect member 

dues or pay administrative fees. Required investments in 

materials, equipment or other investments are funded from the 

Panaga Club budget. Lesson fees may continue to be charged 

where applicable. The Club bears the financial risk associated 

with the Section. 

An Unincorporated Section must maintain member records and 

pay administrative fees to the Club based on the number of 

members (see Section Financial Rules). It is responsible for raising 

funds to cover materials, equipment and other investments. It 

must abide by the Rules set out in this Handbook. The financial 

risks associated with the Section are borne by the Section and 

not by the Club. The Club supports these sections by 

administering the income and expenses related to the section 

through the Club financial systems. 

Change in Section Incorporation Status 

Unincorporated Sections may opt to become incorporated 

sections within the Panaga Club. They may (continue to) 

maintain any restrictions to attendance or participation 
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required due to coaching constraints, facility size, etc. if 

applicable and if supported by the Management Committee 

(MC). 

Committee Composition and Responsibilities 

In order for the Section to function, it MUST have an elected 

Committee comprising of at least three (3) positions to be filled 

by three (3) different persons. Each of these people must be a 

member of the Panaga Club. (Panaga Club Constitution Clause 7.1) 

 Chairperson 

 Treasurer 

 Secretary or other role as determined by the Section. 

Normal operations of each constituted section of Panaga Club 

are detailed in Panaga Club Constitution Clause 7.5. In 

summary, it is mandated that:  

 Committees have a responsibility to manage the section on 

behalf of the members and composition of which shall be 

approved at Annual General Meeting of the Division/Section 

held in accordance with the constitution. (Panaga Club Constitution 

Clause 7.5a) 

 Committees must consist of at least three Members of whom 

one shall be the Chairperson and one shall be the Section 

Treasurer. Other members of the committee may be styled by 

such title as the Section wishes. (Panaga Club Constitution Clause 7.5b) 

 Committees of constituted sections are empowered to co-

opt additional Members for special purpose. (Panaga Club 

Constituion Clause 7.5c) 

 Section needs for professional coaches/instructors are to be 

processed on approval of Club Staffing Committee. 

 No communications are to be conducted with (potential) 

contract staff (i.e. instructors, coaches, etc) on the terms and 

conditions to be offered before approval from the Board 

Staffing Sub-Committee. 
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 Remuneration and benefits package of hired professionals 

for Section shall be based on the standardized rate as per 

Club Employment Remuneration set by Board Staffing Sub-

Committee. 

 Hired professional for Sections are to be managed by the 

Club 

 

It is an expectation that all Section Committee members 

have read and understand the Section Handbook and 

have a basic understanding of the Club constitution. They 

must sign a record maintained by the Accounts 

department attesting to this. 
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Chairperson 

The chairperson is the principal leader and has overall 

responsibility for the section administration. From a strategic 

perspective, the chairperson should: 

 Drive the strategic direction of the Section to maximise 

benefit for the members. 

 Set the overall framework for the committee to support the 

Section‟s strategic direction. 

 Lead the Committee to prioritize its goals. 

 Ensure that Section planning and budgeting is in the best 

interests of the Club and the Section. 

 Steward the Club funds administered by the Section in a 

responsible manner. 

 Maintain the relationship with the Division leadership. 

The Chairperson should convene and lead the Section Annual 

Meeting (SAM) to review past activities, plan upcoming 

activities, and to coordinate any changes to propose at the 

DAM for Committee Membership positions, review financial 

reports to be submitted and address any other concerns, ideas 

etc. This meeting is normally held in January or February in 

advance of the DAM. 

Secretary 

[Note that this role may also have a different title or scope of 

responsibility. Some of the requirements below will need to be 

fulfilled regardless.] 

The secretary is chiefly responsible for the record keeping and 

communication to Section members, the Division and the Club. 

Key responsibilities are: 

 Maintaining records of all discussions and decisions of 

Committee meetings and communications to Section 

members. Distribution of relevant minutes of meetings and 

such to section members and the Club. 
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 Managing communications to members to ensure that 

membership information is up-to-date and member 

registrations are in place as required (may vary depending 

on incorporation status). 

 Writes Section report for inclusion in the Division information in 

the Club Annual Report. 

 Publishing section events in the Club website and newsletters. 

 Responsible for updating the section pages on the Club 

website and notifying the Admin Office of any changes to 

the section committee and membership (the latter element 

applies only to unincorporated sections). 

Treasurer 

The treasurer is the chief financial management officer of the 

committee and is responsible for ensuring that the Club funds 

administered by the Section are managed carefully and 

appropriately. They are accountable for how funds are spent 

and for ensuring that all funds are spent in the best interests of 

the Club and the members. They are also responsible for 

promptly elevating any concerns about monetary or ethics 

issues to the Club Finance Manager or Club Treasurer.  

The Treasurer must be aware of procedures for handling cash, 

cheques and other financial transactions. With the help of 

Panaga Club Finance department, the Treasurer should put into 

place the procedures necessary to collect and record details of 

all financial transaction affecting the financial position of the 

section. This record keeping will ensure that the Section‟s 

financial position can be reconciled at all times to the Ledger 

Report maintained by the Panaga Club accounts department. 

Key tasks include: 

 Continually track revenues and expenditures 

 Do basic analysis of costs and revenues for discussion with the 

Section Committee, Division Head and Club Treasurer.  
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 Prepare the annual Section budget proposal for submission to 

the Division head. 

 Lead planning for the Section‟s financial future 

 Custodian of any physical and intellectual assets owned by 

the Section 

 Be the conscience of the Section from a financial and 

integrity perspective 

Tracking Revenues and Expenditures 

Processing of Section Income  

Subscriptions – If applicable, make sure that lists of members 

and dues paid align with data maintained by the Admin office. 

Chits – manage the receipt and submission to accounts office 

of all chits. Support the Club in minimizing the use of Chits where 

possible. All chits submitted for processing must be completed 

with all relevant information recorded. Reported and submitted 

amount of income from the chits should tally. 

Cash – No cash is to be used for any transactions relating to 

member payments of any kind. All such transactions are to be 

done using Chits. if official chits are unavailable, other written 

forms of approval may be used that contain the same 

information as Chits. 

Sponsorships – Any sponsorship payments must be received by 

cheque, with sponsor‟s address overleaf and paid in the name 

of “PANAGA CLUB” for relevant Section or Division account held 

by the club. An official receipt will be provided by the Accounts 

office and sent direct to the sponsor. (Commercial Guidelines 6th Amendment 

– February 2005) 

Processing of Payments 

It is the responsibility of the section Treasurer to review 

membership subscription fees and/or funding model on an 
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annual basis. Changes to section fees require approval from the 

Management Committee. 

All payments must be supported by ORIGINAL invoices, except 

under exceptional circumstances. 

Processing a Section‟s request for payment takes about one 

week. To ensure that there are no delays, it is important that the 

Section Request Form (SRF) is submitted together with all 

supporting documents. 

The SRF should always be signed by the Section Treasurer and at 

least one other Section Committee Member. It should be 

completed with Section Account Codes to be charged and 

payment details before being passed to the Accounts Office. 

For any reimbursement made by the Section Treasurer 

themselves, the request (SRF) for release of funds must be 

countersigned by the Section Chairperson or Division Head. (PC 

Constitution Sec 8.4.b) 

Cash Advance 

Request for cash advances should be submitted by an 

authorized Section Committee Member via the Section 

Treasurer to the Finance Office at least one (1) week in 

advance of the date on which the cash is required. 

The SRF must be a) authorized by the Section Committee 

Member and Section Treasurer via signature, b) specify for what 

goods/services the money is required and c) include supporting 

documentation. 

The recipient of the cash advance is accountable for its safe 

handling. 

All associated invoices and any cash balances must be 

forwarded to the Club Accounts office within three (3) months 

from the date of cash advance release. Any expenditures not 
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substantiated may be retained from the personal account of 

the recipient of the cash. 

Future cash advance will not be granted if previous cash 

advance is not liquidated by supporting documents. 

Bookkeeping (keeping adequate records) 

A true record of income and expenditure is important for 

control of Club and Section money, and for planning and 

budgeting. The basic format is: 

Date Description Debit 

(Earned) 

Credit 

(Spent) 

31/03/08 Balance Brought Forward Xxxx.Xx   

15/04/08 Food Chits   Xxx.Xx 

18/04/08 Refund To Members   Xxx.Xx 

18/04/08 Purchase Of Materials   Xxx.Xx 

30/04/08 Monthly Subscription Xxxx.Xx   

  Sponsorship Received Xxxx.Xx   

 Total Month Transactions A B 

 Balance Brought Forward 
A minus 

B 
 

Section Fund Account Record with Panaga Club Finance Office 

Class “3” Account – operates similar to a current account and 

should remain in credit (i.e. the amount should not go below 

zero). The Club Finance Office should be contacted if it runs into 

deficit (value goes below zero). This account should be closely 

monitored and discrepancies from the Finance Office Ledger 

Balance against Section Treasurer records should be noted and 

reconciled. 
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Class “5” Account – Where applicable, this budget comes from 

Panaga Club general membership income and is managed as 

follows: 

 The Budget does not roll-over from year to year. Expenditure 

must, therefore, be committed in the financial year of the 

budget. 

 Any expenditure against the budget should be for approved 

items. Any deviations must be cleared through the Club 

Treasurer. 

 All overspending needs approval by the Club Treasurer 

BEFORE any money is committed or spent. If the over-

expenditure is either over $500 or more than 10% of the 

budget value, then the Management Committee approval is 

needed.  

Section Accounts and Reconciliation (checking your accounts 

with Panaga Club) 

It is essential that transactions are reflected correctly in Panaga 

Club books. It is recommended that you maintain a log of all 

transactions (e.g. scans of Section Request Forms) and tick-off 

the transactions as they appear on your monthly report from 

Panaga Club Finance Office. 

It is an audit requirement that Sections provide full accounts – 

the reconciliation between Panaga and Section Accounts (i.e., 

the transactions outstanding or mis-recorded) are the items of 

interest. If there are errors or transactions that are not yet 

recorced in either the Section accounts or the Club accounts, 

please reconcile the amounts by explaining the difference and 

recording a balancing amount in the accounts. This exercise is 

required at least once a year for year-end outstanding balance 

to be reported to the Division AGM. 
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Accrual (recording commitments at year end) 

Budgets are not rolled-over so it is important to advise Club 

Accounts office of any commitment vs budget, e.g. goods or 

services received but not invoiced, payment not made at year-

end or commitments made for purchases or services not yet 

received where the seller has already incurred costs. The value 

recorded to reflect such transactions is known as an accrual. 

Any accrual at year-end must have supporting documentation 

to justify the accrual. 

Accrual forms are sent to Section Treasurers in early December 

with the submission cut-off date in the first week of January. 

The template for year-end Section reporting is in Appendix I. 

Preparing the Annual Budget 

A budget explains in monetary terms how the Section plans to 

achieve its objective. The budget is a key tool for day-to-day 

effective application of financial resources. 

It is the Section Treasurer‟s responsibility to coordinate the 

budgeting process in consultation with the Division head and 

Section Committee. 

It is strongly recommended that the base costs cover non-

discretionary costs required to run the Section. Any activities 

that are discretionary (i.e. the members can choose to 

participate) should be charged separately. E.g. costs for 

equipment used by all in the section, professional support, etc. 

are base costs. Discretionary costs are costs for uniforms, 

tournaments, special classes etc. The intent is to allocate costs 

where they are incurred, i.e. to the thing or person that causes 

the costs. 

There are usually two budgets that need to be compiled: 

Operating Budget – Projected yearly funding and expenditure 

requirement of the section. Normally a detailed pooling of 
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potential funding sources such as subscriptions/fees, 

sponsorships, activity specific costs and revenue from sales and 

other relevant revenue generated by the section as well as 

those expenses like training/course fee (if applicable), materials 

and labour charges needed for section activity and other 

spending. This budget must be endorsed by the Section 

committee before submission to the Division. Please note the 

rules on the Operating Budget in the section “Key Section 

Governance and Financial Rules” below. 

Capital Budget – This should be compiled for expenditure of less 

frequent but more substantial items costing >$5,000 and should 

be projected over a five-year period, subject to annual review. 

For financially independent sections, capital items will normally 

be purchased from the Section‟s own funds. Any items requiring 

Club support or a long-term loan must be specifically identified. 

The template for the Annual Budget is in Appendix 2. 

Planning Section’s Financial Future (cash-flow budgeting) 

If a Section is to continue to operate it must have access to 

enough funds to meet the requirements for the principal activity 

of the section. The timing and size of revenues and expenditures 

are the two most important factors in cash-flow budgeting. The 

Treasurer should be able to anticipate the periods in which 

cash-flow problems may occur and plan accordingly. A 

template for a 5-year budget is available from the accounts 

office. Please see Appendix 3. 

Custodian of Section Assets 

Asset are items of a permanent nature – they may have been 

purchased out of Section funds, Club-funded Capex ( cost 

>B$5,000) or out of Club – funded Opex known as “movables” 

(for items that cost less than $5,000, e.g. tables, chairs, etc.). 

Many assets are easily misplaced and the continuing change in 

Section membership makes it essential to keep a log of all Assets 
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and their whereabouts. Panaga Club holds Asset Registers 

which are updated annually. To control this effectively, the 

Section Treasurer has the responsibility of: 

Accurate recording of asset transactions – Additions and 

disposals during the year should be advised to the Accounts 

Office.  

Any asset disposal must be authorized – When recommending 

the disposal of Section Assets, the Section Chairperson must 

approve of the disposal having confirmed that there is no long-

term need for the asset, or that it cannot be usefully used in 

another Section. A form for the disposal of assets can be 

requested from the Accounts Office and the completed form 

can be returned there. Items with (a) Original purchase price 

less than $5,000 need [Section Treasurer] and [Section 

Chairperson or Club Secretary and Department Head]; AND 

Club Treasurer. (b) Original purchase price greater or equal to 

$5,000 – Club President in addition to requirement (a). 

Once approved, the Section Treasurer or Club Treasurer shall 

arrange disposal at the best available price or least cost where 

the asset has no market value. 

Numbering of Assets – Every asset is given a description and a 

tag number such as 08TADS007 denoting year of acquisition 

(2008), the section (TADS) and the number of the item.  

Physical Verification – Section Treasurers should verify the 

existence of their assets and inform Panaga Club Accounts 

Office of any differences. Asset listing from the Accounts Office 

are distributed to each Section Treasurer in early December for 

verification. The verified list should be returned to the Accounts 

Office not later than the first week of the following January. For 

any missing, damaged items or unrecorded items, the Section 

Treasurer must advise the Account Office and raise asset 

disposal forms or a write-on form (for unrecorded items) before 

the January cut-off date. 
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Payment to Members or Instructors Using Section Funds 

Panaga Club strictly adheres to no-moonlighting activity to be 

carried out in the Club premises, unless that person has a work 

permit valid in Brunei Darussalam, for such an activity or that 

laws of Brunei Darussalam do not require that person to have a 

work permit for performing such an activity for reward at the 

Club. 

Club members and volunteers are NOT ALLOWED to charge 

money for their services or to sell goods for profit, to other 

members of the Club using the premises or equipment of the 

Club. Any exceptions to this rule must be approved, IN 

ADVANCE, by the Management Committee, through the Club 

Operation Manager. 

Payments to professional entertainers, speakers, trainers or artists 

from outside Brunei Darussalam are allowed provided the visits 

have been approved by the Management Committee in 

advance and that Professional (Short Visit) Visa are issued for 

such purpose. 

In circumstances where the rules above prevent payment to a 

person, a small presentation may be made up to B$50 if it is 

considered appropriate, e.g. bouquet of flowers, local souvenirs 

or vouchers. 

Absence (Deputy Treasurer) 

Should the Section Treasurer be unavailable for a significant 

period of time they must inform the Accounts Office who their 

authorized deputy is and supply that individual‟s signature. This is 

important should the section require to effect an urgent 

payment while the Treasurer is on leave. Any payment request 

will not be processed without the Section Treasurer‟s 

authorization. 
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KEY SECTION GOVERNANCE AND FINANCIAL 

RULES 

When running a section or division, the following rules must be 

abided by. 

Where MC approval is required, this shall constitute the Club 

Treasurer and the Division Head, or in the event of a conflict of 

interest due to the participation by either one of these 

individuals, by the unconflicted individual and the Club 

President. If there continue to be conflicts of interest, then the 

majority of all the MC members must approve.  

Membership and Leadership  

 Section leadership must be 3 different people. Roles of 

Chairperson, Treasurer and Secretary cannot be shared (to 

preserve Segregation of Duties) (already in Constitution)  

 All sections must have a minimum of five (5) members to be 

supported by the Panaga Club. If a section falls below this 

threshold, their accounts will be frozen, the start-up subsidy 

provided by the Panaga Club (if applicable) will revert to the 

Club and this situation shall continue until such time that there 

are enough members who consent at the same time to join 

the section. 

Divisions 

 Divisions are responsible for aggregating budgets for Sections 

under their purview. 

 Criteria that apply at the Section level also apply at the 

consolidated Division level, especially regarding expenditure 

levels vs revenues. 

 Attendance at the DAM is required of all Section Committee 

members in that Division. In the event that any of these 

members are unable to attend, they may nominate a 

replacement through written notice to the Division Head. 
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Each attendee has one vote at the meeting. Financial 

Reports must be approved by a 2/3rds majority of the votes 

case. Votes may be cast by proxy through written notification 

to the Division Head of the assignment of voting right to 

another individual in attendance at the meeting. The 

Quorum (minimum number of votes represented) for the 

DAM is 50% of the Committee members in the Sections of 

that Division and a minimum of one vote represented for 

each Section in the Division. E.g. a Division with 5 Sections of 3 

Committee members each has a Quorum if at least 8 people 

(excluding the Division Head) are represented to vote and all 

5 Sections have at least one representative physically 

present. No single person may represent more than 3 votes 

(including their own). All Panaga Club members are 

welcome to attend any DAM and their vote carries the same 

weight as that of any Committee member. 

New Sections and Section Fees  

 New Unincorporated Sections can only be started with a list 

of Club members who have agreed to join the proposed 

section and have consented to pay a specific periodic 

contribution. 

 To contribute to Club administrative costs associated with 

Unincorporated Section administration, the following apply: 

o $100 per year fee per section  

o $0.80 per member per quarter, based on the number 

of members on the last day of the quarter 

o $0.40 per chit submitted by the Section. 

 If applicable, member fees must be established based on a 

3-year budget submitted by the section that considers 

revenues and expenditures required to execute the section 

goals. Member fees must be adequate to cover expected 

expenditures. A source of funding must be identified in 

advance for any gap in Revenues vs Expenses.  
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Section Funds and Expenses 

 Section funds may be used only for Panaga Club members. 

No Section funds may be used to pay for any costs for 

individuals who are not Club and Section members. For 

Exceptions see next bullet. 

 Section funds may not be used for any activities for non-Club 

members unless specifically approved and publicized as 

described elsewhere in this set or rules. 

 Funds in Section accounts are generally the result of excess 

contributions from Club members. Hence, any funds in excess 

of $10,000 will revert to the Club‟s Member Reserve for 

running the Club and Sections. However, any funds over 

$10,000 may be retained by a Section pending their 

allocation in the form of a proposed budget, approved by 

the Management Committee on an annual basis. 

Additionally, any funds demonstrated to have been derived 

through other means, such as sale of items etc, may be 

retained by a Section for its sole use. 

 Sections may petition the Management Committee for 

financial support for activities, equipment etc. that was not 

foreseen in their budget. The discretion for such approval is 

with the MC. 

 Annual expenses in any one year may not exceed 150% of 

total annual receipts from member contributions in the same 

year, assuming the account funds are sufficient to allow this. 

Any expenditure over this amount (i.e. over 150%) may be 

submitted to the MC for their consideration. Under no 

circumstance may expenditures be incurred or financial 

commitments made that are in excess of Section funds 

without written approval of the MC. 

 Any expenses for events that are not available for all 

members to join (e.g. due to constraints on attendance, 

ability, unusual or extended timing, etc) may NOT be paid for 

with Section funds; Such events must be individually paid for 
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by those participating. Such events may include special 

training camps, tournaments, instruction etc. 

 Items such as uniforms should be purchased only as required 

and should be paid for separately by the recipients. These 

items are not to be paid from general Section funds. 

 No waivers may be given to volunteers for any activities that 

result in an increase of costs to the Section. For example, a 

waiver may not apply to private and semi-private lessons 

that incur separate billing and payments to the instructor in 

excess of the base pay. Any requests for exceptions may be 

proposed to the MC for support to recognize those volunteers 

who are deemed to be providing an exceptional level of 

support. 

 Waivers may only apply to activities that constitute a part of 

the standard section activities. In addition, for any paid 

classes offered, a waiver may be applied to at most one 

standard group class per volunteer, per week. Waivers can 

be given only to Committee members with the approval of 

MC. Any requests for exceptions may be proposed to the MC 

for support to recognize those volunteers who are deemed to 

be providing an exceptional level of support. 

Reporting Requirements 

 Section expenditures that relate to non-day-to-day activities 

must be publicized via announcement to members (e.g. for 

costs relating to travel to other countries etc.), e.g. via the 

weekly Panaga Club newsletter in the form of Management 

Committee announcements. 

 If Section funds are to be used for any activities that support 

non-PC members, a formal request must be submitted for 

approval by the MC (e.g.). All such requests will be 

communicated to the members via the appropriate 

channels, such as the weekly Panaga Club newsletter. 

 All Section budgets and actual expenses are available for all 

Club members to peruse at their convenience at the Club 
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premises. Any exception to this must be requested from, and 

approved in writing by, the MC. 

 A Section must report annually their actual expenses 

according to a prescribed template and must likewise submit 

their 3-year budget according to a prescribed template. The 

Section data will then be aggregated at the Division level. 

Details are in the section on the Treasurer role of this 

handbook. 

Club Governance 

 Redacted minutes of the Management Committee are to be 

available for members to view electronically or in hardcopy. 

Any sensitive or confidential points may be omitted from the 

posted minutes. 
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FREQUENTLY ASKED QUESTIONS (FAQ) 

1. Q: Section Treasurer is away and an urgent payment 

needs to be made, can section chairman or section 

secretary sign on behalf of the treasurer?  

A: No. The funds of a Section shall be held in an 

account in the name of the Section. These funds can 

only be released with the signature of the Section 

Treasurer or Appointed Deputy Treasurer. (Panaga Club 

Constitution Sec.8.4b.). It is therefore the obligation of the 

Treasurer to appoint a Deputy Treasurer on his/her 

absence and that specimen signature form duly filled-

out and submitted to the Accounts Office for this 

purpose.  

2. Q: Can reimbursement of section expenses be made 

even though receipt is not available?  

A: By Exception. Where a receipt is not readily available 

for reimbursement (e.g. taxi service, market purchases, 

boatmen hire for Kg. Ayer trip.) 

 Legitimate claims on behalf of the Section where 

receipts are lost may be recovered by filling-out the 

Reimbursement/Liquidation Statement Form and must 

be authorized by the Section Treasurer to be attached 

to the Section Request Form. 

3. Q: What happens if the Treasurer is the spender or 

payee for such section expenses? 

A: Normal procedure for payment still in place but 

Section Chairperson must counter-sign on all 

invoices/receipts being reimbursed and on any Section 

Request Form. (Panaga Club Constitution 8.4.b) 
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4. Q: Why can claims for drinks and food used for Section 

activities in the Club not be refunded? 

A: Organizers of functions which are held on the Club‟s 

premises are not permitted to use external sources for 

provision of foods and/or drinks. If prior written permission 

and approval of the Management Committee is 

granted, a claim may be possible. (Panaga Club Rules 11.2) 

5. Q: We would like to engage our own household helper 

(amah) to assists and do part-time work for the section 

within the Club premises. Is this allowed? 

A: No. Panaga Club Rules 5.10a and 5.10b prohibits the 

Club in allowing this practice as clarified with the Labour 

Authority. Also, Panaga Club Rules 5.1 delineates 

specific condition for Amahs. 

6. Q: Our section is planning an event to raise funds. Do we 

need to seek approval of the Management 

Committee? Who do we liaise with on matter like this? 

A: A Section may, with the prior approval of the 

Management Committee, hold a money-making event 

in order to raise funds for a particular project. Any funds 

thus raised must be spent on the designated project. If 

the Section decides not to progress that project within a 

reasonable period of time (to be decided by the MC), 

the funds will revert to the Club. (Panaga Club Rules 9.5) 

 Formal request and approval can be channeled thru 

Division Head to bring forward to the Management 

Committee.  

7. Q: Is donation to charity by Sections allowed? 

A: Donations to recognized charities by Sections as a 

result of fund raising exercises are permitted, provided 
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they have been formally approved by the Management 

Committee in advance. (Panaga Club Rules 9.6) 

8. Q: Why do we need to raise a contract for purchases 

above $5,000 and for services above $1,000?  

A: The Clubs‟ Contracting Guidelines were created in 

view of the increased contracting-out activities by the 

Club and Club sections. The use of PO or contract for 

goods/materials above $5,000 and services above 

$1,000 is to protect the Club against liabilities and ensure 

that we get what we agreed to pay for. 

9. Q: Does buying an air-ticket costing >$5,000 need a 

Purchase Order? 

A: Yes. Furthermore, where the ticket value is greater 

than B$10,000 at least three written quotes will be 

obtained. In addition, the required approvals as stated 

elsewhere in this Guide must be in place. 

10. Q: Do I need multiple quotations for goods or services 

that are specialist in nature and where it is not possible 

to obtain more than one quotation? 

A: The requirement can be waived by the President or 

Club Treasurer in this situation. However if single quotes 

are approved, another form of price benchmarking 

must be provided. This is true for engaging the service of 

Hotel and Restaurant where section functions are held 

as agreed by the sections committee and obtaining 3 

quotes for cost of services exceeding $10,000 is not 

possible. 

11. Q: During organized exhibitions and sales a third-party 

trader was invited to participate by the Sections. Is this 

allowed? What are conditions/requirement for third 

party traders? 
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A: Third party traders will be allowed to sell goods using 

the Club premises or equipment only after obtaining 

written approval one (1) month in advance from the 

Management Committee. 

 All third-party traders shall pay a fixed charge of $300 to 

the Club and 5% of sales to the sponsoring/organizing 

Division or Club. The $300 charge consists of: B$50 fixed 

fee, B$150 room rental and B$100 equipment rental. 

 All third-party traders must provide proof of valid 

commercial Brunei business license and provide their 

own insurance. The Club shall not be liable for loss or 

damage of third party stock. 

 All transactions at the Club are normally by chit or 

coupon. This can be waived and approved by the Club 

Treasurer/Club President as they deem appropriate, to 

allow cash, credit card and cheque purchases. The 

Club takes no responsibility for any cash, credit card or 

cheque transaction done in the premises. (Commercial 

Guidelines Clause 7).  

12. Q: What is the basis of conversion on foreign currency 

reimbursement? How come I received less when I should 

have received more? 

A: Accounts Office maintains a daily exchange rate 

book as provided by local bank. On converting foreign 

currency claims/ reimbursement/ payments, the date of 

receipts or actual transaction date will be the point of 

reference of conversion.  



UNRESTRICTED 
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FORMS AND TEMPLATES 

(Please refer to the following website page links for the forms 

and templates) 

Appendix I - Year-End Section Accounts Report Template 

https://docs.google.com/spreadsheets/d/1glRv0w7wxM9QPQk

W4QnERkKLg5Vl1PgvH3oe_iT9Hbg/edit?usp=sharing 

Appendix II – 5 Yearly Section/Division Budget Template  

https://docs.google.com/spreadsheets/d/1Vyfl9XNZdsln4qNdwx

GtesLirjSc2UydU68wtrTD1eA/edit?usp=sharing 

Appendix III - Yearly Budget Template 

https://docs.google.com/spreadsheets/d/1Vyfl9XNZdsln4qNdwx

GtesLirjSc2UydU68wtrTD1eA/edit?usp=sharing 

Appendix IV – Section Request Form (SRF) 

https://drive.google.com/file/d/1eYU6EtWWWqD3r2p2uUkWAL4

0wiEMtKEb/view?usp=sharing 
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