
BUXTON AND DISTRICT U3A

PROCEDURE FOR ORGANISATION OF ONE-OFF EVENTS

1) PURPOSE
The purpose of this procedure is to guide the setting up of one-off events arranged by interest 
groups (Group Leader or nominee). It also enables an individual to organise an event in which 
members from across interest groups may participate. It is designed to make the process run 
easily, whilst protecting the interests of members and Trustees. This is achievable through 
reducing potential areas of risk. Trustees are responsible for the proper handling of all U3A 
funds. Whilst they cannot opt out of responsibility, it does not mean that the operation of all 
finances has to be conducted by the Treasurer.

2) PRINCIPLES
a) The procedure should be as simple as is compatible with financial probity
b) The procedure should protect all members, not just Trustees, from allegations of 

“wrong-doing”
c) The procedure applies to all events that involve expenditure over £10 per member per 

event (sum to be reviewed annually).

3) PROCEDURE
a) The organiser should speak to the Treasurer if the procedure set out in 3b-3f below does

not seem appropriate for the planned event eg for a series of repeated events. This 
consultation should happen before any other action is taken.

b) The organiser should handle the booking/scheduling themselves
c) Charges for the event must be set at a level that ensures it will at least “break even” and 

must be collected when members commit to the event
d) The organiser should collect the money, either cheques or cash, with cheques made 

payable to Buxton and District U3A. No organiser should pay money into their own bank 
account.

e) All of the money should be given to the Treasurer at one time, so it can be deposited 
during one visit to the bank. The invoice(s) can then be paid by the Treasurer. This must 
take place at least two weeks before the event or two weeks before the invoice(s) are 
due to be paid (whichever is the earlier).

f) Should the event require a contract to be signed, this should be done by the organiser.
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