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[bookmark: _Toc74837531]Introduction 
This Financial Controls document is designed to provide guidance in the standard financial procedures performed by [GROUP NAME].  It provides basic details of its financial procedures; and is not designed to outline the procedures in detail.  

The financial controls document is to be updated whenever a change has occurred.  This document is to be reviewed annually and adjusted where necessary.
 will maintain its financial records in order that it can: 

meet its legal and other statutory obligations including but not limited to, The Charity Act 2011, Her Majesty’s Revenue and Customs legislation and Common Law, 

enable the trustees to apply good governance and be in proper financial control of the Charity,

enable [GROUP NAME] to meet the contractual obligations and requirements of its funders.

[GROUP NAME] will keep proper accounts, which will include: 

SAGE entries analysing all the transactions in [GROUP NAME]’s bank account(s), 

a petty cash register if cash payments are to be made, 

relevant HMRC taxation records in accordance with current legislation and reporting requirements,
 
the financial year will end on the 31 March each year, 

accounts will be drawn up after each financial year within three months of the end of the year and presented to the next Annual General Meeting, 

Prior to the start of each financial year, the trustees will approve a budgeted income and expenditure account for the following year, 

a report comparing actual income and expenditure with the budget will be presented to the trustees every three months, 

the AGM will appoint an appropriately qualified auditor to audit the accounts for presentation to the next AGM.  

[bookmark: _Toc74837532]Purpose
The accounts of [GROUP NAME] are the responsibility of the Board of Trustees (‘The Board’) who take financial decisions on an informed basis.  They are responsible for ensuring that proper financial procedures exist and are implemented.  The Board comply with the Charity Commission Pension Rules for Charities guidance and the regulations of:

the Charity Commission, 
Funders, 
Companies House, 
Customs and Excise, 
Inland Revenue
Pensions Regulator.

[bookmark: _Toc74837533]Policy Statement
In order to comply with the Charity Commission’s Statement of Recommended Practice (SORP) [GROUP NAME] is required to produce accounts for each annual accounting period which:

show a fair view of the financial transactions of the Charity during the financial year and of the amount and disposition at the end of the Charity year of the assets and liabilities.

contain information specified in the Charity Accounting Rules that includes a statement confirming that the accounts have been prepared in accordance with the Statement of Recommended Practice (SORP).

On behalf of the Trustees, the Treasurer directs the preparation of the accounts by the Auditor working to agreed suitable accounting policies that are applied consistently making judgements on a reasonable and prudent basis.

Trustees are responsible for approving organisational budgets in advance of their implementation and delegating the implementations of the plan to the staff who then work within the authority limits.

Trustees exercise control by monitoring performance against budgets.  They receive regular financial overview updates with comparisons against budget, with explanations of significant variances and recommendations for action.

The Trustees are also responsible for making available each year, commonly in the form of a Trustees’ Annual Report, information about the funds as prescribed by the SORP, which is consistent with the professionally audited accounts it accompanies.

The Trustees are advised by the Treasurer who has a financial responsibility for ensuring that adequate accounting rules are kept and for taking such steps as are reasonably open to him or her to safeguard the assets and to prevent and detect fraud and other irregularities.

The accounts are independently examined or audited by a professional Financial Auditor in accordance with Charity Commission Accounting Regulations.

[bookmark: _Toc74837534]Accounting Software 
[GROUP NAME] maintains its accounting records using SAGEONE accounting software, maintained by CCW Accountants.  Data backups are carried out daily.  

The accounting program is password protected, with user access only granted to authorised personnel:

The Chair of the Board of Trustees
The Treasurer
[GROUP NAME] Administrator

This system is to be reviewed annually to determine if it meets the needs of [GROUP NAME] accounting requirements.  

[bookmark: _Toc74837535]Management Accounts 
[GROUP NAME] analyses its financial activities using nominal codes aligned to the budget and set up by the Head of Services.   

The basis of the management accounts is to be reviewed on a regular basis to determine if it meets the needs of [GROUP NAME].  

[bookmark: _Toc74837536]Bank and Deposit Accounts
[GROUP NAME] has a current account and deposit account with Lloyds Bank.  The Board have the authority to open alternate deposit accounts provided the Treasurer recommends such deposits and it is agreed by the majority of the Board.

The bank mandate (list of people who can sign cheques on the organisation’s behalf) will always be approved and recorded in meeting minutes by the Trustees.
 
FW will require the bank to provide statements every month and these will be reconciled with SAGE no less frequently than every three months.  

The charity will not use any other bank or financial institution or use overdraft facilities or take out a loan without the agreement of the trustees 

[bookmark: _Toc74837537]Receipts (income) 
All monies received will be recorded promptly on SAGE and banked without delay (note this includes sundry receipts such as payment for telephone calls, photocopying etc).  [GROUP NAME] will maintain files documentation to back this up: 

Upon receipt of funds, a banking deposit slip is created detailing the amount received, and whom the funds were received from.  

Ideally receipts should be banked daily, because of the nature and size of [GROUP NAME] activities banking daily may not be realistic.  

All amounts received should be banked intact.  Payment of expenses should not be made from funds received.  

When banking is not performed daily, any cheques and cash on hand should be stored securely  

Any remittance advices or other documents accompanying the receipt should be retained and filed   

Amounts received should be posted into the accounting software monthly  

When amounts are received for the payment of invoices, the office copy of the invoice should be annotated to indicate that it has been paid.  

[bookmark: _Toc74837538]Bank Reconciliation
A bank reconciliation must be done monthly by checking bank statement against SAGE. 
Any discrepancies must be reported to the treasurer and investigated straight away

Any cheques, which remain outstanding for a period greater than six months should be reviewed and written back where necessary.  

Any differences between the nominal ledger and the bank balance are not to be written off, without careful investigation and explanation of the difference to the Treasurer.  

[bookmark: _Toc74837539]Financial Procedures

Standing Financial Procedures
Internal controls ensure that accounting records are complete and accurate and that the assets of the organisation are properly looked after.  [GROUP NAME] has agreed standing financial Instructions.

The Accounting Records show the financial position of the Charity at each month end are never more than a month in arrears, and an independent auditor examines them annually.  The Treasurer and Trustees use the accounts internally.  

Interim Management Accounts with reports are prepared in order for the Trustees to monitor progress and take financial decisions.  The accounts show actual against budgets and future projections.

Management Accounts include as appropriate:

Receipts and payments, 
the cash flow statement and 
the balance sheet at year-end.

Published year-end accounts showing the financial position of the whole Charity are produced for approval by the Trustees and include a report by the Auditor.  The annual accounts together with the annual report are a public document and are circulated as appropriate.

All accounting records, including supporting documents are retained for a period of six years.  

[bookmark: _Toc74837540]Purchase Orders 
A purchase order must be completed for the supply of goods with a value of greater than £1,000 but less than £5,000.  For items £5,000 or over, ‘Section 12 Tendering Procedures’ should be referred to.  It should be noted that the limit above which tendering takes place should take into account the total amount to be spent, eg a consultant on a number of projects worth over £10,000 in total.  

The purchase order must contain details of the quote that has been received and the price quoted.  

All purchase orders must be authorised by a member of the Board of Trustees before the order is placed.  Where the amount on the order is more than £2,500 the Chair will need to countersign the order.  

Purchases that are repeated on a regular basis are not required to have individual purchase orders created each time a purchase is made.  

All purchase orders are to be retained by the Treasurer.   

Once the invoice has been received for the supply of the goods, the purchase order must be matched with the invoice, and any differences investigated.  

The purchase order should be attached to the invoice.

[bookmark: _Toc74837541]Tendering Procedures 
Any purchases of £5,000 or more (in total) with a single supplier must be submitted to tender in line with the Procurement Policy.  

Specifications for the purchase are to be drawn up by the relevant employee or budget holder.  

Where possible a minimum of three written quotes should be obtained.  

The Board will evaluate the quotes obtained.  In the event of an equality of votes the Chair will have the casting vote 

Members with a financial interest in the tendering process will not be involved in the evaluation process.  

Each quote will be reviewed and graded on a scale of 1 to 10 on the following criteria: 

Value for money 
Quality of goods/service provided 
Reputation of supplier 
Delivery or completion date 
Maintenance, repair or support facilities 

The quote with the highest total scores the highest for the above criteria will be accepted as the supplier of the goods or service.  

All documentation generated as part of the tender process must be retained.  

A one-off tendering process can be performed for the provision of a service or supply of goods, which will be ongoing or on an irregular basis, eg travel, stationery.

[bookmark: _Toc74837542]Authorising and Reviewing Expenditure Invoices 
Upon receipt of invoices, the Head of Services should review the invoice, match with a purchase order (if available), investigate any discrepancies and check that it is authorised for payment in accordance with the responsibilities outlined in the budget.  

Ultimately it is the responsibility of the Head of Services to ensure that invoices are posted to the correct nominal ledger codes.  

Detailed invoice and payment processes are contained in Appendix 2.  

[bookmark: _Toc74837543]Direct Debits and Standing Orders 
[GROUP NAME] is permitted to pay recurring invoices and payments by either direct debit or standing orders, where possible.  

Invoices paid by direct debit or standing orders should be reviewed and authorised annually by the Board of Trustees.   

[bookmark: _Toc74837544]Credit Cards 
[GROUP NAME] does not have a credit card in place.   Future need will be monitored with any decision to have this facility to be taken by the Board of Trustees.  

[bookmark: _Toc74837545]Automatic Teller Machines (ATM) Cash Cards
An ATM cash card is used for online purchases and for access to cash to be used Petty Cash purposes.  The card is stored securely by the Treasurer.  Amounts are reconciled on the banks statement.  

[bookmark: _Toc74837546]Online Banking
A Dual Authorisation system is in use with [GROUP NAME]’s online banking.  This means that 2 people will complete third-party payments electronically with one person to create a payment request (the Originator) and the other to authorise the payment (the Authoriser).

[bookmark: _Toc74837547]Cheques and Signatories
At least two Board members are on the list of Cheque Signatories.  

While cheque payments are being phased out, there may be occasions where this form of payment has to be used.  Any cheques require two signatures, and these should be either the Chair or the Treasurer and the Head of Services.   Alternatively, two Board Members may sign cheques if this is permitted within the Authority Limits.

Blank cheques will NEVER be signed. 

The relevant payee’s name will always be inserted on the cheque before signature and the cheque stub will always be properly completed.  Supporting documentation will always be presented to the signatory when a request is made to approve a cheque or online transaction.  

No cheques should be signed, or online transaction approved without original documentation (see below).  

The bank accounts are reconciled monthly and checked by the Treasurer.

[bookmark: _Toc74837548]Cheque Payments Documentation 
Every payment from [GROUP NAME]’s bank accounts will be evidenced by an original invoice (never against a supplier’s statement for final demand).  That original invoice will be retained by [GROUP NAME] and filed.  The cheque signatory should ensure that it is referenced with: 

Cheque number
Date cheque drawn
Amount of cheque
Name of persons that signed the cheque 

The only exceptions to cheques not being supported by an original invoice would be for such items as advanced booking fees for a future course, deposit for a venue, VAT, etc.  Here a cheque requisition form will be used, and a photocopy of the cheque kept.  

[bookmark: _Toc74837549]Payments (Expenditure) 
The aim is to ensure that all expenditure can be demonstrated to be the charity’s business and is properly authorised.  Whilst an approved budget sets out the planned level of expenditure within the year, signatories should not incur expenses which are outside of their authorised expenditure level, as set out in Appendix 1 
The Board approves all items of £2500 and over and all expenditure from an unapproved budget or where the budget for the year is fully spent.

In exceptional circumstances the Chair and one other Board Member (normally the Treasurer) can together approve any urgent expenditure.  This would then be ratified at the next Board Meeting.  If this is not possible a retrospective list would be presented to the next Board Meeting

Where applicable it is policy to get prices (or quotations) from two sources before making purchases in line with the Scheme of Delegation and Procurement Policy.  Getting value for money is the important issue and, where regular suppliers are used who give good service, it is only necessary to check their prices once a year.  As a point of good practice, it is not cost effective to save a few pounds on products while creating large additional costs in extra administration.  However, we should always be aware of other suppliers’ prices.

It is our policy to treat our suppliers fairly by paying to their required terms.  We would not pay for anything (either goods or services) that are sub-standard, but the supplier would be told in writing of any reason for withholding payment in line with the ethical standards and the impact of our charitable purpose detailed in our Procurement Policy.

The Treasurer will be responsible for holding the cheque book (unused and partly used cheque books) which should be kept under lock and key.  

[GROUP NAME] may wish to consider how they control the use of company debit cards, and online banking passwords.  

[bookmark: _Toc74837550]Income
All income is banked intact (cash receipts should not be retained for cash purchases).

A receipt is issued for income where possible other than that from major funders (including grants, bursaries, reimbursements etc).

All income is banked as soon as is practical and always by the end of the calendar month in which it is received.  Income is held in a locked filing cabinet or safe until it is banked.

[bookmark: _Toc74837551]Wages, Salaries and Payroll
The payroll is run by CCW Accountants 295/297 Church St, Blackpool FY1 3PJ on behalf of [GROUP NAME].  

All staffing matters must be advised to the Board by the Chair of Trustees in regular reports both in relation to the hiring of new staff, changes in terms and conditions and salary amendments.  Staffing of new projects will be notified to the Board. 

There will be a clear trail to show the authority and reason for every such payment, eg a payment requisition asking for payment to an employee, the Inland Revenue, etc.  All employees will be paid within the PAYE National Insurance regulations.  

Staff salaries are paid monthly in twelve equal payments.  Staff are paid on the 28th working day of each month or on the day before if the 28th falls on a weekend or Bank Holiday.

All staff are paid directly into the Bank or Building Society account of their choice via the BACS system.

Authorisation to add/delete personnel to/from the payroll or change salary details are made in writing by the Chair and countersigned by the Treasurer.

[GROUP NAME] officers are responsible for the preparation of all statutory Inland Revenue documents.

[bookmark: _Toc74837552]Expenses and Subsistence
Everyone is required to claim expenses regularly and not allow a large indebtedness to accumulate.  The Trustees approve all travel and subsequent reimbursement of expenses before they are paid.  The Trustees’ expenses are authorised by the Chair copies can be accessed by the Treasurer for monitoring purposes.  

To ensure they are not out of pocket, volunteers’ travel expenses can be paid by BACS transfer on request.
 
[GROUP NAME] will, on receipt of Expenses Claim Forms, reimburse: 

fares when evidenced by tickets
other authorised expenditure when evidenced by original receipts,
car mileage based on local authority scales and incurred whilst on [GROUP NAME] business,
no cheque signatory signs for the payment of expenses to themselves 

The Trustees can authorise travel expenses for volunteers and staff, and petty cash within budget but his/her own travel expenses must be authorised by the Chair.

[bookmark: _Toc74837553]Fixed Assets
Trustees are required to safeguard the assets of the Charity and ensure that they are used for the charity’s objectives.  [GROUP NAME] will maintain details of fixed assets on the SAGEONE software as follows:

Any item of equipment costing in excess of £1,000 is capitalised in the accounts and included on the fixed assets register, it is subsequently depreciated in accordance with [GROUP NAME] ’s depreciation policy as stated in our audited accounts.

An up-to-date inventory is maintained which shows all major items of equipment costing in excess of £500.  The inventory show when the item was purchased, the cost of the item and its location and condition.    The serial numbers of equipment (if applicable) are also listed and/or other appropriate details for insurance purposes in case of the [GROUP NAME].

Periodic physical checks of equipment are made.

[GROUP NAME] has adopted the straight-line method of depreciation at the following rates: 

Computer equipment – 3 years 
Fixtures and fittings – 5 years 

Copies of invoices for the purchase of assets will be stored on the SAGEONE accounting software.  

Additions will be depreciated from the month of their purchase.  

Any disposals will be accounted for in the month of disposal.  

At the end of each year the fixed asset register will be reconciled with the Fixed Asset Control Account in the nominal ledger.  

Details of assets will be sent to the appropriate members annually.  Each member will be required to document any fixed assets, which are under their control.  

Once a year the Head of Services should conduct a physical check of fixed assets and confirm the record on the SAGEONE accounting software.  This is to be reviewed and signed off by the Treasurer.  

[bookmark: _Toc74837554]Debtors and Invoices 
[GROUP NAME] does not sell services or goods.  This section will be reviewed if this changes.  

[bookmark: _Toc74837555]Inventory 
[GROUP NAME] does not own any items, which could be considered as inventory.  This section will be reviewed if the need arises.

[bookmark: _Toc74837556]Accruals 
The organisation has minimal accrued expenditure other than its normal creditors.  Accruals will be calculated as part of the month end process.  

[bookmark: _Toc74837557]Management Accounts 
Management accounts and accompanying commentary are to be prepared by [GROUP NAME] officers at the end of the second week of each month and reviewed by the Treasurer prior to being sent to the Board.  

Management accounts are to be presented at all Board meetings and the management accounts pack will consist of: 

Profit and Loss, 
Balance Sheet, 
Comparison of Budget versus Actual, 
Forecast to the end of financial year,  
Commentary on variances and other assumptions,  
Debtor and Creditor statements, 
Cash flow statement.

The Treasurer is to review the monthly management accounts and where necessary make any necessary suggestions, amendments and decisions.  

A report will be produced which details any suggestions, discussions, amendments and decisions which arise from the management accounts.  This report will be filed with a copy of the management accounts.  

[bookmark: _Toc74837558]Audit Requirements 
[GROUP NAME] is required, under its Articles of Association, to have a yearly audit performed on its financial statements.  This should be completed within three months of the end of the financial year.  

[GROUP NAME] should obtain an annual management letter from its external auditors at the conclusion of their year-end audit.  

[GROUP NAME] staff are responsible for implementing the recommendations and reporting to the Board.  This report should be formally recorded in the Board minutes.  

Audit and Accounting service should be put out to tender at regular intervals.  

[bookmark: _Toc74837559]Budgets and Forecasts 
A detailed budget for each year of operation must be presented to the Board by the end of the year preceding the budget period.  A summary 3-year budget forecast must also be presented.  

The Board will consider the budget and agree the budget for the following year.  Once the budget has been agreed by the Board it cannot be changed, except by the Board.  

Formal forecasts are carried out quarterly and reviewed by the Board.  

[bookmark: _Toc74837560]Document Retention 
All financial documents will be retained in secure storage for at least 7 years.  

[bookmark: _Toc74837561]Value Added Tax (VAT) 
[GROUP NAME] is exempt from VAT but should review its VAT situation annually.  

[bookmark: _Toc74837562]Bank Mandates 
Bank Mandates should be retained for all bank accounts.  The bank mandates should show:
 
Cheque Signatories for each account 
Financial limits for each cheque signatories 
Authorised officers for transferring funds between accounts/forms of investments and financial limits.  
Authorisation levels should be reviewed annually.  

[bookmark: _Toc74837563]Incoming Post 

All post will be opened by the Administrator, unless marked Private and Confidential and in the case of Disclosure and Barring Service (DBS) checks.  

All payees to [GROUP NAME] should be requested to make payments by electronic transfer, not cash.  Cheques will be accepted.

[bookmark: _Toc74837564]Insurance 
[GROUP NAME] is to have adequate insurance coverage over all of its assets.  

[GROUP NAME] is to have adequate insurance coverage for public liability.  

[GROUP NAME] is to have adequate insurance coverage employee, director and volunteer indemnity.  

[GROUP NAME] is to have adequate insurance coverage for Business interruption.

The insurance period for [GROUP NAME] starts on May ! each year.  

Insurance coverage is to be reviewed regularly to ensure that they have adequate coverage and obtaining value for money.



[bookmark: _Toc74837565]Appendix 1:  Invoice Processing and Purchase Ledger

Invoice Processing 

1. Invoice matched to purchase order (if raised).  

2. Expense codes allocated by Budget Holders.  

3. Treasurer checks authorisation is in order 

4. Treasurer prepares cheque for signing or processes online payments and inputs invoices to accounting system.  

5. Mark invoice with date input into the system.  

6. Filed in alphabetical order as follows: 

Third party invoices in invoice folder.  
Personal expenses in expenses folder.  
Payment runs are to be fortnightly.  

Purchase Ledger 

1. Normal terms are 30 days from invoice date with the exception of staff expenses and self-employed consultants.  

Attach invoices/expenses due for payment.  
Authorised signatory to sign the prepared cheques 
Print out remittance advices.  
Check that payments have correctly updated the accounting system 
File voucher in appropriate file.  




[bookmark: _Toc74837566]Appendix 2:  Travel and Subsistence 

1. Introduction 
The principle governing the rules on travel and subsistence is that staff should be reimbursed for necessary extra expenses while on official business.  In all cases expenses claimed must be justifiable.  Spending is to be modest at all times.  

Official travel means travel for the purpose of official business and not travel between home and your place of work.  

2. General Principles 
Travel and Subsistence should be claimed on a monthly basis using the claim form within 10 days of the end of the month incurred.  Claims submitted after this date may be not be approved and will result in delays in payment.  

If travel is considered essential, meetings should be organised so that wherever possible multiple meetings are arranged for that period.  Travel should be planned as early as possible to take advantage of any advance booking discounts wherever possible.  

Where it has not been possible or practicable to book travel or accommodation in advance, the receipted cost of the ticket will be reimbursed to the staff member through an expense claim.  Expenses must be receipted wherever possible.  

It is the employee’s responsibility to notify the relevant person of any hotel / travel reservations that need to be changed or cancelled and that they do so in a timely manner.  [GROUP NAME] may require the employee to reimburse any charges that could have been avoided if the reservation had been cancelled in a timelier manner.  [GROUP NAME] may recover any excess cancellation costs.  

Expenses will normally be reimbursed through the Bill Payment system.  

3. Expense Authorisation 
All expenses need to be approved and signed by the appropriate budget holder before they can be paid.

All amounts noted below are inclusive of VAT.  

4. Travel and Subsistence Policy 
Travel should be by public transport wherever practicable.  

5. Receipts 
It is Company policy for the expense claims to be supported by receipts wherever possible.  Exceptions being: 

6. Claiming Lump Sum Allowances 
Where receipts cannot be produced eg bus and underground fares, on street parking etc then an explanation of the expenditure is required.  

7. Taxis and Parking 
As a guide, taxis should only be used where public transport is not operational or where taking public transport would be unduly difficult or unsafe for example where the venue is in a remote location or when there are time constraints between appointments.  

Parking will be reimbursed but where possible a receipt is required.  Most machines will issue a receipt but be mindful of requesting one at the time of payment usually by pressing a separate button.  

8. Daily Meal Allowance 
A daily allowance of up to £20 per day can be claimed for employees and volunteers who are working out of their normal place of work for between 8.00am and 6.00pm.  This is to cover light refreshments.  Where an employee or volunteer has worked more than 10 hours an evening meal allowance of up to £35 can be claimed.  Claims will need to be backed by receipts.  Amounts greater than these will also need a receipt and will only be authorised in exceptional circumstances.  

9. Travel by Private Motor Vehicle 
The use of a private motor vehicle must be approved by the authorised signatory if it is deemed that: 

this expenditure would either be less than using public transport or 

that the use of public transport is impracticable. 

In cases where employees or volunteers are using their private motor vehicles for official business, the vehicles must be insured for business purposes.  

When using private vehicles, the claimable amount for mileage travelled is the Inland Revenue approved rate as updated in 2019.  

	From Tax Year 2011 - 2012 onwards 
	First 10,000 business miles in the tax year
	Each business mile over 10,000 in the tax year

	Cars and Vans
	45 p
	25 p

	Motorcycles
	24 p
	24 p

	Bicycles
	20 p
	20 p



Reimbursements will only be paid if private vehicles are insured correctly.  All employees must have fully comprehensive vehicle insurance.  

10. Rail and Air Travel 
This should be economy class unless cleared in advance by the Treasurer.  

11. Overnight Accommodation 
All Hotel Reservations are on a bed and breakfast basis only.  

As a guide this equates to £100 a night outside London and £200 for London.  If an employee spends more than the recommended amount without prior agreement from the Head of Services, then the company may only pay up to the recommended amount.   
An employee is at liberty to upgrade their accommodation provided they agree, in advance, to pay the amount over and above the allowance.   This should be evidenced in the form of an email to the Head of Services or, in the case of the Head of Services, to the Treasurer.  

Where breakfast is not taken at the hotel or the cost is not covered an allowance of £15 can be claimed, this needs to be supported by a receipt.  

An overnight allowance of up to [insert] towards an evening meal can be claimed, this needs to be supported by a receipt.  It should be noted that claims above the allowance will not be authorised.  

12. Hospitality 
There may be occasions when senior staff members are required to entertain.  The claims for these occasions are to be met through the individual budgets.  Prior approval from the Chair of the board of Trustees must be obtained before any entertainment can be considered.  Receipts must be provided in all instances and approval is at the Chair’s discretion.

