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FINANCE PROCEDURES
Date Agreed:                 

Date to Review: 

Signed by:   To check the borders
	Item
	Detail
	Templates / Records

	1. Reports and records
	
	Finance Policy
Quarterly reports

Annual audit report

Monthly management accounts

Management Committee minutes about budget
Cash flow sheets 

	2. Income and Expenditure
	
	Annual budget

Books of accounts
Invoices

Service & products quotations

Cheque Requisition/Purchase Order Form

	3. Bank accounts
	
	Bank Statements

	4. Treatment of cheques and cash
	 Control of income 
	cheque books

	
	 Scope
	Paying-in books

	
	 Responsibilities
	

	
	 Procedure
	

	5. Payments and contract authorisation
	
	Copies of the funding/grant offer letter, terms & conditions and the budget

	6. Petty cash
	
	Petty cash vouchers and receipts

	7. Payroll
	Responsibility
	

	
	Payroll System
	

	
	New Employees:
	Starter sheet form

	
	Pension Scheme
	Pension scheme

	
	Leavers
	

	
	Salary Procedure
	

	8. Staffing matters
	The payment
	

	
	Staff expenses:  
	

	
	Re-imbursement:
	Staff Expenses claim form

	
	Staff loans salary advances:
	Loan/ advance request form

	
	Salary advances
	Loan/ advance request form

	
	Confidentiality
	Data protection policy


1. REPORTS AND RECORDS

a) The Executive Committee of ORGANISATION has overall responsibility for the organisation’s finances. All ORGANISATION’s books of accounts, bank statements, cheque books, paying-in books and other financial information will be kept at ORGANISATION’s Registered Office and are to be kept up to date at all times.
b) Monthly management accounts are produced

c) Management and budget-holders play a key role in the process of identifying the cause of variances and in deciding any appropriate corrective action.

d) Finance  produces quarterly reports for the Executive Committee, in order that they can monitor progress against the annual budget.

e) The Treasure, Director, Managers and Finance will ensure that ORGANISATION’s accounts are audited annually and a financial report made available to the Annual General Meeting.

f) With some input from the budget holders, the Director and the Managers, will be responsible for drafting an annual budget for approval by the Executive Committee, and once agreed by the Executive Committee, the budget holders will be responsible for the control of their budget throughout the year.

g) The approved budget then forms the basis for the delegated authority for the financial year and is the base against which financial performance is measured.

2. INCOME & EXPENDITURE

2.1. Bank Accounts
a) Organisation will bank with _____________________ where the accounts will be held in the name of Organisation.

b) Only designated Organisation staff will be authorised to sign cheques on behalf of the Executive Committee.

c) Organisation will not use any other bank or financial institution or use overdraft facilities or invest speculatively unless authorized, approved and minuted by the Executive Committee.

2.2. Treatments of Cheques and cash received
Grants/Donations

d) Finance will normally receive any donations. Any other  that receives donations either in person or through the post  should personally give them immediately to Finance
.
e) A member of Finance deposits all receipts in the Organisation’s Current Bank Account in accordance with the internal policies & procedures.

3. CONTROL OF INCOME

3. 1. Purpose

a) To ensure that all funds owed to the organization are received by their due dates.

b) To ensure that all necessary steps are taken to make sure that all items of income are recovered by the Organisation.

c) To ensure that items appearing, as debtors in the Organisation’s financial records are in fact recoverable and that irrecoverable items are written off after consultation with Managers & Treasurer and a provision is made against doubtful debts.

3. 2 Scope:
These procedures apply to all items of income. The organization’s cash flow is heavily reliant

on the timely receipt of all income.

3.3. Responsibilities

a) Responsibility for collection:

The responsibilities for raising the invoices requisitions required to collect funds on behalf of ORGANISATION lies with the staff that arrange the supply of services by Organisation or negotiate grants and funding on behalf of the organization which must be approved by the Director. Responsibility for collection of grant income is specified during the budget setting process. Where a grant or instalment has to be claimed, responsibility for processing the claim rests with the budget holder. Copies of the offer letter, terms & conditions and the budget must be passed to Managers and Finance. 
b) Where the grant is paid automatically, Finance will monitor receipt of the grant.

c) Responsibility for monitoring outstanding income (“credit control”):

The responsibility for the credit control lies with Finance who will inform the appropriate Budget Holder of any problems arising on the collection of debts or unpaid grants due to Organisation.

Each staff member should ensure that all relevant information relating to invoices is given to Finance  and ensure that income is collected as quickly as possible. 

3.4   Procedure

a) Grant Income

b) As soon as a grant is confirmed, the Funders’ information Sheet must be passed to the Deputy Director, Finance with a copy of the grant conditions.

c) Where a debt is outstanding, the relevant staff member/budget holder should ensure that immediate contact is made with the funding authority to ascertain the reason for the delay.
d) Finance, with the assistance of the budget-holders is then responsible for chasing any outstanding grants.

e) The Managers (Finance) and the Director should be kept informed of the position until the debt is settled.

4. PAYMENTS AND CONTRACT AUTHORISATION

ORGANISATION has a purchase order system and purchase order form must be completed and approved by the Line Manager prior to placing any order or engaging any services. This also applies to the purchase of catering services. Under no circumstances can staff purchase goods for personal usage on ORGANISATION’s accounts

a) Line Manager can only authorize expenditure from an approved budget.

b) In placing orders for goods or services, three quotations should be obtained for any one item over £2000.00.

c) Leases - both for property and equipment, and other potentially onerous contracts should be authorised by the Executive Committee & Director.

d) Funds received for restricted purposes should be separately identified and should be spent in accordance with the conditions imposed by the donor or grant making body.

e) Payment (Expenditure)

f) All invoices raised by Organisation should be on Organisation’s recognized letterheads.

g) Cheques to pay invoices can only be raised if accompanied by the original invoice/bill, and a ‘Cheque Requisition/Purchase Order Form’, correctly completed, endorsed by the relevant line manager and approved by the Director or one of the Managers s in his/her absence.

h) All cheques will require two authorized signatures. The counter-signatory must always ensure that the proper procedures have been followed prior to signing.

5. PETTY CASH

a) The petty cash float is set at £800 as agreed by the Executive Committee.

b) An Imprest System TO check with finance will be used to operate a float of £800, which will be held in a locked petty cash box in a secure place and to be the responsibility of the Office Manager/a designated finance staff  member. 
c) Petty Cash should only be used for items costing up to £10.00. Amounts more than this should be approved by the Director-Line Manager.

d) All petty cash payments are to be made on petty cash vouchers accompanied by a detailed explanation and by a receipt.

e) Only authorized signatories should countersign all petty cash vouchers and the Office Manager/designated finance staff  member should ensure that a correct balance in the petty cash box is maintained at all times. The appropriate staff member will make up any shortfalls.

f) All receipts to be stapled to the appropriately completed petty cash voucher and kept in the locked petty cash box together with the cash balance of the float.

g) Petty cash should be reconciled on a monthly basis from the balance as per the records to actual cash in the petty cash box before passing the relevant documents to the designated finance  member for posting onto the ledger.

h) Cash from other sources should not be used to top up the petty cash float.

6. PAYROLL

6.1. Responsibility
The prime responsibility for operating this system rests with Finance Officers and is supervised by the Managers, Finance.
Line Managers/Budget Holders in consultation with the Director have a responsibility to ensure that the staff is informed of any changes in personnel, salary rates or in hours worked.

6.2.  Payroll System

Organisation has a payroll system, administered in-house. Salaries are paid monthly, directly into staffs’ bank accounts on the one but last working day of each month, with the exception of December where payments are made on the penultimate working day before Christmas Day.

6.3.  New Employees:
· Details of new employees are provided to the Managers, (Finance) by the Line
Manager by means of a starter sheet.

· Once authorized, Finance passes this information to the appropriate finance 
     staff member who will process the payroll accordingly.

6.4. Pension Scheme

a) To rephrase ORGANISATION operates a contracted – out final salary scheme, which is applied to the basic contractual salary as follows: ___________________________________________________Once completed and authorized by the Director, these should be returned to Finance  who will check for accuracy.
b) The completed forms are then countersigned by Finance before forwarding to the Pension Provider.
6.5 Leavers

Details of staff leaving the employment of the Organisation are given in writing to the Managers, Finance by the Line Manager as follows:

· Employee name

· Date of leaving

· Holiday entitlement, etc.

6.6. Salary Procedure

The Director notifies Finance in writing of the new rates for each employee. Salary changes are notified to staff members by Director or their Line Managers Acting up allowance or any other additional payments, once agreed between Line Manager and Director, is notified in writing to Finance by the Director.

In exceptional circumstances, an employee can be paid by cheque which can be manual or system generated.

7. STAFFING MATTERS

7.1. The payment and level of all salaries, wages, pension, compensation and other earnings
a) It should be made under arrangements controlled by the Director in consultation with the Management, and approved by the Executive Committee. Organisation prefers, where possible, to pay employees salaries directly into their own bank account, through an automatic banking system.

7.2. Staff expenses:  
a) It should be claimed on the appropriate claim form, and forwarded to Finance  with all receipts for checking and reimbursement. 
b) All expense claims will be re-checked by the staff members' Line Manager.
c) The expense claim form should only be used for standard travel and food items, any other purchase staff might find necessary should first be authorised by their Line Manager/Budget Holder. 
d) The Directors expense claim will be forwarded to a Chair of the organization or Vice Chair in his/her absence. For further details on staff expenses, see ORGANISATION’s ‘Staff Expenses Policy’.

7.3. Re-imbursement 
a) To any staff member for expenditure that cannot be claimed on a normal monthly expense claim form, must be accompanied by a ‘Cheque Requisition/Purchase Order Form’ and accompanied by the relevant invoice. It is preferable that any expenditure is invoiced to Organisation and should not be paid from the petty cash. Where this is not practical and payment needs to be reimbursed directly to a staff member, authorization must be obtained from the Director.
7.4. Staff loans and salary advances 
a) ORGANISATION will make a loan to staff up to maximum of one month‘s net salary to cover the purchase of travel season tickets and training fees.

7.5. Staff loans 
a) Loans should never exceed the net monthly salary of the worker concerned, less any amount advanced for expenses.

b) The Director, in conjunction with the appropriate Line Manager, will investigate the need for a loan to be made, explore alternatives, and discuss terms of repayment with the applicant. If the direct Line Manager of the applicant is the Director, the Chair or Committee Member nominated by the Chair will assist the Director in this investigation. In all cases, the Chair (or Committee Member nominated by the Chair) must approve the Director’s recommendation.

c) If a loan is agreed, the applicant will be required to sign a contract with ORGANISATION agreeing the amount of the loan, the terms of repayment to ORGANISATION as deductions from monthly net salary, and agreeing that if the applicant leaves ORGANISATION employment, any remaining balance due from the loan will be deducted from his/her final salary.

d) Loans will be confidential as between Chair/Committee Member, Line Manager, Administrative and Accounts staff, and the applicant. 

e) The Director will report to Executive Committee once a year on the number of loans made, the total amount involved, and any amount outstanding at the date of the report.

f) Only one loan agreement can be in place between ORGANISATION and an employee at any one time.

7.6. Salary advances

a) Salary advances will only be considered in exceptional circumstances.

b) Salary advances may be requested from the Managers, Finance who will notify the appropriate Line Manager and Director.

c) All salary advances will be repayable by deduction from salary in the same month as requested.

d) Salary advances will only be permitted:
· If the staff member does not have an outstanding loan with ORGANISATION
· If the staff member has accrued enough pay within a given month for the amount asked for.

· If the staff member has not requested a salary advance in the preceding month.

8. Confidentiality
· Finance staff must maintain total confidentiality at all times and must not divulged any personnel information held within finance section unless by approval by the Director or Managers of finance.

· Comply with Data Protection Acts.

· The confidentiality of employee’s financial circumstances will be respected at all times.

· Committee members, volunteers and employees will at all times act in the best interest of the organization and if they experience a conflict of interest they will not divulge sensitive information.

· Cash Advance/‘Float’

To check the problem with the numerals
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