Financial controls

These financial procedures are designed to ensure the propriety and efficiency of the organisation’s activities.  It is ultimately the responsibility of the management committee to protect the assets of the organisation but all staff must be familiar with the policies and the segregation of financial duties.  This helps protect the organisation reduce the likelihood for errors as well as guard against deliberate fraud.

Financial planning

An annual budget should be prepared along with regular updates through the year.

Responsible person?

Who do they report to and when?

Who agrees the final budget including income and expenditure?

Who is responsible for updates and how often?

Is professional advice taken when appropriate?

How is budget information used to plan future services or changes?

Accounts and auditing

Are books and records kept of all transactions?

Records should be kept for a minimum of six years?

Do the accounts comply with the legal/charitable requirements?

Are accounts formally approved by the management committee?

Auditing

If income above £10,000 details of the external auditors

Income records

How are incoming cheques and cash recorded?

Details of regular checks on accuracy of these records – who is responsible?

Checks that there are no discrepancies?

Expenditure and purchasing

How is expenditure authorised?

Are invoices/receipts kept for all expenditure?

Chequebooks kept securely and accessed by nominated people?

Authorisation of payments made by person other than nominating person?

How are invoices checked against orders made?

Records of orders made but not yet fulfilled?

Quality and quantity of goods ordered checked on receipt?

Stocktaking?

Payment by cheque

Cheque signatories’ details

Policy that signatory cannot sign cheques to themselves?

Policy on not signing blank cheques?

Any monetary limits in place for signatory?

Are records of cheque numbers and amounts kept?

Petty cash

What payments are made from petty cash?

Where is petty cash drawn from?

Do all payments have supporting receipts?

Are payments authorised and checked by person other than claimant?

How are records maintained?

Who checks petty cash?

Wages and salaries

Staff employed under proper contracts of employment and compliant with PAYE and NIC rules?

Personnel records kept separate from wages/salaries

Salary levels are properly authorised

Cash payments avoided wherever possible

Bank and Building Society Accounts

Records of all accounts kept

Regular balance checks carried out?

Instructions to open and close accounts properly authorised

Crosschecks between bank accounts/income and expenditure

Reserves

Specify any reserves aimed at if appropriate

Does this comply with Charity Commission guidance of 3-24 months?

Reason and purpose of reserves clear and recorded

How will reserves be built up?

How is income gained from reserves used?

Who is responsible for monitoring levels?

