[group name] financial rules and regulations
1. Introduction

1.1. Financial records will be kept so that the [group name] can:

a. Meet its legal and other obligations, e.g., Inland Revenue, Customs and Excise, Common Law.

b. Enable the Management Committee to have control of the organisation’s finances.
c. Enable the organisation to meet the requirements of funding bodies.
1.2. The organisation will keep proper books of account, which will include:

a. A cashbook analysing all the transactions in the organisation’s bank account(s).

b. A petty cashbook if cash purchases are being made.

1.3. The financial year for the [group name] will end on 31 March of each year.  Annual accounts will be drawn up within three months of the end of each financial year and presented to the next annual general meeting (AGM).

1.4. The Treasurer will inform the committee of currnet income and expenditure regularly at management committee meetings, which will be minuted.
1.5. The [group name] will adhere to good practice in relation to its finances at all times, e.g. when relevant it will set up and maintain a fixed asset register stating the date of purchase, cost, serial numbers and normal location of the asset(s).

2. Cheques
2.1. The bank mandate (list of people who can sign cheques on the organisation’s behalf) will always be approved and minuted by the management committee as will all changes to it.
2.2. Each cheque will be signed by at least two people, if at all possible one should be the treasurer.
3. Receipts (income)

The aim is to demonstrate that the [group name] has received all the income to which it is entitled and that it is all reasonably evidenced.

3.1. All monies received will be recorded promptly in the cash analysis book and banked without delay (note this includes sundry receipts such as payments for telephone calls, photocopying, etc.) The organisation will maintain files of documentation eg. letters from funding bodies to back this up.
4. Payments (expenditure)

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

4.2. Blank cheques will never be signed.  The relevant payee’s name will always be inscribed on the cheque before signature.  The cheque stub will always be filled in.  

4.3. No cheques will be signed without original documentation.
4.4. Whenever possible, the same person should not be responsible for ordering, processing and checking invoices as well as raising cheque requisitions, signing cheques and making payments.

4.5. The Chair and/or the Treasurer with (in either case) one other committee member shall not approve expenditure of more than £100.00. This approval should be written down, signed by both people approving it, and reported to and minuted at the next committee meeting.

5. Payment documentation

5.1. Every payment out of the organisations bank account will be supported by an original invoice (never against a supplier’s statement or final demand). The person who signs the cheque should ensure that the details of the cheque are recorded. This includes the following: 
• Cheque number

• Date cheque drawn
• Amount of cheque   
• Who signed the cheque
• Invoice to which each cheque relates to

5.2. Petty cash will always be maintained on the imprest system where by the treasurer is trusted with a float as agreed by the management committee. When it is more or less expended, a cheque will be drawn for a sufficient amount bringing up the float to the agreed sum (currently agreed at £[amount]), the cheque being supported by a complete set of expenditure vouchers and when possible receipts, totalling the amount spent. The expenditure will be analysed in the petty cashbook.
5.3. Expenses/Allowances: [group name] will reimburse if the following information is provided:

• Bus/train/taxi fares are evidenced by tickets/original receipts (where possible).

• Other expenditure is evidenced by original receipts.

• Car mileage

6. Other undertakings

6.1. [group name] does not accept liability for any financial commitment unless properly authorised.

6.2. All fund raising and grant applications undertaken on behalf of [group name] will be done in the name of the organisation with prior approval of the management committee.
6.3. All financial records will be filed and kept for 6 years.
This policy will be reviewed yearly.

Signed (Chair): …………………………………………………

Dated: ……………………………………

1st Review Date: ……………………………………

Why have written financial rules and regulations?
· It helps the committee remember what they need to do

· It helps new committee members understand what their responsibilities are.

· If someone leaves the committee good records make it easier to hand the finances over to someone else.

· Keeping good financial records helps you get grants.  Funder want to know they can trust you with their money.  Keeping good financial records shows them you can be trusted.

· If you don’t keep good records of how you spend your grant money a funder may not want to give you another grant next time you apply.

