INTERNAL FINANCIAL CONTROLS
Registered Charity  1178290   

BANK ACCOUNTS 
Reconciliation of the accounting records and bank statements is carried out at the end of each month and a week before the quarterly Committee meetings to report on any differences.

BANK SIGNATORIES 
The Bank Mandate for each of the three accounts will show the names of the Trustees authorised to manage the account.  Any changes to the Mandate(s) require the authorisation of two of the existing signatories.

BANK TRANSACTIONS 
1.) All receipts will be recorded when received to differentiate between “restricted receipts” and general receipts and whether any donations are made under the Gift Aid Scheme.
The receipts are annotated FP, BACS, CAF donate as appropriate.
2.) All payments are recorded when debited from our account to differentiate between those from “restricted funds” and those from general funds. They are numbered and anotated OTFR, Int Pay as appropriate.
3.) The Treasurer and the Authorising Officers each have a unique User Name and password to log into on line banking which is linked to their mobile ‘phone number.  
On entering the User Name and password the bank will send a text message with a one time passcode to authenticate their mobile and allow access to the system. 
4.) The Treasurer will check the payee account number and sort code before entering the transaction on the system, email a Trustee with the details of payee, amount and reason for payment and request him/her to initiate the release of the payment.
5.) Each transaction has to be entered separately and before being listed as waiting approval the bank will send a text message with a one time passcode to the Treasurer. Each payment has to be approved separately and the Authorising Officer can access the beneficiary details and amount for approval. The bank will send a text message with a one time passcode to complete the approval and initiate the payment. 
6.) The payment system will not allow the same person to enter a payment and authorise the release.  Only the Treasurer can enter a payment on the system, add/delete a payee or make changes to payee records.  Wherever possible we avoid the situation where a Trustee initiates the release of a payment to him/herself.
7.) If there is a change in any details for UK payments the Treasurer will confirm these with the payee by contacting outside organisations for clarification or by ‘phone/email for expenses forms.
8.) For any new payees the Treasurer will create a new record of payee name, account number and sort code.  The new CAF Bank system will only accept the new record if the details are recognised.  Before the payment can be raised the Treasurer will log back into online banking and enter a one time passcode to confirm their mobile number.
9.) The Expenses Form requires details of reason for claim, date incurred and total claimed as well as name, address and bank details, date of claim and signature.  If more than one expense is being claimed an itemised schedule is also required. The mileage rate for motor travel is the HMRC recommended rate.
10.) For the Direct Debit payment a self assessment is undertaken each year to confirm  PNGCP meets the requirements set for the Data Protection Fee requested by the ICO.
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INTERNATIONAL PAYMENTS  
1.) An application form is completed by the Treasurer, authorised by a second Trustee and then sent to CAF Bank as they will only accept original signatures.
2.) The details required are reason for payment, bank name and full postal address, account name and number, BIC Code as well as beneficiary name and full address.
3.) The beneficiary must provide full banking details each time.  It is recognised that addresses are not always used in PNG – a PO Box address will be acceptable for the bank and beneficiary address but not just a bank branch number.
4.) For the initial payment the Treasurer will check that the name of the beneficiary and the name on the bank account are the same or for small grants when the beneficiary has advised that the funds will be held on their behalf and managed by a named Diocesan Officer, the Treasurer will confirm this and the bank account details.
5.) The Treasurer will check that the address of the beneficiary and the bank address are in the same area of PNG.  If not clarification will be sought.  As most banks are in major areas of PNG, where details are held, the bank address can be checked to avoid the potential for fraud.  If for any subsequent payments there is a change in any bank details, these will be checked. 

GRANTS 
1.) For small local grants the applicant may not have an email address.  In these cases a senior officer or somebody who can be contacted on their behalf must provide an email address.
If the applicant is not the person responsible for handling the money and providing financial reports, the Responsible Officer must provide an email address and sign the application.
2.) As many groups and organisations in PNG do not have bank accounts, wherever possible donations/grants are sent to Diocesan Health Accounts, Diocesan Education Accounts, Parish Accounts or Youth Accounts managed by senior priests and Youth Officers covering a number of Churches and Youth Groups. 
3.) All the applications are forwarded to the three members of the Review Panel.  They will assess them individually and then compare notes.
The criteria considered :- 
i) fully completed 
ii) authorised by a person responsible for the applicant’s work
iii) have realistic budget and potential to sustain and enhance the project
iv) show clear plans
v) have considered security and storage.
	A list of potential recipients will be drawn up
4.) The decision on which applications to recommend to the Committee to support will be dependent upon :-
i) funds available for the year
ii) spread of applications across the Dioceses taking account of funds already given in each Diocese in the year
iii) whether some applicants had indicated that they could proceed with less than the amount requested.

FINANCIAL RESERVES 

PNGCP  will keep sufficient funds in the current account to cover its debts as they fall due.
PNGCP is committed to have sufficient reserves in its CCLA  Accounts to safeguard costs of any staff and in addition unrestricted funds to cover one year’s operating expenses.
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INVESTING CHARITY FUNDS 

The Charity’s funds are invested in the CBF Church of England Deposit Fund.  (CCLA Accounts). 
Bank accounts may only be opened if covered by the Financial Services Compensation Scheme (FSCS).  Funds may not be invested in any other financial instruments without the prior approval of the Trustees.
Any large donations from supporters or legacies from personnel who have worked in PNG are credited to these accounts. A record is kept of all donations differentiated between “restricted” and general receipts and whether any are made under the Gift Aid Scheme.



Review the implementation of the Internal Financial Controls and approve them at least annually.

Approved at the meeting of  6 August 2026

Next Review due   August 2027 
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