PNGCP FINANCE POLICY AND PROCEDURES 2026 
Registered Charity  1178290   

AIM  The aim of the policy is to :-
i) Safeguard the assets of Papua New Guinea Church Partnership (PNGCP) and
ii) Ensure that all monies received are expended in accordance with the objects of PNGCP and the wishes of the donors.

ASSETS  A list of purchased assets which have a life expectancy of more than three years, together with their date of purchase, cost and any guarantee period, will be kept with the original invoices and guarantees in a file at ACO. 

The disposal of any such assets will be approved by the Trustees and minuted at the quarterly Committee meeting.  The disposal of any other assets e.g. books, pamphlets, artefacts, films or videos will similarly be approved and minuted.

BANK ACCOUNTS  PNGCP will hold one current account with CAF Bank and two deposit accounts with CCLA – General Reserve  and Staff Reserve (a small balance in this account).
CCLA  Account is where the Charity’s funds are invested and holds most of the Restricted Funds.
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.

BANK SIGNATORIES  Each bank account will have a minimum of three Trustees as signatories with any two to authorise the release of payments or sign cheques.
When a Trustee retires or steps down, he/she will be deleted as a bank signatory and another appointed to take their place.  In order to maintain the minimum number of signatories at all times each account will have four signatories.

BANK TRANSACTIONS 
i) Receipts will normally be credited directly into the current account. Cheques and any cash will be paid in by the Treasurer. Cheques can be paid into CAF via the Post Office or RBS or HSBC.  Cash can only be paid in via RBS or HSBC.  
All donations will be acknowledged by the Treasurer by letter or email if known.
ii) All receipts will be recorded to differentiate between “restricted” receipts and general receipts and whether any donations are made under the Gift Aid Scheme.
iii) The details given by donors and donor organisations or their contacts are kept to acknowledge receipts.
iv) Payments will only be made against :-
a) Official invoices that have been authorised by two people one of which has made the commitment.
Where a second authorisation is needed for invoices received directly, the Treasurer will email a Trustee with details of payee, amount and reason for payment and request him/her to authorise the payment by email.
b) Expenses forms from Trustees and Committee members, with receipts and relevant details attached, authorised by two Trustees (mostly at Committee meetings)
c) Payments approved at Committee meetings for International Payments.
v) All payments will be recorded to differentiate between those from “restricted” funds and those from general funds.
vi) Payments for UK will normally be made by bank transfer through the Faster Payments System. Only 4 cheques have been drawn in the last five years.
PGCP does not have a debit or credit card.  It does not have any Standing Orders and only one Direct Debit – annual payment to ICO. 
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vii) Only those details of suppliers, Trustees and Committee members that are needed to make payments are kept on the banking system.
viii) CAF Bank does not operate as an International Bank but uses Western Union to facilitate these payments.

INTERNATIONAL PAYMENTS   
i) International payments to PNG are made in GBP.  All payments are credited to the Bank of South Pacific in Port Moresby, (the main bank in PNG), changed into Kina and then transferred to the relevant bank or a local branch of BOSP for crediting to the beneficiary’s account or holding account for small grants if the applicant does not have an account of their own.  This may be a Diocesan Office, a Diocesan Health, a Diocesan Education Account or an Area Youth Officer Account.
ii) Payments will only be credited to an established bank – BOSP or WESTPAC Bank.
In order to avoid delays in transferring funds from BOSP in Port Moresby to WESTPAC, applicants will be encouraged to use a branch of BOSP.  If WESTPAC is chosen the Treasurer will confirm with the beneficiary that the account given is operational as this bank has recently changed its policy on accounts that it will service.
iii) PNGCP pays £25 for each transaction to BOSP and the beneficiary pays any costs for transfer to the receiving bank.
iv) The Treasurer will email the beneficiary when the payment has been debited from our account, advise them that payment will be credited to the designated account (normally within five working days) and request confirmation of receipt.  If confirmation of receipt is not received within 10 days of leaving our account, the Treasurer will follow this up.
v) For small local grants where the funds for more than one project are held in a holding account the Treasurer will also contact the applicant to advise them that the funds have been sent so that they can liaise with the responsible person to access the funds and ensure that they are used for the designated purpose.  Confirmation of the receipt of the funds by the applicant(s) is requested. If confirmation of receipt is not received within 15 days, the Treasurer will follow this up.
GRANTS   
i.) Grant requests will be considered by the whole Committee at the next meeting following receipt, except when considered urgent. Grant requests may be brought to the Committee by any member.  There is a separate scheme for small local grants.
ii.) If a Committee member requests an urgent grant payment between meetings, the details will be circulated by email to all members for their approval.  Payment will be made if there is a unanimous decision.  If not unanimous, the views of the Trustees will take preference and in the event of a tied vote, the decision of the Chair person will be taken.
iii) The maximum annual level of funding for grants across all 5 Dioceses is :-
a) £20,000 for larger projects e.g Modawa Institute, Diocesan Health, Diocesan Education, SSF Brothers
b) £6,500 for medium projects e.g. student support, water tanks
c) £20,000 for small local projects (maximum K5,000 per project.
iv) Grants will not be considered for tuition fees, refurbishment of Diocesan Offices or office equipment for Diocesan Offices.
v) For all grants we will request estimates of funding source(s) and expenditure and then a report on how the funds have been used.  Proforma dependent on value.
vi) For any interim grants or those of a recurring nature we will withhold future payments until we have accounts showing how previous monies have been spent.
vii) A Grants Register will be maintained for the Province to track grants by Parish/area and Diocese to ensure equality across the Dioceses.
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There is a separate Education Trust Fund for the payment of tuition fees for a girl whose family come from the Jimi Valley and that one parent of the girl should be either an employee of ACPNG including those teaching adult literacy or a priest or catechist who is currently serving the Anglican Church.

TRUSTEE AND COMMITTEE EXPENSES 
All members of the Committee may claim expenses for return travel to Committee meetings, social events and any other costs they incur in carrying out duties on behalf of the Charity e.g. refreshments for Committee meetings, postage and stationery, attendance at and return travel to any events to promote PNGCP objectives, looking after visitors from PNG invited to stay after attending courses/ events in Canterbury. 
Travel is by second class fare if by rail or economy if by air or at HMRC approved rates if by car or bicycle.  For tube and bus fares it is recognised that when using an Oyster Card/Bank Card a receipt is not issued but there are standard rates for different zones and daily rates.on tubes and buses.  Similarly for car parking a receipt is not always issued and sometimes the ticket has to be inserted into the machine when exiting the car park.	 
A payment of £100 is offered to any member who provides accommodation to visitors from PNG.
COMMITMENTS  These may only be made by a Trustee or member of the full Committee with relevant experience e.g. agreement for use of ACO, PNGCP website or proven good value e.g. printing of Newsletters and documents.  These will be approved by the Trustees and minuted at the quarterly Committee meeting.
If the cost of an endeavour exceeds £500 two quotations will be required.
If contracting for work to be done, a contract will be drawn up with appropriate Terms and Conditions against work performed.

BUDGET  A  budget will be prepared each year for each area of activity based on the current level of income and expenditure and any known changes, for discussion and agreement at the fourth quarterly meeting. It will be effective for the period January to December. 

GIFT AID  Records will be kept in a file in a locked cabinet at ACO of all Gift Aid forms ensuring completion by the donor.  Any changes in name, address or Gift Aid status will be updated by the Treasurer when notified.
The Gift Aid Claim will be submitted to HMRC in the second quarter of the following year.
The Declaration on the Donor Form includes a statement that “details may be kept on PNGCP’s database for administration and communication purposes only”.  Signing of the Declaration is taken as consent for us to use this data.
Gift Aid forms will be reviewed every three years. Any forms from donors for whom we have been notified that they have died or moved away and no subsequent donation has been received after 7 years will be destroyed by shredding. Any forms from donors where no donation has been received within the last 7 years will also be destroyed by shredding. 

FINANCIAL RESERVES  PNGCP will keep sufficient funds in the current account to cover its debts as they fall due.  Any restricted funds received on a regular basis e.g. for Bp Hand School of Theology, Sisters of the Visitation are held until there is a reasonable amount and then forwarded (normally 6 months)
PNGCP is committed to have sufficient reserves to safeguard costs of any staff and in addition unrestricted funds to cover one year’s operating expenses.
Any large donations will only be accepted from known personnel, recognised banks or solicitors.  If a cheque is received it will be credited to our CCLA  account.  If from a bank or solicitors the Treasurer will request a direct transfer into our CCLA  account.
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QUARTERLY REPORTS TO THE COMMITTEE  The Treasurer will prepare a current financial report for each of the quarterly Committee meetings.  This will include a summary of the “restricted” and unrestricted income and expenditure during the year and a record of the “restricted” funds being held together with the bank balances.  The report will be provided to all Committee members prior to the meeting so that it can be reviewed and any questions raised.
A copy of the report will be filed in a locked cabinet, with the Minutes of the meetings at ACO.
The records for each year are held in hard copy with all backing documentation in a locked cabinet at ACO. 



Review the implementation of the Finance Policy, Procedures and Practices and approve them at least annually.

Policy approved at the meeting of  6 August 2026

Next Review due  August 2027



