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1. Purpose
This policy outlines how Dance4U Inclusive Arts CIC manages its finances responsibly, transparently, and in line with legal and funding requirements.
2. Financial Responsibility
The Board of Directors is collectively responsible for proper financial management, oversight of income and expenditure, compliance with funding conditions, and ensuring that appropriate checks and separation of duties are maintained. No individual may authorise a payment to themselves.
3. Income Management
All income is recorded accurately
Income sources include grants, donations, and service delivery
Funds are used in line with funding agreements
4. Expenditure Management
All expenditure must be appropriate and necessary
Payments are recorded and supported by invoices/receipts
Spending aligns with organisational objectives
5. Budgeting
Budgets are created and monitored
Spending is reviewed against budgets regularly
6. Payment Authorisations
All financial transactions must be reviewed and authorised by two unrelated people who are permitted by the organisation to approve payments.
Payments outside an agreed budget, payments to a governing body member, and any unusual or high-risk expenditure require Board approval and must be recorded in the minutes or written decision record.
7. Record Keeping
Financial records are kept up to date
Bank statements, invoices, and receipts are retained
Records are stored securely
8. Grant Management
Grant funds are tracked separately where required
Reports are completed in line with funder requirements
9. Fraud Prevention
Financial controls are in place to prevent misuse of funds
Any concerns must be reported immediately
10. Transparency
Financial information is available to the Board
Reports are produced when required
11. Governing Body Member Payments & Written Agreements
A governing body member may only receive payment for separately agreed work or services where the payment is lawful, reasonable, in the best interests of Dance4U Inclusive Arts CIC, and properly authorised. Payment is not automatic because an individual is a Director or governing body member.
Before any paid work begins, there must be a written agreement between Dance4U Inclusive Arts CIC and the individual. The written agreement must state:
The specific work, service or duties that may be paid for, clearly distinguished from ordinary unpaid governance duties.
The agreed rate of pay, fee or method for calculating payment, including any maximum amount or cap.
When payment may be made and how often payments may be made (for example, per session, monthly, on completion of agreed work, or another stated schedule).
The period covered by the agreement and the date on which it will be reviewed or end.
The evidence required before payment, such as timesheets, invoices, session records, receipts or other agreed documentation.
The approval process, including confirmation that the individual receiving payment cannot approve or authorise their own payment.
Any relevant funding restrictions, grant conditions or budget limits that apply.
Any change to the type of work, rate, frequency or maximum payment must be approved before the change takes effect and recorded in writing.
12. Two-Person Review & Authorisation of Financial Transactions
Dance4U Inclusive Arts CIC operates a two-person financial review control. Financial transactions must be reviewed by two unrelated authorised people before payment is released wherever the banking or payment system allows. Where a system does not provide dual authorisation functionality, the second authorised person must complete and document an independent pre-payment review.
The two reviewers must not be related to each other and must be authorised by the organisation to approve expenditure.
Reviewers must check the purpose of the payment, supporting invoice/receipt, amount, payee details, budget availability, funding restrictions and any declared conflict of interest.
Evidence of the two-person review must be retained through the banking approval record, payment log, email approval, signed authorisation or Board minutes as appropriate.
Cash withdrawals and unusual payment methods should be avoided where possible and require the same level of review and documentary evidence.

Pre-authorized operational expenditure

The Board of Directors gives standing/blanket authority for operational expenditure of up to £250 per transaction, provided the expenditure is within an agreed organizational or project budget, is necessary and appropriate for Dance4U Inclusive Arts CIC’s activities, and is supported by appropriate documentation. This authority allows routine operational expenditure to proceed without requiring a separate Board decision for each individual transaction.
All such transactions must still be reviewed and authorized by two unrelated authorized people before payment is released.
Expenditure above £1,000, expenditure outside an agreed budget, unusual or high-risk expenditure, and payments involving a Director or other conflict of interest require additional Board approval.

13. Payment Review, Reconciliation & Oversight
Payments and expenditure are reviewed through a documented financial control process:
Before payment: two unrelated authorised people review the payment and supporting evidence.
Monthly: bank transactions are reconciled against invoices, receipts, payroll/payment records and accounting records. Any unexplained or duplicate item is investigated promptly.
Quarterly: the Board reviews expenditure against budget, material variances, grant spending, payments to governing body members, unusual transactions and any conflicts of interest.
Annually: the Board reviews financial controls, authorised persons, recurring payment arrangements, governing body payment agreements and the continued reasonableness of any rates or fees.
At any time: a payment may be paused, rejected, recovered or referred for further review if supporting evidence is incomplete, approval requirements are not met, a conflict is unmanaged, or the expenditure appears inconsistent with the organisation’s purposes or funding conditions.
The review should consider whether the payment remains necessary, reasonable, proportionate, properly evidenced, within budget and consistent with any written agreement or funding restriction. Decisions and actions arising from reviews must be documented.
14. Conflicts of Interest in Financial Decisions
The Conflict of Interest Policy applies to all financial decisions. A Director, governing body member or other decision-maker with a personal or financial interest in a proposed payment must declare the conflict before discussion or approval.
The conflicted person must not take part in the decision, vote on the payment or authorise the transaction.
The remaining unconflicted decision-makers must consider whether the payment is necessary, reasonable, affordable and in the best interests of the organisation.
Where a governing body member is to be paid, the written agreement, rate, frequency and maximum amount must be reviewed independently and recorded.
The declaration, discussion, decision and approval must be documented in the minutes, conflict register or other formal record.
15. Monitoring & Review
This policy will be reviewed at least annually, and sooner where there are material financial, legal, funding or organisational changes. The annual review will include payment controls, two-person authorisation arrangements, governing body payment agreements, conflict management and financial record keeping.
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