
Name of Company
Financial Procedures Policy 
Name of Company aims to have 9 (nine) trustees. All of the trustees are responsible for ensuring the charity is both viable and accountable, with at least 3 (three) of these trustees to be signatories at the bank along with the Chief Officer.
Action – Purchase
Procedure – All single purchases over the amount of £xxxx require to be agreed by the board. These should, where possible, be discussed at a meeting and voted on. If time does not allow for this, permission can be sought by email with a majority agreement. All single purchases under £xxxx will be agreed by the Chief Officer.
Action – Payments made by Cheque
Procedure – All invoices due for payment should be prepared by the Finance Officer and cheques made out. These should then be presented to two different signatories for checking and signing. 
Action – Payments made by BACS 

Procedure – Payments are prepared by the Finance Officer and inspected by at least one trustee. The Finance Officer will then, in the presence of at least one trustee, use the approved banking method to make the payments which will then be signed as witnessed by the trustee in attendance.
Action – Payments received by Cash/Cheque
Procedure – All cash/cheques received should be logged into the payments received book by the Finance Officer and stored in a locked tin, until the next trip to the bank.
Action – Payments received by BACS
Procedure – BACS payments, where written notification has been received, should be checked to ensure received at the bank by the Finance Officer. Bank statements should be checked regularly for payments received without written notice. 
Action – Record Keeping & Reporting
Procedure – The Finance Officer is responsible for ensuring all transactions are recorded in the approved programme (Money Manager or similar). A monthly statement should be produced giving a clear indication of the finances to date and giving a comparable figure to the budget figure.
Action – Final Accounts

Procedure – The Finance Officer will prepare the year end final accounts.
Action – Verification of Final Accounts 

Procedure – The prepared final accounts will be presented to the elected Accountant for Independent Examination at the statutory level required by law or the constitution.
Action – Invoices sent 

Procedure – The Finance Officer will be responsible for the invoicing of all contracts/sales and tracking payment of these invoices. The board will be informed of any invoices which have been outstanding for 60 days or more.
Action – Asset Register
Procedure – The Finance Officer will maintain an asset register for all equipment purchased showing the date of purchase and date disposed of. Only equipment with an original cost of £1000 or over will be recorded in the final accounts.

