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Board Approval – June 2026
Review Date – June 2027 
Mottram Community Association
Financial Controls Policy

1. Policy Statement
Mottram Community Association (MCA) is committed to managing its finances responsibly, transparently, and in line with legal and regulatory requirements.
This policy sets out the financial controls and procedures to ensure:
· Accurate recording of all income and expenditure 
· Protection of MCA assets 
· Compliance with the Charity Commission guidance and UK law 
· Clear roles and responsibilities for trustees and volunteers 

2. Scope
This policy applies to:
· All trustees and volunteers handling MCA funds 
· Any hirers or partners receiving or using MCA funds for agreed purposes 
· All income, expenditure, assets, and financial records of MCA 

3. Key Principles
MCA will:
1. Segregate Duties: No single individual should have sole control over income, expenditure, and reconciliation. 
2. Transparency: All financial transactions will be documented and available for trustee review. 
3. Authorisation: Payments and commitments must be authorised in line with delegated limits. 
4. Accountability: Trustees are responsible for ensuring proper financial management. 
5. Regular Monitoring: Financial records and bank accounts will be regularly reviewed and reconciled.

4. Roles and Responsibilities
Board of Trustees:
· Approve annual budget and financial policies 
· Review financial statements quarterly 
· Ensure compliance with the law and Charity Commission guidance 
Treasurer (or Designated Trustee responsible for finance):
· Maintain accurate financial records 
· Prepare monthly/quarterly accounts for trustee review 
· Reconcile bank statements and monitor cash flow 
· Ensure proper authorisation of all payments and receipts 
Volunteers Handling Cash/Income:
· Issue receipts for all income collected 
· Record income accurately in the accounting system 
· Deposit cash promptly into MCA bank account

5. Income Controls
· All income (donations, grants, membership fees, or room hire) must be recorded promptly. 
· Cash must be counted by two volunteers where possible and banked intact and promptly. 
· Cheques must be signed and recorded with supporting documentation (invoice, donation form, or agreement). 
· Online payments must be reconciled against invoices. 

6. Expenditure Controls
· All payments must be supported by invoices, receipts, or signed agreements. 
· Payment approval: 
· Up to £50 – Authorised by one trustee 
· £51–£500 – Authorised by two trustees 
· Over £500 – Authorised by at least two trustees, recorded in meeting minutes
· No trustee or volunteer may authorise payments to themselves without full disclosure and approval from the remaining trustees. 

7. Bank Account Controls
· MCA bank accounts require dual authorisation for all withdrawals and online payments. 
· Bank statements are reconciled monthly against the accounting records by the Treasurer. 
· Any discrepancies are reported immediately to the Board of Trustees. 

8. Asset Management
· All tangible assets (equipment, furniture) will be recorded in a fixed asset register. 
· Assets must be used only for MCA purposes. 
· Loss, damage, or disposal must be reported to the Treasurer and Board of Trustees.

9. Record Keeping
· Financial records, including receipts, invoices, bank statements, and cashbooks, will be retained for at least 6 years. 
· Records will be stored securely, either physically or digitally, and backed up where appropriate. 
· The Board of Trustees has access to all financial records at any time. 

10. Budgeting and Financial Reporting
· An annual budget will be prepared and approved by the Board of Trustees. 
· Regular financial reports (income/expenditure vs budget, bank reconciliations) are reviewed quarterly. 
· Variances from budget are explained and corrective actions proposed if necessary. 

11. Internal and External Audit
· MCA may conduct internal reviews or independent audits as required by the Board or Charity Commission. 
· Trustees are responsible for acting on recommendations from audits to strengthen financial controls.
12. Fraud and Mismanagement
· Any suspicion of fraud, theft, or mismanagement must be reported immediately to the Chair of the Board. 
· Trustees will investigate and take appropriate action, including reporting to external authorities if required. 
· Volunteers or trustees found to be committing fraud will face removal from roles and legal actions taken.

13. Policy Review
· This policy will be reviewed annually by the Board of Trustees to ensure continued compliance and relevance.
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