HIGH PEAK COUNCIL FOR VOLUNTARY SERVICE

FINANCE POLICY

The overall responsibility for managing the financial affairs of High Peak Council for Voluntary Service lies with the Board of Directors.  In exercising this responsibility the Board are required to reflect current legislation, the organisation's constitution and the standards set by the National Association of Councils for Voluntary Service. This document sets out the allocation of responsibilities for managing the financial affairs of High Peak Council for Voluntary Service

GENERAL RESPONSIBILITIES

1
Financial Reports
1.1
The Chief Executive with the Finance Manager will prepare for each meeting of the Board (or of the Finance Sub-Committee if required) an income and expenditure summary which sets out for each of the projects:
· The actual income and expenditure (including accruals and prepayments) as per budget for the previous quarter for review and will include a forecast.
· An annual budget will be issued at the beginning of the financial year, and a revised budget in October (to reflect new streams of income/projects during the year).
2
Budgets
2.1
A budget will be set by the Treasurer and the Chief Executive, assisted by the Finance Manager, as in 2.2 and agreed by the Board for the beginning of each financial year.

2.2
The task of monitoring all income and expenditure budgets lies with the Finance Sub Committee.

2.3 The budget setting process will work to the following timetable:

· January/February - the Chief Executive assembles all budget bids from Project Managers and, in consultation with relevant staff, ranks bids for new or additional resources in order of priority

· February - The Treasurer considers all budget bids with the Chief Executive and prepares budgets for the Board.
· March - the Board meet to consider the budget from the Finance Sub Committee and agree it for the following financial year.
2.4
Budgets during the year
All new budgets during the year to be set before the funding application bid is submitted to funder.  Project Manager to work with Finance Manager to ensure accurate forecast.
2.5
It is the responsibility of the Chief Executive to manage the financial affairs of the organisation within both the overall budget and the cost centre budgets set by the Finance Sub Committee.  The power to vary or increase budget allocations once these have been set lies with the Finance Sub Committee. See 5.4.
3
Risk Assessment
3.1
High Peak Council for Voluntary Service will conduct a risk assessment in May/June which will seek to clarify the level of known financial liability carried by the organisation so that existing policies and operations can if necessary be amended.  This may include revising the organisation's policies on reserves and adjusting internal control procedures.
3.2 Responsibility for conducting the annual risk assessment is vested in the Finance Sub Committee, assisted if appropriate by the organisation's auditors.  The Treasurer shall report the findings to the Board in June/July at the latest each year, making such recommendations as may be appropriate 

3.3
The fixed asset register  must be checked 6 monthly to the equipment listed.

3.4
The Chief Executive will have strategic responsibility in consultation with the Treasurer for formulating medium and long term financial plans.  Such information will be made available to the Board in March each year.
FINANCIAL CONTROL PROCEDURES
Financial control will be overseen by the Finance Sub Committee including finance policies, strategy, financial management, procedures and controls of cash flow.

4
Account Requirements


4.1
Proper records will be kept as set out in the Companies Acts.
4.2
Accounts must comply with the requirements of the current Statement of Recommended Practice, with the Charities Acts, Companies Acts and with best professional practice.
4.3
High Peak CVS will appoint an independent auditor to carry out an annual audit for the year ending 31st March; the audit must be completed by 30 June each year.  The audited accounts will be presented to the Board for approval before being published and will be presented to the next Annual General Meeting for final approval.

4.4
All accounting records (including receipts, vouchers and other financial documentation) must be retained for a minimum of seven years.


5
Levels of Authority for sanctioning expenditure
5.1 Approval for all contracts should be signed by the Chief Executive or by the Chair.  Opening an account with a company in order to purchase something must be signed by the Chief Executive or Treasurer, and monitored by the Finance Manager.

5.2
Annual increments and cost of living increases in salary will be reviewed and agreed by the Personnel Sub Committee.

5.3
The Chief Executive may recruit and replace staff subject to the relevant costs being within budget.  Additional salary costs (new posts, salary increases and so forth) can be incurred only with the express approval of the Board.
5.4
Expenditure commitments other than those within approved budgets will need approval as follows:

· Between £250 and £1000 by the Chief Executive or Treasurer 
· £1001 and £14,999 by the Finance Sub-Committee 
· £15,000 and above to be approved by the Board
All cheques must be signed by any two of the following: Chair, Vice Chair, Treasurer, and the Chief Executive.  Changes to Direct debits and Standing Orders (as a consequence of the above) to be authorised by the Chief Executive.

5.5
The payee of a cheque cannot also countersign the cheque.

6
Ordering Goods and Services
6.1 Project Managers will purchase items necessary for their projects as and when needed in line with their budget.  Requests for capital expenditure over £250 and revenue  expenditure over £1000 must be authorised with the Chief Executive or Treasurer and checked with the Finance Manager for available resources.

Delivery notes are to be checked and attached to invoices by the Finance Manager, the invoice checked by the Project Manager and then authorised for payment by the Chief Executive or Treasurer.   

6.2 Invoices from suppliers must be date stamped on receipt and all calculations checked.
7
Sales
All room hire/equipment/mailing inserts calls/enquiries to be booked through Finance Manager.
All sales/transactions to be invoiced within 7 days as per request by Project Manager or practical services performed by Finance Manager.  

7.1
Income

All streams of income including grant funders,  trading activity and contracts to be invoiced for grant or service provided. If a client or funder does not require an invoice, one must be prepared regardless and sent to them. 

Project Managers to supply Finance Manager with main contacts details of funders/customers at the beginning of each new contract/project.
7.2
Outstanding invoices
Statements will be sent out 30 days after unpaid invoice.  This is to be followed up by a telephone call from the Finance Manager if payment still not received 30 days after statement.
7.3
Bad Debts
Monies outstanding after 90 days – a 7 day notice to be issued requesting payment after which further action will be taken culminating in the possibility of legal action or the use of a debt collection agency.

8
Procedure for cash payments
8.1
Cash payments in excess of £100 must be approved by the Chief Executive or Treasurer.  All cash will be handled through an imprest system at a level determined by the Treasurer.  Currently £150.
8.2
Requests for reimbursement (by staff or volunteers) must be on a prescribed form and should be dealt with by the Finance Manager or Chief Executive.  

8.3
Other cash payments will be made only against a completed petty cash slip indicating the nature of the expense and receipted by both payer and  payee

8.4
All cash payments must be entered in a cash book to be maintained by the Finance Manager.
9
Payment of Salaries and Wages


These will be arranged by the Finance Manager.
Salaries will be paid by BACS on the 15th of each month.  The monthly payment schedule, once completed will be signed by the Chief Executive or Treasurer.

10
Banking
10.1
Instructions to open or close bank accounts may be issued by the Chief Executive, in conjunction with other signatories.
10.2
The Finance Manager will be responsible for banking all cheques and cash received; this must be done within one week of receipt of same.  

11
Reserves
The Finance Sub Committee will review the reserves policy every two years.  The next review will be in 2007.  At the present moment the policy is to ensure that the organisation has sufficient reserves to cover its commitment to the staff, including redundancy, and to cover at least four months core running costs.

12
Security
All overnight cash along with cheques, cheque and banking books must be held in the safe.  Those with access to the safe are authorised to by the Chief Executive or Treasurer.  
13 Finance Holding Policy High Peak CVS will only undertake to hold money on behalf of another VSO where it has the administrative capacity so to do.  In general, this will be decided by the Chief Executive.
Adopted 17th November 2005 - Board Meeting
