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	Document Description
This policy identifies Hill Rise Halls Finance Policy – with respect to staff and committee members.


	

	Implementation & Quality Assurance
Implementation is immediate and this Policy shall stay in force until any alterations are formally agreed.

The Policy will be reviewed every two years by the Board of Trustees, sooner if legislation, best practice, or other circumstances indicate this is necessary.  




HILL RISE COMMUNITY ASSOCIATION’S
FINANCE POLICY.

Hill Rise Community Association aims to ensure the fullest possible control of the organisation’s finances by the Committee. The Committee has agreed a set of policies and procedures to make sure that the organisation’s money is used and accounted for properly and efficiently.
The Associations aims for the revenue from the hiring’s to be self-financing for the outgoings of the building, supported by fund-raising and grants for major items of expenditure.
The treasurer presents accounts annually to the members at the AGM and monthly to the Committee,
An annual budget will be presented for the Committee’s approval. Reserve funds are placed on deposit for growth.


Hill Rise Community Association (‘the organisation’) aims to ensure the fullest possible control of the organisation’s finances by the (main) Committee (‘the Committee’) . The Committee has agreed this set of policies and procedures to make sure that the organisation’s money is used and accounted for properly and efficiently.

. In these rules references to ‘bank’ include any other financial institution (e.g. a building society) in which the organisation may have an account.
. Only those Committee Members authorised by the Committee, as recorded in the minutes, may authorise expenditure on behalf of the organisation and then only to the levels specified in these Rules.
.  Only the Treasurer and other named Committee Members authorised by the Committee whose names are recorded in the minutes and reported to the bank, may sign cheques and financial documents.
. Before a cheque is written, bills should be checked to see that the payment has been properly authorised.
. The Treasurer must make a financial report at every regular committee meeting or, if unavoidably absent, must submit a written report.
. The Treasurer (or. if agreed another person appointed by the Committee) is responsible for keeping the account records. These will normally be at least:
· An account book detailing income, expenditure and banking and in each case, they will record income and expenditure in separate columns or on separate pages.
. The books or printed records may be inspected by any member of the organisation on request to the Treasurer or by arrangement through any Committee member. The books or printed records, however, may only be taken away, or entries made, by:
· The Treasurer
· An appointed person acting on the authority of the Treasurer or of the Committee.
. The Treasurer will also maintain files containing all bills. Invoices, receipts, copies of order notes, and other such documents as may reasonably be required at the time of annual independent examination of the accounts.
.  All records and other documents relating to the accounts, including copies of the Committee minutes, will be kept in a safe place for a period of not less than seven years from the end of the financial year to which they relate.

PREPARATION AND PRESENTION OF ANNUAL ACCOUNTS.

.  The financial year for the organisation will be as specified in the constitution/ governing document.
. The Treasurer will prepare (or oversee the preparation of) annual statements of the accounts and arrange for them to be examined and certified by the by the Independent Examiner.
. The Treasurer will present the annual accounts to the Annual General Meeting. The Independent Examiner will be welcome to be present and be given the opportunity if he /she desires to present his/her own report.
. Following the Annual General Meeting, any required documents will be forwarded by the Treasurer to the Charity Commissioners (if required under the Charities Act 1993) and to such other persons as may have a right automatically to receive them.

BANK ACCOUNTS.
. The organisation will hold accounts in its own name with the financial institution named in the constitution/ governing document or with such other financial institution(s) as the Committee may from time to time decide.

CHEQUES.

.  All cheques must be signed by any two of the following: -
· The Treasurer
· Other named Committee Members (at least two in number) appointed by the Committee and recorded in the minutes.
· A mandate form will be completed each time signatories are appointed or changed by the Committee and forwarded to the bank.
· Under no condition is any signatory to sign a blank cheque.
· No beneficiary of a cheque should sign the cheque.
· The cheque book will normally be held by the Treasurer or, in his/ her absence, by another signatory.

EXPENDITURE.

. Money to be spent by the Association may be authorised as follows: General running costs of the hall and planned repairs will be authorised by the Committee at Committee meetings.
The Committee delegate responsibility for emergency repairs to the Hall Manager in consultation with at least one member of the Committee.
. Invoices and / or receipts for all expenses in support of any expense claim will be submitted together with expenses claim form. When payment is made a receipt will be signed by the claimant, and online agreements.
. The Treasurer will file receipts and all documents submitted in support of claims.
. No payment will be made to any member of the Committee, except for the reimbursement of legitimate out-of-pocket expenses and any other payment authorised in accordance with the constitution/ governing document.




INCOMING CASH.

. All cash received (e.g. subscriptions, cash payments for hire of the building, income from fundraising events) preferably will be counted by at least two people, handed to the Treasurer and
Booked into the Treasurer’s records.

PAYING BILLS.

. On receipt of a bill, it must be checked and signed by the person who ordered the purchase and / or authorised the expenditure.
. The bill will then be passed to the Treasurer for payment.  The Treasurer and other bank signatories will not sign cheques and authorise bank payments without assurance that the expenditure has been properly authorised. Any request for unauthorised payments will be reported to the Committee who will determine the appropriate course of action.
.  All paid – up bills will be marked ‘paid’ with the cheque number/ or bank payment Number and date of payment. The Treasurer will keep on file original bills, invoices, copies of orders, receipts and other documents related to payments and will not, under normal circumstances, accept photocopies.



