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Template - Financial Policy and Procedures


1. Policy statement 

1.1. The Trustees are responsible for the proper management of the finances of [Village Hall Name] and will ensure that the charity's funds are used only to further its charitable purposes.

1.2. The Trustees will maintain proper accounting records and comply with the requirements of charity law, HM Revenue & Customs and any other applicable legislation.

1.3. The financial year shall end on [date]. Annual accounts will be prepared as soon as practicable after the year end and approved by the Trustees before presentation to the Annual General Meeting.

1.4. The annual accounts will be subject to independent examination or audit where required by law.

1.5. Before the start of each financial year, the Trustees will approve an annual budget showing expected income and expenditure.

1.6. The Trustees will maintain an appropriate reserves policy and ensure that any restricted funds are accounted for separately and used only for their intended purpose.

1.7. All funds belonging to the charity shall be held in bank accounts in the name of the charity. The Trustees will determine who may access these accounts.

1.8. All payments from the charity's bank accounts shall require the approval of two authorised trustees or officers. No person may authorise a payment to themselves.

1.9. The Treasurer shall provide a financial report to each meeting of the Trustees showing the current financial position of the charity.

1.10. All income received shall be banked promptly and all expenditure shall be properly authorised and supported by appropriate records.


2. Procedures 

2.1. Accounting Records

2.1.1. The Treasurer will maintain:

2.1.1.1. A record of all income and expenditure.

2.1.1.2. Bank statements and reconciliations.

2.1.1.3. Invoices, receipts and supporting documentation.

2.1.1.4. Payroll records where employees are engaged.

2.1.1.5. Records relating to grants and other restricted funds.

2.1.2. Financial records will be retained for a minimum of six years.


2.2. Income

2.2.1. All income received on behalf of the charity shall be recorded promptly.

2.2.2. Cash received shall be counted and recorded.

2.2.3. Income shall be paid into the charity's bank account as soon as reasonably practicable.

2.2.4. Wherever possible, bookings, hire fees and donations should be paid directly into the charity's bank account.


2.3. Payments

2.3.1. Payments should only be made for legitimate charitable purposes.

2.3.2. Payments must be supported by an invoice, receipt or other appropriate evidence.

2.3.3. All payments shall be authorised by two authorised trustees or officers.

2.3.4. No trustee or officer may authorise a payment to themselves.

2.3.5. Blank cheques shall never be signed.


2.4. Payroll

2.4.1. Where the charity employs staff:

2.4.1.1. All appointments, salaries and significant changes to terms and conditions shall be approved by the Trustees.

2.4.1.2. Payroll will be operated in accordance with HMRC requirements.

2.4.1.3. Appropriate records will be retained for all salary payments.


2.5. Expenses

2.5.1. The charity may reimburse reasonable expenses incurred on its behalf provided that:

2.5.1.1. The expenditure was properly incurred for charity business.

2.5.1.2. Claims are supported by receipts or other evidence.

2.5.1.3. Mileage claims are paid at a rate approved by the Trustees and not exceeding HMRC approved rates.

2.5.1.4. Claims are authorised by someone other than the claimant.

2.6. Petty cash

2.6.1. Where a petty cash float is maintained:

2.6.1.1. The Trustees shall set a maximum float level.

2.6.1.2. All payments shall be supported by receipts.

2.6.1.3. The float shall be reconciled periodically by the Treasurer.


3. Adoption

3.1. This Financial Policy and Procedures was adopted by the Management Committee of [Village Hall Name] on [date] and will be reviewed periodically by the Trustees.
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