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FINANCIAL MANAGEMENT POLICY 
1
Introduction
· It is the duty of Charity Trustees to ensure that the charity’s resources are protected in order that the charity can fulfil its aims.  These controls need to be monitored to ensure that they provide a sufficiently robust system for managing financial risk

2
Financial Recording
· Trustees Annual Report and Accounts will be drawn up after each financial year and will be presented to the Trustees at the first available meeting.

· Accounts will be audited as required by Charity Commission guidance.

· If an audit is not required by the Charity Commission, but Trustees consider it to be necessary, then it will be by resolution of the Trustees.
3
Bank

· Swaffham Relief in Need may hold investment and deposit accounts (see Investment Policy Statement) and one current account with a cheque book, requiring a minimum of two signatures, bank card and online banking facilities with dual authorisation system.
· The bank mandate will always be approved and minuted by the Trustees as will all changes to it.

· Swaffham Relief in Need will receive regular bank statements.  All payments will be checked and reconciled at least annually on completion of the Annual Return.

· Swaffham Relief in Need will not use any overdraft facilities.

4
Receipts (income)

· Swaffham Relief in Need receive bank interest and investment returns as income, however in the unusual situation of other income, all monies received will be recorded and banked without delay.

· The organisation will maintain files of documentation i.e. letters from funding bodies to back this up.

5
Payments (expenditure)

· Grants will be made in accordance with the Trust Scheme and the Grant Awarding Policy. 

· Administrative Expenses will be paid in accordance with the Trust Scheme.

· Purchase items will be placed within a reasonable time and as agreed at a Trustee meeting in accordance with the Grant Awarding Policy.
· Due to the size of the Charity, where segregation of duties is not possible or practical, all disbursements will be presented to the next Trustee meeting. 

· Cheques:

· The Charity Administrator will be responsible for holding the cheque book (unused and partly used cheque books).

· Blank cheques will never be signed; relevant payee's name will always be inscribed on the cheque before signature and the cheque stub will always be filled in.

· No cheques will be signed without original documentation.

· Bank Card

· The Charity Administrator will be responsible for holding the Bank Card.
· Online Banking
· Dual authorisation system required. Payments managed by The Charity Administrator and authorised by a dual authorisation process
6
Payment documentation

· Every payment out of the Trust bank accounts will be supported by an original invoice.  That original will be filed electronically and kept for seven years

· If an original invoice is not available, for example for administration fees, then a written explanation will be provided which must be authorised and signed by a Trustee on the Authority List.
7
Expenses

Swaffham Relief in Need will, if asked, reimburse expenditure paid for personally by Trustees of The Administrator in accordance with agreements in place, from time to time 

· Fares are evidenced by tickets (where possible).
· Other expenditure is evidenced by original receipts.

· Car mileage is based on local authority scales.

8
Confidentiality

· Trustees will at all times act in the best interest of the organisation and if they experience a conflict of interest, they will not divulge sensitive information.  Further details are in the Confidentiality Policy

9
Data Protection

· Swaffham Relief in Need are registered with the ICO in line with their data protection registration legislation.
· Electronic data is stored by The Charity Administrator as such is subject to their malware protection.  All computers are password protected.

10
Approval and Review

· The policy will be reviewed annually or sooner if there is significant change.
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