Topcliffe & Asenby Village Hall

Reg. Charity No. 1003803
Policy Document No. 1: FINANCE POLICY

1. The Trustees will manage the assets of the charity in accordance with the Topcliffe & Asenby Village Hall
Trustee’s Conveyance dated 28th April 1960 and subsequent amendments approved by the Trustees.

2. The Trustees will ensure the security of assets. Measures will include the maintenance of an Asset Register,
appropriate security arrangements and insurance of the Village Hall, other assets and the activities of the charity and
its Trustees with a reputable insurance company on an ‘All Risks’ basis; including for its full rebuild value. The Asset
Register and sums insured shall be reviewed at each AGM.

3. Financial records will be kept to ensure Trustees meet their legal and other obligations under Charity Law,
Revenue and Customs and common law.

4. The financial year will end on 31 March and accounts for each financial year will be drawn up and presented to
and approved at the Annual General Meeting.

5. The accounts will be independently examined by an auditor or examiner of accounts appointed at the Annual
General Meeting.

6. The Trustees will approve an income and expenditure budget prior to the start of each financial year and will
review budget progress at each committee meeting.

7. The Trustees shall determine the extent and nature of reserves designated as restricted funds, including for
contingencies.

8. All funds will be held in accounts in the name of Topcliffe & Asenby Village Hall at such banks and on such terms
as the committee shall decide. Changes to the bank accounts can be made by the Treasurer/Deputy Treasurer and
Chair/Vice Chair, but must be prior approved and appropriately recorded in the minutes.

9. All payments from the bank accounts, including those by direct debit, standing order, BACS transfer and cheque
shall be managed and monitored by the Treasurer/Deputy Treasurer. Payments will only be made when supported by
an appropriate invoice. Invoices will be retained to support all payments made. Payments will only be made in respect
of expenditures which are:

* in accordance with a legal/contractual arrangement

* in accordance with a recorded decision of Trustees, including regular “checklist” activities and expenditures

* an exceptional payment in an emergency situation (see para 10. below)

+ asmall and necessary expenditure able to be self-authorised by a sole committee member (see para 11. below)

10. By exception and in an emergency situation to protect the assets and welfare of the charity and hall users, and
when it is not practicable to make a committee decision, an expenditure may be authorised by either the Chair/Deputy
Chair or Treasurer/Deputy Treasurer and not less than two other Trustees. Any such decision and expenditure must
be reported by e-mail to all Trustees promptly and reported to, discussed and ‘minuted’ at the next committee
meeting.

11. Individual Trustees have authority to make small expenditures and without further approval, and to receive
reimbursement of such expenditures, in the following circumstances:

» where such a purchase is essential for the continued safe and effective operation of the hall
» where such a purchase is an essential part of the routine operation/maintenance of the hall
+ to operate events/ activities which have already been approved by the committee.

In all cases the above expenditure on an item/scheme/event must not exceed £100 and a valid invoice must be
presented to obtain reimbursement of expenditures. Where there is doubt about whether the above criteria are
satisfied then the prior email approval of either the Chair or Vice Chair should be obtained and forwarded to the
Treasurer with the invoice to authorise reimbursement of the expenditure.
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12. All income received shall be receipted specifying the payee’s name, date, amount, means of payment and
reason for receipt of funds. All cash/cheque income will be paid into the bank promptly and a bank deposit receipt
received and retained.

13. All income received in relation to hall hire will be matched to any appropriate documentation received and
records retained. Any expected receipts not received will be pursued by the Bookings Administrator.

14. The Treasurer (or Deputy Treasurer) shall present a financial report to every meeting of the committee, the
format and content of the report to be decided by the committee.

15. Trustees will always seek to secure value for money in the use of the charity’s resources and will generally seek
competition in the selection of suppliers to provide ongoing or one-off goods or services.

» For a one-off purchase or annual contract below the sum of £300 competition will not be required.

* Above £300, the committee will make a decision on the level and nature of competition required on a case-by-case
basis.

+ The committee can authorise regular maintenance arrangements with approved suppliers, such as electrical
maintenance. Individual work requirements do not need to have prior approval but on completion should be reported
to the next committee meeting. This arrangement does not include new major project work, which will be governed by
agreed procurement rules.

16. Trustees and other individuals will be encouraged to organise events in the Village Hall to raise funds that will
benefit the Village Hall.

In the case of new proposals, Individuals will be asked to present (in person at committee or by email to the Chair/Vice
Chair) a simple financial assessment of their proposal. This would include:

+ the cost of putting on the event

» the charge being made for those attending

» the numbers required to ensure costs are covered

* an undertaking that there would be no personal gain or transfer of any of the funds to other charities or
organisations.

Trustees will assess whether the event appears viable and if they collectively agree it is, will give its formal backing to
the event, approve free use of the hall, provide financial indemnity to the organiser and accept the financial risk
involved.

If the assessment is received by the Chair/Vice Chair, he/they will circulate details to all Trustees with a
recommendation and seek acceptance of the proposal. The matter will subsequently be reported at the next meeting
of the committee.

In the case of repeat fundraising initiatives that have proved their financial viability, Trustees will not require an
assessment of viability. The proposed event will, however, be considered and noted at the next committee meeting.
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