Little Weighton Village Hall

Registered Charity No 523266

Financial Management Policy

Introduction
The aim of the Financial Management Policy is to enable the Little Weighton Village Hall

Trustees to operate Little Weighton Village Hall on a sustainable revenue basis with a
reserve fund set aside for crises and revenue voids.

Financial Management

e The Trustees will manage the assets of the charity in accordance with the Little Weighton
Village Hall Governing Document dated 5" June 2007 (or the latest version of the scheme
if this has been superceded)

e The Trustees will insure the Trust Property with a reputable Insurance Company on an ‘All
Risks’ basis for its full rebuild value; the sums insured shall be reviewed at each policy
renewal.

e Financial records will be kept to ensure that Little Weighton Village Hall meets its legal
and other obligations under Charity Law, Revenue and Customs and common law. The
financial year will end on the last day of August and accounts for each financial year will
be drawn up and approved by the Trustees prior to being presented to the Annual
General Meeting held in the October to December period.

e The accounts will be independently examined by an auditor or examiner of accounts
appointed by the Trustees. The audited income and expenditure will be submitted as part of
the annual Charity Commission return.

e The Trustees will approve an income and expenditure budget prior to the start of each
financial year and monitor financial performance at every monthly meeting of the
Management Committee. The trustees shall approve a Reserves Policy and determine
the extent and nature of reserves designated as Restricted Funds. The Trustees shall
review the allocation to reserves/restrictions at least annually.

e All funds will be held in accounts in the name of Little Weighton Village Hall at such banks
and on such terms as the Trustees shall decide.

e The Treasurer shall present a financial report to every meeting of the trustees.

e All expenditure shall be properly authorised and documented; all income shall be paid into
the bank without undue delay.



Financial Procedures

Financial Records

The following records shall be kept up to date by the Treasurer:

e A ‘cashbook’ record of all the transactions in the Little Weighton Village Hall bank
account(s) and of any transactions involving petty cash.

Payment Procedure

e The Treasurer will be responsible for holding the cheque book (unused and partly used
cheque books).

e All cheques will be signed by two of the three authorised signatories.

Income Procedure

e Allincome will be paid into the bank without deduction.
e No cash will be kept on the Hall premises.

e Hiring agreement forms showing conditions of hire, date, purpose of hire, and total due must
be signed by the hirer on booking.

Payment Documentation

e All payments out of the bank accounts will be evidenced by an original invoice, receipt or
timesheet. Payments will normally be made by way of cheques.

e The cheque signatory should ensure that it is referenced with the cheque number. All
payments will appear on the Cashbook.

e A sum of Petty Cash will be maintained by the Treasurer. Details will be given to Trustees as
part of the Treasurer's Report at each meeting.

e Little Weighton Village Hall will reimburse any agreed expenditure paid for personally by
Trustees on behalf of the charity. Receipts will normally be required.

Reserve Fund

o Apart from the Current Account, money shall be set aside within a separate account as a
Reserve Fund.

. This account should earn interest.
° This account should not involve any element of risk.
. This fund should be used:
o To supplement the Current Account if required.
o To provide funding for any agreed repair or renovation work.
o To pay for any development work which is agreed by the trustees and which conforms
with the Charity Commission Scheme for the Hall.
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