Financial Controls Policy

Approved: 		April 2026
Review Date: 	April 2027
Charity number: 	1116903 soon to become CIO Charity Number 1208906 
Responsible Person (as defined by the Regulatory Reform (Fire Safety) Order 2005):
Bilbrough Village Hall Trustee Committee
This policy sets out the financial controls and procedures for Bilbrough Village Hall. It applies to all trustees, officers and anyone authorised to handle or approve payments on behalf of the charity.
The Trustee Committee remains collectively responsible for the proper management of the charity’s finances and for ensuring that appropriate controls are in place over all income, expenditure, assets and liabilities, including bank payments, online transactions and cash.
1. Payment authorisation
All payments made from the village hall accounts must be approved by two individuals: typically the Treasurer, who initiates the payment, and one member of the Hall Payment Authorisation group. The e-commerce system has been configured to support this dual approval process, with the Treasurer set as the Administrator to facilitate the transactions.

2. Payment justification
The individual initiating the payment (usually the Treasurer) must provide an email audit trail to the Authoriser, clearly justifying the payment.

3. Payments to Treasurer or Authoriser
Any payments made to the Treasurer or the Authoriser personally must be further supported by either a prior decision made in a recent committee meeting or a confirmation email from a second Authoriser.

4. Committee awareness of payments over £1,000
The Committee must be informed of any payments exceeding £1,000. For regular payments (eg, insurance) that occur annually, Committee “pre-authorisation” is not required. However, the Committee should still be made aware of these payments once they are made.

5. Payments over £2,000
Payments (or linked payments) exceeding £2,000 must be supported by a decision made at a recent committee meeting.

6. Audit trail maintenance
The Treasurer will maintain a record of the audit trail for each payment as part of the annual Report and Accounts. Each audit trail will be “initialled” by the Treasurer to confirm and document that a satisfactory audit process has been followed.

7. Cash Handling and Income
All cash received on behalf of Bilbrough Village Hall must be handled with care and recorded accurately.
· Cash should be counted by two people wherever possible
· A record of cash received must be made and retained
· Cash should be banked promptly and not retained on the premises longer than necessary
· Cash must not be used to make payments or reimburse expenses unless specifically authorised by the Trustee Committee

8. Bank Reconciliation and Oversight 
· All bank accounts must be reconciled at least quarterly
· Bank reconciliations must be reviewed by a Trustee who is not involved in processing payments
· Any discrepancies must be investigated and reported to the Trustee Committee

9. Expenses and Reimbursements
Trustees and volunteers may be reimbursed for reasonable out-of-pocket expenses incurred on behalf of the charity.
· Expenses must be supported by receipts
· Claims must be approved by a Trustee other than the claimant
· No trustee may authorise their own expense claim

10. Fraud, Irregularities and Whistleblowing 
Any suspicion of fraud, financial irregularity or misuse of funds must be reported immediately to the Chair of Trustees.

The Trustee Committee will:
· Investigate the matter promptly
· Take appropriate action to protect the charity’s assets
· Report serious incidents to the Charity Commission and, where appropriate, the Police
No individual raising a genuine concern will suffer detriment as a result.

This policy will be reviewed periodically by the Trustee Committee and updated where necessary.
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