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1 Introduction
1.1 The trustees of all registered charities must produce a Trustees’ annual report and accounts each year. 
1.2 Where a charity’s annual income is over £40,000, the trustees must also arrange for a regulated independent accountant/accountancy firm to carry out either an audit or an independent examination of their charity’s accounts. Irrespective of the income of the Tregonwell Almshouse Trust (the Charity) the Trustees have decided that the annual accounts will be provided by an accountant for openness and probity.
1.3 An independent examination is a ‘light touch’ scrutiny involving the examiner checking for specific matters only. 
1.4 The trustees will usually be able to choose an independent examination instead of an audit if your charity’s gross income is:
(a) more than £40,000, but not more than £1.5 million, provided that;
(b) if its gross income is more than £250,000, its gross assets (fixed assets plus current assets) are £3.26 million or less.
1.5 The Almshouse Association advises that where financial activities or transactions are complex, trustees should seek professional advice.
2 Financial Control Policy
2.1 The trustees of the Charity recognise that internal financial controls are essential checks and procedures that allow the trustees to:
(a) meet their legal duties to protect the charity’s assets;
(b) administer the Charity’s finances and assets in a way that identifies and manages risk, including risk of conflict of interest, loss, waste, bribery, theft or fraud;
(c) ensure the quality of financial reporting by keeping adequate accounting records and suitable accounting policies are selected and applied consistently;
(d) make judgements and estimates that are reasonable and prudent;
(e) observe the methods and principles of Accounting and Reporting by Charities: Statement of Recommended Practice applicable to charities;
(f) to ensure that Charity law is complied with;
(g) prepare timely and relevant financial information.
2.2 This policy covers all the charity’s financial affairs including:
(a) financial records and accounts;
(b) banking;
(c) income;
(d) expenditure;
(e) delegation of financial responsibility;
(f) asset register.
3 Financial Records and Accounts 
3.1 The accounting records must include:
(a) a cashbook, or electronic equivalent, analysing all  the transactions appearing on the bank accounts; 
(b) a petty cash record if cash payments are being made;
(c) a record of weekly maintenance contributions paid by each resident.
3.2 Accounts will be drawn up to the end of each financial and submitted to the Charity Commission within 10 months of the financial year end. 
3.3 The Trustees will approve a budget prior to the start of each financial year.
3.4 A financial update is to be presented at every full trustee meeting or when requested by the trustees.
4 Banking
4.1 A bank account will be held in the name of the Tregonwell Almshouse Trust.
4.2 The bank mandate (list of people who can sign cheques or authorise electronic payments on the charity’s behalf) will always be approved and minuted by the trustees as will any changes to it.
4.3 The clerk will reconcile bank statements with the charity’s records on a regular basis and report to trustee meetings on the status of accounts.
5 Income 
5.1 Weekly Maintenance Contributions for each resident (WMC) will be recorded separately in the accounting records and updated monthly. Any non-payment of debts and WMC will be reported directly to the Chair of Trustees, who will investigate promptly and report to the Trustees.
5.2 All other monies received will be recorded in the accounting records and banked without delay. The charity will keep records of all transactions.
6 Expenditure
6.1 All expenditure incurred will be made in accordance with the objects of the charity. A budget will be prepared annually.
6.2 The Clerk will keep cheque books (including unused and partly used cheque books) and these will be securely stored.  Blank cheques will never be signed.  The relevant payee’s name and the amount in words and figures will always be inserted on the cheque before signature and the cheque stub will always be properly completed.
6.3 In respect of online banking, no payments will be paid without original documentation, passwords should not be written down or disclosed and IT controls should be maintained to minimise cyber security risks. 
7 Payment documentation
7.1 Every payment (including BACS, Direct Debit and Standing Order) out of the Charity bank accounts will be evidenced by an original invoice.  The original invoice will be retained by the charity and filed.  The signatory should ensure that a record of the payment made is noted on the invoice, including the cheque number or BACS reference.
7.2 Petty cash will always be maintained by the Clerk who will have a float as agreed by the trustees.  When the float needs to be replenished, sufficient funds will be added to return the float to the agreed amount.  All payments made from Petty Cash will be supported by receipts.
7.3 Expenses/allowances. The Charity will, if asked, reimburse expenditure paid for personally by staff, providing:

(a) Costs are evidenced by tickets/receipt;
(b) A mileage allowance as agreed by the trustees ;
(c) no signatory signs for the payment of expenses to themselves.
8 Cheque/BACS Signatures
6.1	The Chair and Clerk of the Charity are authorised to sign cheques and authorise BACS payments up to a limit of £10k as agreed by trustees.  Payments over £10k will be authorised by at least two people as per the bank mandate.
9 Delegation 
9.1 Any orders placed or undertakings given which are likely to cost the charity in excess of £10k must be authorised and minuted by the trustees.  With prior agreement, such amounts can be authorised electronically by trustees.
10 Fundraising
10.1 All fundraising will comply with the Code of Fundraising Practice issued by the Fundraising Regulator.
11 Fixed Assets 
11.1 The charity will maintain a fixed asset register.


Signed By Chair of Trustees:

Name:

Signature:

Date:	
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