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1. Purchasing Authority Limits

· Workers can claim up to £50 through expenses

· Managers can claim up to £200 through expenses

· Purchase Orders must be completed for all larger items that cannot be claimed through expenses – see Appendix A for example form. These forms will be also found in a shared Finance documents folder in the Share Point system together with instructions for completion and other relevant forms.

· Larger amounts up to £2K will be discussed at Management Team Meetings

· Larger than £2K will need to approved at Board level and three written quotes provided where relevant
· Trustees can be reimbursed for reasonable travel expenses to attend official Trustee meetings and any other out of pocket expenses that are TDC relevant.

2. Invoices for Payment

· Invoices should be submitted to the Finance Manager for payment as soon as received to ensure that they are included in the Management Accounts at the earliest opportunity. Where relevant they will be matched to an original purchase order that has been pre-approved by the appropriate manager.
· Purchase Orders and invoices will be stamped with the official ‘payment approved’ stamp, coded to the appropriate budget heading and be signed by the Projects Manager.
· Once purchase invoices have been input to the computerised Accounts system, cheques may be drawn or online transfers initiated.

· Cheque numbers or other method of payment should be written on the paid invoices which should be filed in cheque number order in ‘Expenditure’ file in Finance Department.
3.
Cheques

· No cheque may be issued without supporting documentation and no blank cheque must ever be signed by any signatory.  Cheque stub must be completed when the cheque is written.

· Cheques require two signatures from a pool of signatories as per the current bank mandate which will be reviewed by the Board of Trustees from time to time.  
· This pool will include the Chief Executive, the Finance Manager and at least four Trustees.  No cheque may be signed by the person to whom it is payable.

4. Holiday/sickness arrangements

· Routine payments will await the Finance Manager’s return from holiday.  If salary payments become due during her absence – and it is not possible for these to be set up in advance to be paid by BACS – the necessary salaries paperwork will be sent to the Chief Executive who will initiate payments to ensure that staff are paid.
· Payroll is run in-house and therefore estimated payments on account will have to be made until the next payroll run.
· During the Financial Manager’s absence on holiday the cheque book shall be kept by an appropriate manager.
· No payments shall be made without the necessary supporting paperwork and all invoices received and paid shall be passed to the Finance Manager on her return for entry on to the computerised accounting system.

· Before going away, the Finance Manager will ensure that the current account has a sufficient balance to meet likely contingencies.  She will also provide the Chief Executive or another member of staff with the relevant paying-in books in order that any cheques received at the office may be banked without delay.

5. Standing order payments

· Regular payments such as rent, telephone bills, payments into staff pension schemes, may be made by standing order or direct debit as most appropriate.  The mandate for such payments must be signed and counter-signed by two of the authorised cheque signatories.

6. Cheque & BACS Receipts

· All invoices issued by TDC, coded to the appropriate budget heading, will be generated by the computerised Accounts system and a copy of the invoice kept on file.  All receipts should be recorded in the computerised Accounts system as soon as payment received to ensure up to date cash flow information.
· Where possible outgoing invoices should be sent by e-mail.

· Invoices for which no payment has been received at the end of a month should be followed up with a Statement requesting early payment.

· All cheques received should be banked as quickly as possible to avoid loss of bank interest.

7. Petty Cash

· Petty cash floats may be held in each office and should be reconciled once a month.  The receipts and reconciliation should be sent to the Financial Manager by 25th of each month with a request for the float to be topped up when necessary.

8. Staff Expenses

· In order that monitoring reports and the financial reports prepared for meetings of the Finance Sub-Committee are as up to date and accurate as possible, staff expenses claims should be submitted immediately at the end of each month.  Payments will normally be made direct into the employee’s bank account via BACS as soon as possible thereafter.  Authorisation procedures are the same as those for other payments.  In certain circumstances small amounts may be claimed via petty cash.

9. CAF Bank

· TDC’s bankers are CAF Bank and their online banking system allows for BACS payments for staff expenses and salaries.

· Transfers between TDC’s current and Gold (deposit) account are done automatically so that a balance of £1000 is maintained in the current account at the end of the working day and all other monies swept into the CAF Gold savings account. 

10. Mileage

· The current rates approved by the Management Committee for mileage on official business are:

Cars


45 pence per mile

Motorcycles

20 pence per mile

Cycles


10 pence per mile

· ‘Home to Office’ mileage may not be claimed under any circumstances.

11. Shared Documents Folder

· Will include expense claim forms, purchase order forms to be sequentially numbered.

12. Use of Company Debit Card

· A company debit card is available which is in the name of the Central Services Manager and kept by her in a safe place for withdrawing cash from a cash point machine up to a limit of £300. The card is also available for making on-line purchases on behalf of TDC.
· No single transaction of more than £300 can be made using this card nor total expenditure of more than £1000 in any one day.
· The normal purchasing authority rules and limits apply when using this card.
13. Future Work

· In general future work is to be agreed in principle by the Board and, unless agreed by the Board, no substantive expenditure may be incurred on such work until an offer letter has been received from the funder and the budgets show confirmation that there will be sufficient funding to cover future expenditure on this work.  The relevant funding and expenditure for any future work must be approved by the Finance Sub-Committee before the work commences.

14. Reporting of the financial situation

· Draft annual accounts will be prepared by the Finance Manager ready for audit in good time to be finalised and meet the AGM deadline.
· The Finance Manager will prepare an annual budget forecast for the whole of TDC to be approved at the earliest opportunity by The Board of Trustees after the previous financial year end. If there are substantial funding changes during the course of the year a new budget will be set during October.
· The Finance Manager will prepare quarterly monitoring reports, detailing the income and expenditure on specific pieces of work, where such reports are required by the funder.  Such reports shall be approved by the Chief Executive prior to submission to the funder.
· TDC’s Finance Sub-Committee will meet on a quarterly basis, at a date convenient to receive a detailed report on the previous quarter’s Income and Expenditure against budget, along with other financial information as necessary.  

· The Minutes of the Finance Sub-Committee meetings will be submitted for information to the full Board who will also receive a copy of the latest Balance Sheet.

15. Standing Orders on the Authorisation of Expenditure
· This paper on Financial Procedures is to be read in conjunction with Appendix B, Standing Orders on the Authorisation of Expenditure attached.

APPENDIX A 
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APPENDIX B

STANDING ORDERS ON AUTHORISATION OF EXPENDITURE

1.
Unless otherwise agreed under the terms of these Standing Orders, all expenditure must be within the agreed Annual Project Budgets.  Budget provision (both generally and under different heads of Budget) must be taken into account when authorisation of expenditure is considered.

2.
Any expenditure on behalf of the Charity of a value of less than £2,000 may be authorised by the Chief Executive and Management Team.

3.
All expenditure on behalf of the Charity of a value over £2,000.00 must be authorised by the Chief Executive and the Chair or Treasurer.

4. All cheques must be signed by two authorised signatories.  No cheque may be signed or countersigned by the beneficiary.  Similarly all BACS payments (internet banking) require a second authorisation by one of the authorised signatories, the same conditions applying as in the case of cheques.
5.
For the purposes of this Regulation, ‘Expenditure’ includes

5.1
any payment whether by cheque or otherwise; or

5.2
entering into any contractual commitment of the funds of the Charity; or

5.3
agreeing to waive any debt (or part of a debt) due to the Charity. 

6.
If in doubt as to authority to proceed with expenditure, the Treasurer should be consulted, or the Chair if the Treasurer cannot be contacted.
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