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Alba, Main Street, Golspie, Sutherland, KW10 6TG

Tel: 01408 633001 - Fax: 05601 146813
e-mail: ann@vges.org.uk  website: www.vges.org.uk 

FINANCIAL MANAGEMENT POLICY
Directors/Charity Trustees
The Directors/Charity Trustees of VG-ES are responsible in law for ensuring the solvency and financial probity of the company. 

Under the Memorandum & Articles of the company, the Directors/Charity Trustees have a duty to exercise overall control of the policy and general management, including the financial affairs, of the company.  Day-to-day financial management is delegated to the staff team through the line-management of the Chief Officer.

The Board of Directors
a. meets on a six to eight week cycle and holds an Annual General Meeting of the company, usually in the month of November; where it presents its annual statement of accounts
b. ensures that the administration and activities of the company are at all times within the law and within the aims & objects of the charity as stated in the Memorandum and Articles; 

c. approves an annual budget and monitors income & expenditure against the budget; 

d. considers financial reports presented by the Chief Officer at board meetings, and monitors the company’s cash-flow; 

e. assesses the projected performance for the year, revising the budget where necessary; 

f. ensures that the accounts are examined annually by an independent financial examiner, and that the annual statement of accounts are prepared in accordance with charity and company law; and the Directors’/Trustees’ annual report is SORP compliant;
g. carries out financial forward planning and ensures that the company has a programme of income-generation (e.g. rent of office accommodation, office services and project management) to supplement core grant funding from the Scottish Government and the Highland Council. This is aimed at maintaining the company’s financial security; 

h. ensures that the most effective use is made of the company’s income, including any money not required for immediate expenditure; 

i. ensures that grants and any management fees are used according to the terms of the grant/management agreement; 

j. ensures that the company does not take on any obligations which it may be unable to meet; 

k. oversees internal systems of financial control to ensure that they are both rigorous and observed by the staff team. 

Although there is an honorary treasurer post–holder who is elected at the AGM from the Board, the Board of Directors as a whole is responsible for the company’s financial affairs.  
Staff team

The Chief Officer is responsible for overseeing the day-to-day financial management of accounts, invoicing and receipts, petty-cash, payment of bills, keeping records of income and expenditure, the payment of staff salaries, producing financial reports for directors and funders, budgeting and monitoring actual against projections for income and expenditure, and bank reconciliations.  The Chief Officer liaises regularly with the chair and the treasurer to keep them abreast of financial matters.
The Chief Officer delegates some of the above tasks to the Administrative Officer and the Development Officer
Procedures and Current Duties (Christine Ross [CR], Liz Barron [LB])
a. prepares pay details of staff wages every month for Mackay & Co, payroll providers who also produce the end of year HMRC Annual Return (CR)

b. makes tax and national insurance payments to H.M. Revenue & Customs by cheque every month (CR); 

c. keeps full records of all income & expenditure on a dedicated spread sheet for the financial year – the spread sheets are columnised and coded so that any entry will appear in the appropriate column, e.g. postage, heating, capital expenditure etc. (CR expenditure and LB income)
d. monitors the company’s financial performance (CR), including doing a monthly bank reconciliation; (CR)
e. monitors income & expenditure and makes proposals to the board on charges for services and equipment to user-groups (CR)
f. prepares the necessary budget recommendations and detailed financial reports to enable the board of directors to exercise effective control (CR)
g. prepares the annual accounts for examination and submits the final accounts and reports to OSCR, Companies House, SCVO and other funders as required (CR and treasurer)
h. arranges insurance to cover employer’s and public liability, building, and risks to equipment, stock and business (CR)

i. investigates and follows up appropriate sources of funding, including local and national government, charitable trusts (CR)
j. produces invoices for office services, using either a small invoice book for one-off services, or a large invoice book for running invoices for regular users (LB)
k. income received, either cash or cheques, is placed in a locked cash box which is kept in a locked filing cabinet in the main office.  This is noted and then logged on the income spread sheet.  Paid invoices are marked as paid, dated and initialed by a staff member.  Monies are banked weekly or as appropriate, i.e. when more than £200 has been received (LB) 

l. reads the copier at the end of the month for users who have their own individual user code and invoices accordingly (LB)

m. notes all sundry expenditure made from petty cash funds in the petty cash book.  Till receipts and vouchers as proof of expenditure are kept in the book.  The petty cash tin is kept in a locked filing cabinet in the main office (LB)
n. incoming invoices are placed in a dedicated in-tray in the Chief Officer’s office.  These are paid by cheque and require two signatures - any two of the following who are authorised to sign: i.e. the chair, vice-chair, treasurer, Chief Officer, and a named director. (CR & LB)

o. all paid invoices are stored in a box file for the year.  Paid invoices are dated and the cheque number noted, plus the initials of the two signatories.  All other expenditure, apart from petty cash, is noted on expenditure vouchers which are handled as per invoices.  These are stored in the box file as well.  (CR & LB)

p. The accounts are stored at Alba for six years, as required by law.  Seven sets of box files are held and as one year ends the oldest set of files are removed/destroyed to free up a box for the new financial year.  (LB)
q. very small one-off amounts of income (e.g. 5p for one photocopy) are placed in a miscellaneous box.  When it contains £10 it is transferred to the cash tin and noted as miscellaneous income on the spreadsheet (LB)
r. some payments are made by direct debit.  Currently, these are BT invoices for telephone and broadband, Scottish Hydro for electricity, and staff stakeholder pensions.
s. access to online banking is on a read only basis.  All staff have their own passwords and token codes for entry

t. travel expense forms for staff and directors must be completed before payments are made

u. claim forms for any other expenditure incurred by staff must be completed as above.  Claim forms require purpose of expense, amount of claim, date, cheque number and the two signatories on the cheque.
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