Reading Lions Club (CIO)

Finance Policy

December 2021 (revised 10th Jan 2023)

These policies and procedures have been drawn up with reference to the Charity Commission Financial Controls guidelines CC8.
1.
Accountability and Responsibilities

1.1.
The Treasurer is empowered by the Trustees and Members to manage the charity finances. 

1.2.
All expenditure is approved by Members at the meetings of the club that are held twice each month. The Treasurer must only make payments from the charity bank account after approval from Members.    

1.3.
The Treasurer is responsible for banking any income and maintaining the daily accounts, monitoring restricted income, and maintaining all other financial records on a day-to-day basis. 

1.4.
The Treasurer provides the Trustees and Members with updates monthly and takes action to optimise the use of charity funds.

1.5.
The Treasurer is responsible for reporting to Members the income and expenditure for each fundraising activity undertaken by the club. 

2.
Annual Accounts

2.1.
The Treasurer prepares a draft set of annual accounts after the end of each financial year (30th June).  The draft accounts are sent to Trustees for review and updated with any comments received.    

2.2.
Once a final draft is agreed the accounts are reviewed by an independent examiner approved by Trustees.  Any comments from the Independent Examiner are incorporated.  The final set of accounts are then formally approved by Trustees at an Annual General Meeting (AGM) of the charity.  

2.3.
The Treasurer is responsible for filing the accounts with the Charity Commission and providing a summary of the accounts to Members at the next club meeting.  

3.
Bank Accounts

3.1.
Funds are held in one account for both charity income and expenditure and membership (administration) income and expenditure.  The charity and administration income and expenditure are separated for reporting purposes.

3.2.
The bank account is with Charities Aid Foundation.  Detail are as follows:



Name: 

Reading Lions Club (CIO)


Sort Code:
40-52-40



Account No.:
00034221
4.
Cash In

4.1.
Incoming monies are kept safe and banked within one week of receipt whenever possible.

4.2.
All cheque and cash payments received are logged in the daily accounts stating the issuer and the income category.  

4.3.
BACS transfers noted from monthly bank statements are logged in the daily accounts stating the issuer and the income category.  

4.4.
Donations that are received through the charity’s CAF Donate website page are logged in the daily accounts stating the issuer and the income category.

4.5.
All transactions are checked against the bank account and the bank account is reconciled monthly. 

5.
Payments
5.1.
Invoices and payment requests are logged in the daily accounts. 

5.2.
Invoices are approved for payment by the relevant Member. 

5.3.
Paid invoices are retained to file.

5.4.
All invoices are paid by the due date.

5.5.
All transactions are checked against the bank account and the bank account is reconciled monthly.

6.
Cash Out (Cheques)

6.1.
Three cheque signatories are designated – Treasurer and two nominated Trustee.

6.2.
Two signatures are required to sign cheques.

6.3.
All issued cheques are logged in the daily accounts, stating the recipient, the expenditure category, and the cheque number.

6.4.
Encashment is checked against the bank account and noted in the daily accounts

6.5.
Cheque books are to be kept secure at all times.  

6.6.
No blank cheques are signed.

7.
Cash Out (Internet Banking Payments)

7.1.
Payments may be made using internet banking which is managed by the Treasurer.  

7.2.
The Treasurer will initiate the payment.  Once the payment has been set-up on-line by the Treasurer one of the two nominated Trustees will approve the on-line payment. 
7.3.
All internet payments are logged in the daily accounts, stating the recipient and the expenditure category.  

7.4.
All transactions are checked against the bank account and the bank account is reconciled monthly.

8.
Monthly Reconciliation

8.1.
Each month the Treasurer reconciles the bank account.  This is done by cross-checking all payments in and all payments out that are recorded in the daily accounts with the bank accounts.  

8.2.
Any differences will be corrected on the daily accounts.

8.3.
The income received will be added and the payments made will be subtracted from the bank balance recorded in the daily accounts from the previous month and cross checked against the amount in the bank at the end of the current month to ensure that they tally.

9.
Fiscal Year

9.1.
The fiscal year is July 1st to June 30th.   

10.
Gift Aid
10.1.
The charity operates the HMRC Gift Aid scheme for private donations.
10.2.
Donors must complete a Gift Aid declaration to enable the tax benefit to be reclaimed.

10.3.
The Treasurer claims Gift Aid annually in July.

11.
Restricted funds

11.1.
All nominated restricted monies are monitored within the terms of the grant and reported to the donor as required.

11.2.
Restricted expenditure is reported to the Trustees within the regular financial update.
12.
Trustee expenses

12.1.
Trustees may claim travel expenses incurred when attending Trustee Meetings, the AGM, or other events on behalf of the charity.

12.2.
Mileage claims will be reimbursed at HMRC approved rates.  Claims for car parking and public transport costs will be reimbursed in full.

12.3.
Claims should be submitted to the Treasurer with all supporting receipts.
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