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Financial Control Policy

The aim of this financial control policy is to:

Protect Reading Families’ Forum and the individuals who run it
Monitor our spend

Ensure we obtain value for money

Demonstrate good practice for our grant funders

The policy consists of:

+ Management of financial records

+ Banking arrangements

* Receipts

+ Cheque payments

* Debit card payments

+ Petty cash payments

* Expenses, payments and honorariums
« Payment documentation

« Staff

« Other rules

Management of financial records

1) The financial control policy is designed to ensure that all expenditure is on the forum’s
business; that it is properly authorised; and that this can be demonstrated.

2) Financial records (accounts) must be kept so that the forum:
» has proper financial control of the organisation
* meets the contractual obligations and requirements of funders

3) The accounts must include:
* a spreadsheet analysing all the transactions appearing on the bank accounts
» a signed written receipt if cash payments are being made
* Receipts for debit card payments and reason for payment

4) Accounts must be drawn up at the end of each financial year within three months of the
end of the year and presented to the Trustees.

5) Prior to the application of any grant, the parent carer Trustees will approve a budgeted
income and expenditure account for the period of the grant.
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6) In addition, the administrator will compile a report detailing actual income and
expenditure against the budget for the Trustees on request during the year to assist in
decision making.

7) The Treasurer will compile a report annually.

Banking arrangements

1) The forum will bank with the Cooperative Bank and accounts will be held in the name of
Reading Families’ Forum CIO.

2) At least three trustees, currently Dr Carter, Mrs McDonald and Ms Bridgman, can sign
cheques on the forum’s behalf. Any changes will be approved and minuted by the Trustees.

3) The forum will require the bank to provide statements every month. These will be
reconciled with the spreadsheet at least every three months. The Chair and the AGM will
check that this reconciliation has been done at least once a year.

4) The forum will not use any other bank or financial institution, or use overdraft facilities or
a loan, without the previous agreement of the Trustees.

Receipts

1) All monies received by the forum will be recorded promptly on the spreadsheet and
banked without delay (this includes sundry receipts such as payment for telephone calls,
photocopying etc.). The forum will maintain files of documentation to back this up.

Cheque payments

1) The approved budget provides the cheque signatories with authority to spend up to the
budgeted expenditure and not beyond it.

2) The Treasure will be responsible for holding the cheque book (unused and partly used
cheque books) which should be kept in a secure place.

3) Each cheque will be signed by at least two people, and not by the person to whom the
cheque is written or their spouse, partner or family member.

4) Blank cheques will NEVER be signed.

6) The relevant payee's name will always be inserted on the cheque before signature, and
the cheque stub will always be properly completed.

7) No cheques should be signed without original documentation (see below).



Electronic payments

1) The approved budget provides the cheque signatories with authority to spend up to the
budgeted expenditure and not beyond it.

2) The Chair and Treasures are responsible for holding the security device for online
payments, which should be kept in a secure place.

3) The Chair and Treasurer are authorised to make electronic payments online provided
that copies of all transactions with invoices are passed to the Bookkeeper as soon as
possible for checking.

4) No one should authorise or make payments to themselves, a spouse, partner or family
member.

5) No payments will be made without the relevant documentation.

Debit Card Payments

1) Ms Morgan, Dr Carter and Ms Bridgman currently hold debit cards for RFF’s main
business account. They are authorised to spend up to £30 on behalf of the forum. Anything
more than this must be agreed by the Trustees in writing (WhatsApp and Email will be
accepted). A majority of Trustees must agree. In the event of an equal split, the Chair or
Treasurer are authorised to make the final decision.

2) Forum funds should only be used for the forum’s business in line with the forum’s plans
and budget.

3) Receipts and reason for expenditure must be sent to the Treasurer within one month and
stored on the RFF shared Google drive.

Expenses and payments

1) The forum will reimburse expenditure paid for personally by volunteers, Trustees,
contractors or staff where reasonable to carry out their work with the forum. Where
possible, advance agreement should be obtained and be evidenced by receipts.

2) Car mileage is paid at 45p per mile using Google maps mileage.

3) If volunteers or employees work or attend meetings for RFF from home for 25 or more
hours per MONTH in any month, RFF will pay the amounts set by HMRC. These are
expenses, so don’t count income. The rates are available online.

Payment documentation

1) Every payment out of the forum’s bank account must be evidenced by an original invoice
or receipt which will be retained by the forum and filed along with



* the cheque number or electronic payment receipt
* date cheque drawn or payment made
« amount paid

2) The only exceptions to payments not being supported by an original invoice are items
such as advanced booking fees for a future course, deposit for a venue, VAT, etc. The
cheque number or electronic payment confirmation will be kept and documentation will be
supplied as soon as possible.

Staff and Self-Employed Contractors

1) There must be a clear trail to show the authority and reason for EVERY payment to
workers; eg an agreed salary, or timesheet when hours vary. All formal employees will be
paid within the PAYE and National Insurance regulations.

2) All staff appointments or departures and contracts with self-employed staff will be
authorised by the Trustees, minuting the dates and pay. Similarly, all changes in hours and
variable payments (eg overtime) will be authorised by the Trustees.

Other rules

1) The forum does not accept liability for any financial commitment unless properly
authorised. Any orders placed or undertakings given which are likely to cost the forum in
excess of £300 must be authorised and minuted by the Trustees.

2) In exceptional circumstances, such undertakings can be made with the
Chair's approval who will then provide full details to the next meeting of the Trustees.

3) The forum will adhere to good practice in relation to its finances at all times. This should
include when relevant a fixed asset register stating the date of purchase, cost, serial
numbers and normal location of assets. Additionally, the forum will maintain a property
record of items of significant value, with an appropriate record of their use. Any assets
should be returned to the forum if individual members stand down.

4) Purchases of goods or services over £500 will be subject to obtaining at least two
quotes, and the subsequent decision based on value for money and value to Reading
parent carers and their families. The decision will be minuted by the Trustees.

5) Any member of the Trustees who has a personal interest in, or connection to, an
organisation or individual who is already being paid by the forum (or intends to quote for
work being commissioned by the forum) must declare this interest and have it minuted by
the Trustees.
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