Citizens Advice Reigate and Banstead 
Financial Procedures manual

General

1.1 The Citizens Advice Reigate and Banstead trustee board is responsible for ensuring that Citizens Advice Reigate and Banstead is adequately resourced (i.e. Citizens Advice Reigate and Banstead has all or most of the human and material resources it needs to achieve its objectives) and that proper financial controls are in place. Citizens Advice Reigate and Banstead trustee board can delegate control to the treasurer, the finance (or other relevant) sub-committee, or the Chief Executive Officer (CEO) but it cannot delegate ultimate responsibility.

1.2 The treasurer has delegated authority from Citizens Advice Reigate and Banstead trustee board to ensure that the finance function is carried out efficiently within the policies of Citizens Advice Reigate and Banstead.

1.3 Citizens Advice Reigate and Banstead trustee board delegates to the CEO the responsibility for overseeing and directing the day-to-day financial affairs of Citizens Advice Reigate and Banstead.

1.4 The finance officer is responsible for performing the tasks which constitute the finance function within Citizens Advice Reigate and Banstead and for keeping the CEO and finance sub-committee informed of Citizens Advice Reigate and Banstead financial position. It is the responsibility of the CEO to ensure the monitoring of the finance function and to keep the trustee board informed of all financial matters.

1.5 Citizens Advice Reigate and Banstead trustee board shall not consider taking on any new activity or making changes to an existing one unless they have already received full details of the financial implications via the treasurer and / or the finance sub-committee.

1.6 Ultimately Citizens Advice Reigate and Banstead trustee board is responsible for ensuring that these financial procedures are followed in all aspects of Citizens Advice Reigate and Banstead’s work.

1.7 Changes to these procedures can only be made with the approval of the finance sub-committee which must report such changes to the trustee board for approval.

1.8. Citizens Advice Reigate and Banstead follows the procedures and guidance on BMIS.

Accounting

2.1 The treasurer is responsible for overseeing the accounting records. The devising and developing of appropriate systems is delegated to the finance officer.

2.2 In the allocation of accounting duties, the following functions shall be separated as much as possible:

· calculating, checking and recording money due to or owed by Citizens Advice Reigate and Banstead
· collecting and paying in these sums.

2.3 The finance officer is delegated to account for and process all financial transactions in Citizens Advice Reigate and Banstead. Some duties may be delegated to other staff.

2.4 The finance officer is responsible for setting the day-to-day priorities of finance work in collaboration with the CEO for Citizens Advice Reigate and Banstead. These are performed within the framework of the annual work plan which is authorised by Citizens Advice Reigate and Banstead trustee board.

2.5 Accounting records must be sufficient to show and explain all Citizens Advice Reigate and Banstead transactions and disclose at any time, with reasonable accuracy, Citizens Advice Reigate and Banstead financial position, detailing all its assets and liabilities. The records will contain entries for all receipts and payments on a day-to-day basis together with a suitable analysis of all such transactions.

2.6 The finance officer shall ensure that all the accounts and accounting records of Citizens Advice Reigate and Banstead are properly balanced and submitted for audit each year within the timescale laid down by the trustee board and in accordance with existing statutory regulations.

2.7 Citizens Advice Reigate and Banstead will produce annual accounts which have had an audit / independent examination and send them to the Charity Commission, national Citizens Advice and Companies House (if appropriate) within the following deadlines:

· Charity Commission: 31 January.

· Citizens Advice: 31 December.

· Companies House: 31 December.

The national Citizens Advice copy will be sent to relationshipofficers@citizensadvice.org.uk and copied (CC) to Financial Support financialsupport@citizensadvice.org.uk.

2.8 All accounting records must be retained for a minimum of six years (i.e. the current year's records plus the previous six). No voucher or other document shall be destroyed before this time. The records should be stored on site.

2.9 The treasurer is responsible for taking any steps that may be necessary to protect the financial interests of Citizens Advice Reigate and Banstead pending receipt of instructions from the trustee board.

Banking

3.1 Citizens Advice Reigate and Banstead bankers are:
HSBC

72 station road, Redhill

Surrey

RH1 1PN
3.2 Citizens Advice Reigate and Banstead maintains the following bank accounts:
Current account

Outreach account

Outreach deposit account

Unrestricted deposit account

Restricted deposit account
3.3 The following are signatories to the accounts:

Citizens Advice Reigate and Banstead trustee board: chair, treasurer, two ordinary members

Staff: CEO

3.4 All payments require two signatures or online authorisations. It is the responsibility of the signatories to make a check for arithmetical accuracy and to ensure that the payment is supported by adequate documentation. Blank cheques will never be signed. 
3.5 The following conditions apply for signing cheques and authorising online payments:

Up to limit: £500 
The Finance Officer and the Finance Administrator; 

Over £500 up to £2,000
Finance Officer or the Finance Administrator and the CEO; 
Over £2,000 up to £5,000
Finance Officer or the Finance Administrator and the CEO and one of the Treasurer, Chair, Vice Chair of the Citizens Advice Reigate and Banstead trustee Board; 

Over £5,000 
CEO and two of the Treasurer, Chair, Vice Chair of the Citizens Advice Reigate and Banstead trustee Board 
3.6 No signatory may sign a cheque or authorise a payment to themselves, to their partner or to a relative except in the case of monthly salaries, subject to Section 10.

3.7 All bank accounts must be in the name of Citizens Advice Reigate and Banstead. No account must ever be opened in the name of an individual. New accounts may only be opened with the written agreement of Citizens Advice Reigate and Banstead trustee board.

3.8 Bank accounts will be reconciled monthly with the bank account section of the accounts software.

3.9 The finance officer has delegated authority from Citizens Advice Reigate and Banstead trustee board to liaise with the bank on all matters related to the financial affairs of Citizens Advice Reigate and Banstead.  They can write cheques and set up payments but must never be a signatory or an authoriser of such cheques and payments.

Budget setting and budgetary control

4.1 The budget setting process starts in December / January for the following financial year ending 31 March. The budget is set as far as possible to allow Citizens Advice Reigate and Banstead to carry out the objectives set for the year by the trustee board. The budget must be agreed by the trustee board and be in place by April 1st.

The budget is drawn up according to the following principles:

· consideration of the new items which should be included in the budget in order to achieve the objectives decided on for the year ahead

· consideration of income levels, including grant income

· the need to achieve the level of surplus indicated by Citizens Advice Reigate and Banstead trustee board

· a calculation for general inflation and for the level of NJC settlement for salaries.

The CEO with the assistance of the finance officer is responsible for preparing and presenting a workable budget to the finance sub-committee for discussion and recommendation for agreement by Citizens Advice Reigate and Banstead trustee board.

4.2 Once a budget has been set, the CEO is authorised by Citizens Advice Reigate and Banstead trustee board to spend up to the level of that budget.

4.3 Management accounts are produced monthly by the finance officer. Copies of the management accounts are reviewed by the CEO. They form part of the agenda for meetings of the finance sub-committee and local Citizens Advice trustee board. The management accounts provide financial information which compares actual income and expenditure for the period against budgeted income and expenditure by project / activity (restricted and unrestricted), and a forecast of the position at the end of the year. They are accompanied by a short written report which explains significant variances.

4.4 The CEO and finance officer will monitor expenditure monthly and report to the trustee board at least quarterly. The CEO is responsible for monitoring all budgets and for ensuring that any overspends and under-achievements of income are investigated and that remedial action is taken.

4.5 Budgets will be reviewed regularly (at least quarterly) and amended if necessary for material changes in circumstances.

Income

5.1 The CEO will be responsible for the submission of all grant and other funding applications. All agreements for the receipt of funding shall be obtained in writing stating the amount and any conditions. All offers of funding must be referred to Citizens Advice Reigate and Banstead trustee board for observations before signing by the CEO.

5.2 Sufficient records will be kept to identify all sources of income and their conditions of use.

5.3 All monies received will be banked within five working days. Cash received must be banked intact and should not be used to make payments or to top up petty cash or any other cash holdings (e.g. clients' accounts).

5.4 Any chargeable services will be invoiced upon completion. The CEO will make appropriate arrangements to pursue non-payment. No amounts owing to Citizens Advice Reigate and Banstead may be written off without the authorisation of the treasurer.

Authorisation

6.1 All orders for goods and services must be authorised by the CEO. The CEO may delegate this authority to individual staff members by allocating them a financial limit of authority. Any item which is not provided for in Citizens Advice Reigate and Banstead budget must be referred to the trustee board.

6.2 All orders must be made (or confirmed) in writing and a copy kept. Orders may only be signed by the CEO or other person authorised as above.

6.3 Items over £2,000 must be authorised and minuted by Citizens Advice Reigate and Banstead trustee board.

6.4 No staff member may authorise payment to themselves, their partner or relatives, except in the case of monthly salaries, subject to Section 10.

Payments

7.1 All incoming invoices shall be kept safely in a pending file. The unpaid invoices file should be examined once a week to ensure that all bills are paid by their due date.

7.2 Invoices should be matched and checked against orders before payment is made. The person receiving the goods should also confirm that they have received what was ordered.

7.3 The CEO shall approve the authorisation of payment of an item of expenditure on the cheque requisition form or on a rubber stamped grid on the invoice or a cheque requisition form.

7.4 The normal method of payment of money due by Citizens Advice Reigate and Banstead is by cheque / BACS, standing order or direct debit.

7.5 The CEO has authority to pay all amounts to which Citizens Advice Reigate and Banstead is legally committed once such payment has been authorised.

7.6 The Finance Administrator will prepare cheques and the Finance Officer will prepare BACS payments as required. When the cheque is signed, the initials of the two signatories should be entered on the cheque requisition form. Those signing the cheques / payments are responsible for satisfying themselves that all relevant procedures have been followed. 
7.7 Once payment has been made, the invoice (or form, voucher or grid) should be clearly marked "Paid", together with the cheque number or payment type and date, the account code and project it belongs to.   All payments must be entered in the accounting system within seven working days.

7.8 In the absence of the CEO, the Treasurer, the Chair, or the Vice Chair should take the place of the CEO and approve all invoices in excess of £500 for payment. 
Petty cash floats

8.1 Citizens Advice Reigate and Banstead operates an imprest petty cash system with a float of £100 Banstead office,  £200 Redhill office or as decided by Citizens Advice Reigate and Banstead trustee board from time to time.

8.2 Petty cash will only be used for small items of expenditure where a cheque or online payment cannot be justified because it is too small. The maximum limit of any petty cash claim is £50.
8.3 A petty cash voucher must be completed for all expenditure and signed by the CEO or delegated authority as authorising payment. The person receiving the money must also sign.

8.4 The petty cash float will be reconciled at least monthly or whenever more cash is needed from the bank.

8.5 The petty cash tin must be kept locked and in a safe place.

8.6 Petty cash control and recording is the responsibility of the finance officer.

Expenses

9.1 Claims for business travel and other expenses should normally be made on a monthly basis on the standard expenses form.
9.2 Expenses claimed should be reasonable, only incurred in the furtherance of normal duties and wholly, necessarily and exclusively expended on behalf of Citizens Advice Reigate and Banstead. Only fares that are no higher than a standard fare should be claimed for travel costs, and other expenses within HMRC agreed limits.

9.3 The form must be authorised by the CEO or delegated authority. By so authorising, the CEO certifies that he / she is satisfied that the expense has been properly incurred.

9.4 Receipts for travel, subsistence and other expenses should be attached to the claim form.

9.5 Expense claims are paid by cheque or online payment to the individual making the claim only.

Salaries

10.1 Salaries must show the CEO's signature of authorisation at each of three stages in the following order:

· input: advising amendments to pay

· output: verifying the calculated gross and employer's costs employees' pay on the payroll summary

· payment: the list of employees' net pay amounts prior to submission for payment.

Where emails instead of physical documents record the authorisation, a copy of the email must be saved to a separate permanent electronic folder with access controls that prevent unauthorised editing and deletion.

10.2 Permanent changes to rates of pay can only be authorised by Citizens Advice Reigate and Banstead trustee board.

10.3 All salary payments must comply with the terms and conditions of the employee's contract of employment subject to the fact that no member of staff will be paid for more than 48 hours of work in a week.

10.4 The CEO will ensure that all HMRC and statutory requirements regarding tax and National Insurance are complied with.

10.5 The processing of payments for all salaries and other earnings is made by the finance officer and the authorisation is the responsibility of the CEO and trustees.  Salaries are paid monthly for the calendar month in which the payment occurs.

10.6 The payroll system should have a monthly pay limiter to prevent large overpayment errors.

10.7 It is the responsibility of the CEO to authorise and ensure that the finance officer is informed of:

· new employees, employees leaving and any change in the status of employees

· absences from work for sickness, maternity and parental leave, or other reasons, apart from approved leave

· changes in remuneration apart from normal incremental increases.

Insurance and fixed assets

11.1 Citizens Advice Reigate and Banstead trustee board delegates to the CEO the responsibility for ensuring that Citizens Advice Reigate and Banstead is protected as necessary by insurance policies. This includes the protection of Citizens Advice Reigate and Banstead fixed assets and insurance in Citizens Advice Reigate and Banstead role as an employer.

11.2 The CEO is responsible for making any necessary claims against insurance policies.

11.3 A fixed assets register of all fixed assets of Citizens Advice Reigate and Banstead (those capital items with a purchase price of more than £1,000 and with an estimated life of more than 12 months) is kept and updated by the CEO who is responsible for adding any new assets to the insurance policy.

11.4 The loss or theft of any fixed assets must be notified by the employee making the discovery of the loss to the CEO who will ensure that the matter is fully investigated and the police notified, if this is appropriate. In the case of any item disappearing from Citizens Advice Reigate and Banstead offices, the police will always be notified.

11.5 Citizens Advice Reigate and Banstead property cannot be removed from its premises without the agreement of the CEO. Property removed from Citizens Advice Reigate and Banstead premises should be recorded in the fixed assets register or some other register stating:

· reasons for the removal

· the person in custody

· date returned.

11.6 Assets owned by Citizens Advice Reigate and Banstead are, as far as possible, marked as Citizens Advice Reigate and Banstead  property.

Audit / independent examination

12.1 Citizens Advice Reigate and Banstead trustee board is responsible for recommending the appointment of an independent examiner at the annual general meeting. The purpose of the annual independent examination is to provide an external scrutiny of Citizens Advice Reigate and Banstead finances in accordance with charity law.

12.2 The independent examiner reports to Citizens Advice Reigate and Banstead trustee board on:

· the suitability and reliability of financial information.

· whether the accounts comply with charity and company law.

12.3 The independent examiner has access to all Citizens Advice Reigate and Banstead financial and other records.

12.4 Whenever any matter arises which involves, or is thought to involve, irregularities concerning cash or other property of Citizens Advice Reigate and Banstead or any suspected serious irregularity in the exercise of Citizens Advice Reigate and Banstead procedures, the CEO must be notified immediately.

Where the irregularity may involve the CEO, the employee making the discovery should report the matter to the treasurer or chair or any board member who in turn should bring the matter to the attention of the board as a whole.

The CEO (or treasurer or chair) will take whatever steps are necessary to investigate the matter, and immediate remedial action to prevent continuation of, and / or remedy to, the situation and to ensure that Citizens Advice Reigate and Banstead assets are safeguarded, including the reporting of the matter to Citizens Advice Reigate and Banstead trustee board.

