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FINANCE POLICY 
 

1. Policy Statement 
It is the policy of Fritwell Village Hall CIO to be financially responsible and accountable. This 
means that the Trustees of the CIO will not take on any responsibilities that they do not have the 
resources to meet; that they will endeavour to pay all bills on time; that they will collect all 
monies owed to it as promptly as possible and keep accurate records of all income and 
expenditure; they will provide up to date financial information to stakeholders. 
 

2. Policy Purpose 
The purpose of this policy is to show that the finances of Fritwell Village Hall CIO are managed 
efficiently and effectively to fulfil the stated aims of the CIO. 
 

3. Aims of the Policy 
3.1. To ensure that effective procedures and controls are in place to meet the requirements of 

the Charity Commission and in accordance with the Constitution. 
3.2. To mitigate and manage financial risks 
3.3. To safeguard the assets of the CIO 
3.4. To be accountable to the community, the beneficiary of the CIO 

 
4. Scope of the Policy 

The policy covers all financial transactions carried out by, for or on behalf of Fritwell Village Hall 
CIO by all/any authorised persons during each financial year, which will end on 31st December. 
 

5.  Responsibilities and Roles 
 
The Trustees of the CIO will have ultimate responsibility for ensuring the effective 
implementation of this policy. They will: 
5.1.  Insure Fritwell Village Hall with a reputable Insurance Company on an ‘All Risks’ basis for its 

full rebuild value, the sums insured shall be reviewed at each policy renewal 
5.2.  Approve an income and expenditure budget at the beginning the financial year and 

monitor performance at every meeting. 
5.3. Carry out an annual review of the Charity Commission’s financial checklist 
5.4. Elect a trustee to act as Treasurer to be responsible for the effective day to day 

management of this policy and the procedures outlined in this policy.  In the prolonged 
absence of the Treasurer another trustee will be asked to carry out the responsibilities set 
out below. 

5.5. Receive a financial report from the Treasurer at each meeting 
5.6. Appoint an independent examiner for the end of year accounts and report to the charity 

Commission 
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The Treasurer will be responsible for 
5.7 The day-to-day management of the financial procedures for income, expenditure, 
recordkeeping as set out in this policy 
5.8 Keeping financial records to ensure that Fritwell Village Hall CIO meets its legal and other 
obligations under Charity Law, Revenue and Customs and Common Law. The following records 
shall be kept up to date by the treasurer: Cashbooks/computer-based records analysing all the 
transactions in the name of Fritwell Village Hall bank accounts. A daybook/computer-based 
record of income and monies received allocated, identifying all outstanding amounts.  
5.9 Drafting an income and expenditure budget to be reviewed and approved by the Trustees 
5.10 Presenting a financial report to every meeting of the Trustees: the format and content of 
the report to be decided by the Trustees, but to include a validation by a Trustee, other than the 
Treasurer, attesting that the reported Bank balance has been checked and agreed.  

5.11 Drawing up end of year accounts for each financial year for approval by Trustees prior to 
examination by an independent examiner and presentation at the AGM. 

6. Bank Accounts 
6.1 All funds will be held in accounts in the name of Fritwell Village Hall CIO at such banks and 

on such terms as the Trustees shall decide.  
6.2 All cheques and hard copy transfer documents will require the signatures of any two of the 

five Trustees authorised by minute of a Trustees Meeting. 
6.3 On-line electronic payments will be initiated by the Treasurer (or alternative bank signatory 

in the event of absence), but only where properly authorised, in accordance with the 
relevant financial procedures.  

6.4 Transfers between different accounts will be made in accordance with the Reserves Policy.  
If necessary, monies may be transferred to suit circumstances, but only with the approval of 
all Trustees 

 
 
7. Procedures 
The procedures set out below will be followed to ensure effective financial management. 
 
Income Procedure  
 

• All income, excepting deposits received by cheque (which, as payee agrees, will be returned 
to payee or destroyed unless there is a claim against that deposit), will be paid into the bank 
as soon as possible after receipt without deduction.  

• Cash is to be counted by the person collecting it, independently checked and signed by 
another before handing it to the Treasurer along with source and amount detailed and 
signed by the collector.  
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• Expenses should not be deducted from any cash collection.  

• A Hiring Agreement form agreeing conditions of hire, date, purpose of hire, the rate, 
damage deposit and total due must be signed by the hirer and paid 10 days before the 
booking takes place. Other terms of payment may be agreed with regular hirers but must 
first be agreed at a Trustee Meeting, or by electronic communication between the Trustees. 

• The maximum cash to be held by the Treasurer is £500.  Any amount over this should be 
banked as soon as possible. 
 
 

Expenditure Authorisation 
All expenditure, except for hirer’s deposit refunds, is to be authorised in advance of the spend by 
Trustees as follows:  

• Up to £100 – by 1 trustee  

• Between £100 and £500 – by any 2 Trustees  

• Over £500 – authorised and minuted at a full meeting of Trustees. Authorisation can be 
carried out between meetings by email or messaging via WhatsApp 

• For the purposes of restocking the bar only, no authorisation is needed up to a maximum of 
£700 

 

The required authorisation is to be applied, where possible, at point of:  

• Purchase order/contract for exceptional expenditure (major maintenance work)  

• Direct Debit/Standing Order instruction.  
 
No Trustee is to authorise any expenditure for payment to themselves.  
 
 
Payment Procedure  
 
No payments, except deposit refunds to hirers, are to be made without properly authorised 
supporting documentation. i.e. receipts 

Cheque payments:  

• The Treasurer will be responsible for holding the cheque book (unused and partly used 
cheque books),  

• Blank cheques will NEVER be signed.  

• The relevant payee’s name will always be inserted on the cheque before signature by two 
bank signatories and the cheque stub will always be properly completed.  
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Debit Card Payments/Standing Orders 

• The Treasurer and two other designated Trustees will each have a debit card in their own 
name and with their own PIN number. Expenditure authorisation will be the same as that 
itemised in Section 7, Expenditure Authorisation.  

• Two bank signatories must sign any Direct Debit or Standing Order 
 
 
On-line electronic payments:   

• The Treasurer will normally be responsible for initiating on-line payments. One of the 
nominated bank signatories will deputise, in their absence.  

• Individual log-in details, pass codes and other bank authentication must not details shared 
between Trustees. 

• Bank account and sort codes for a new payee should only be input from documentation 
provided by the payee. For a commercial business, the Treasurer will independently verify 
the bank details by telephoning the Finance Department of the company in question. 

• All payments must be authorised by two bank signatories on the banking platform. The 
trustee initiating the payment can be one of the authorisers. 

 
Payment Documentation  
 

• Every payment out of the bank accounts will be evidenced by either an original invoice, 
expenses claim form OR a computer stored, write protected electronic image of same 
(preferably a .pdf)  

• Such documentation should include either written authorising signatures and date or 
reference to Meeting Minutes where authorised.  

• Cashbook records should record payment method. 

• Expenses / allowances. The Trustees will, if asked, reimburse expenditure paid for 
personally by volunteers or Trustees on behalf of the charity: fares to be evidenced by 
tickets; other expenditure by original receipts; car mileage is based on HMRC mileage rates 
at the date of travel local authority scales; no bank signatory to authorise payment of 
expenses to themselves.  

 
 

Policy Approved 22nd August 2023 V1.0 

Reviewed January 2024 Policy V3.1 

Reviewed January 2025 Policy V3.2 

Reviewed January 2026 Policy V4.0 
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