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2.7 Financial Policy 

General arrangements 

1. The management committee is responsible for ensuring that the group is well managed and that 

we look after our income properly and put it to best use. 

2. We will keep appropriate financial records, including: 

• a spreadsheet recording all the transactions in the bank account(s) 

• bank statements or building society passbook 

• a petty cash spreadsheet 

• details of all funds received 

• invoices and other receipts for all payments 

• PAYE records  

3. Our financial year ends on 31st August this runs in line with the academic calendar. 

4. We will draw up accounts at the end of the financial year and have them examined by an 

independent auditor, who is independent of the group and our accountants. The annual accounts 

will be presented to the Annual General Meeting for approval. These will be submitted to the 

Charity Commission as per our constitution. 

 

5. Before the start of the financial year, we will set a budget for the following year. 

 

6. We will discuss a financial report at each committee meeting showing money received, payments, 

and remaining funds. It will also show expected future receipts and payments. 

7. Conflicts of interest and conflicts of loyalty requires trustees to declare and absent themselves as 

set out in Clause 7 of our constitution. 

  

Bank accounts 

1. We have a current account with The Co-Operative Bank and the Natwest Bank and a savings 

accounts with Shawbrook Bank. 

2. All bank transactions will go through our current account. To withdraw money from any other 

account, we shall first transfer it to the current account and withdraw it from there. If we pay money 

into any other account, it will be as a transfer from the current account. 

3. At least three members of the management committee will be signatories to the accounts currently 

named as John Aiton, Stephen Winston and Gemma Pryke. 

4. Any withdrawals or transfers between accounts will be signed by two of the signatories. We expect 

that one of these will be the treasurer. If not, we will give the treasurer full details of the payment. 

5. We will ask the bank to provide statements every month and will check the statements against our 

records. 
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Banking Procedure 

Cash / Cheque Receipts - Income 

 

When The Bumblebee Children’s Charity receives income at the centre we follow 

procedures to ensure this is all recorded correctly. 

▪ The paying-in book is completed with details of each payment made on the back of 

the stub in the book. 

▪ The details are logged onto a spreadsheet in readiness to be sent to the 

accountants at the end of each quarter. 

▪ The details are also recorded on our database Zoho and if a cheque has been 

presented a copy of this is taken and uploaded to Zoho. 

▪ Cheques are placed in the Co-Op Bank Envelopes with all sections completed. 

▪ Deposits are made at a Post Office counter and receipts are issued for each 

transaction. 

▪ The accountants will reconcile the payments on the spreadsheet against the bank 

statements they receive. 

 

BACS Payments – Outgoing  

 

▪ When a payment needs to be made by BACS a request is sent to one  of the 

trustees for their approval and entering onto the on-line banking system. This is 

then approved on-line by another Trustee and payment is made. 

▪ Payment requests should be with the trustees by the 13th of each month so the 

payment can be made on or around 15th or each month. 

Petty cash 

We will ensure that any member of staff or volunteer that has purchased items for the benefit of 

The Bumblebee Children’s Charity is not left out of pocket. 

 

Expenses 

 

▪ A receipt for the purchased items must be initialled and put in the expenses wallet which is 

located in the appropriate filing tray. 

▪ The person authorising the expenses claim will fill in an expense form and pay the money to 

the claimant from petty cash. 
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▪ When money is due to the person authorising the expenses, this must be signed for by another 

member of staff first and monies double checked. 

▪ Expenses are paid out on the last working day of the month. 

 

Petty Cash  

 

We keep records for the purpose of maintaining our financial records. These include: 

▪ The expenses details are entered on the spreadsheet and then all claim forms and receipts are 

attached, these are then filed. 

▪ The total expenses amount is given to the Charity Principal to be able to withdraw and top up 

the Petty Cash. 

▪ The Charity Principal will then email the trustees to reimburse any monies due. 

 

Staff wages  

1. We will keep records of staff wages in accordance with PAYE and National Insurance regulations. 

 

Reserves 
 

The amount of money that the charity will need in order to keep going while it 

completes all its obligations and can closedown in good order.  This is constantly 

reviewed by trustees taking into consideration rent, Utility and services, redundancy 

payments and the costs of closing the building. 

 

Voluntary winding up or dissolution of the charity would follow clause 29 of constitution. 

 

 

This Policy was adopted by 

 The Bumblebee Children’s Charity in      

Signed on behalf of the Management Committee July  2019………………... 

Name of signatory    Alison Stonham        Role of signatory   Charity Principal   


