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Regenerate-RISE is committed to providing best practice and best value in all financial procedures within the organisation and is open for inspection as well as regular reviews, which may lead to changes in policies and procedures.  Regenerate-RISE is also committed to ensuring that all monies given through grants or donations are used for the purpose that they were given for and that an audit will be carried out annually on all projects.

Financial Reporting

A financial report must be given to each project’s Advisory Committee meeting by the RISE Co-ordinator, the Finance and Admin Co-ordinator or the Chair of Trustees.  The Trustees will receive a report of the overall finances of Regenerate-RISE at least once a quarter.  If there are any major concerns or problems, the Trustees will be notified between planned meetings and an emergency meeting will be arranged if thought to be necessary.  Regenerate-RISE has a Financial Advisor who meets with the Trustees on a regular basis at Board meetings and in the absence of a “Treasurer” as a Trustee, the Chair of Trustees will be responsible for ensuring that up-to-date reports are given at all Trustee and relevant meetings.  When a Trustee is recruited as a Treasurer, he or she will take over this role.
· Each Regenerate-RISE project will complete a monthly return covering all income and expenditure by the 10th of the following month and send the following information to the Finance and Admin Co-ordinator at Regenerate-RISE’s Central Office:
Completed Monthly Return Form

Copy  of Weekly Income Log 
Copy of Petty Cash Form

Copy of Expenditure Breakdown Form

Copy of Minibus Use Log (if applicable)

Copy of Information and Activity Monitoring Forms

· The RISE Co-ordinators for each area will prepare an overall forecast of income and expenditure for the forthcoming year in preparation of the approval of their budgets  by 1st December each year for approval by the Trustees at their January Board meeting.  The Senior Management Team of Regenerate-RISE will prepare the overall budget of Regenerate-RISE for submission to the Board of Trustees for their approval.

· A financial report must be prepared quarterly for each RISE project’s Advisory Committee and any concerns must be made known both to the Committee and to Regenerate-RISE.

Forecasts

Once the budget is set, it is not possible to change the figures during the financial year.  Changes will appear as variances from actual and will need to be explained.  RISE Co-ordinators may however be required to prepare forecasts at different stages in the year on request.

· A forecast is basically a projection/prediction of the likely results for a period.  It is important to take stock of how a project is going at certain stages of the year and assessing the likely outcome for the remainder of the year.  Forecasts will normally be undertaken at the six and nine months stages by which time, key assumptions made in the original budget should be reviewed to assess whether they will be appropriate for the following year.

· When asked to do forecasts, RISE Co-ordinators need to consider the following:

1) Actual results to date – are these a reliable base point for the forecast or do they exclude major items of income and expenditure relating to the completed period.

2) Income for the remainder of the year – you should have a good idea of likely fees but need to ensure that targets are going to be met and that all one-off or “unusual” fee income is included.

3) Expenditure for the remainder of the year – the main issue will be the staffing salaries and whether bank staff/sessional workers are accounted for, taking into account staff leaving and the recruitment of new staff.  It is not sufficient to assume that the same expenditure level will continue for the rest of the year.

4) If your budget relies on voluntary income – what is the likely out-turn for the year?  The RISE Co-ordinator will need to plan and consult on extra income to be raised and how this is going to be achieved.

The purpose of forecasts is to provide as accurate a picture as possible.  They should not include contingencies for currently unknown events.  The best way of dealing with uncertainty is to forecast the most likely outcome and then comment in writing on what could go better, putting a £ value on these “sensitivities” where possible.

New Project Forecasts

Forecasts may also be required in relation to new work, for example as part of a funding proposal where projections are requested for perhaps three years.  This is a very different form of forecast.  The key steps here should be:

1) Concentrate on making the Year 1 full year budget as accurate as possible

2) Look separately at the budget from commencement to the next 31 March financial year end where this is not a full year.  Ensure that costs incurred only in a start up period but which will not recur are excluded from your basis for later years.

3) Produce a list of assumptions for the Year 2 and 3 forecasts including:

Likely percentage increase in fee income

Likely number of users to targets

Likely general inflation increase

Likely salary cost increase (in line with advice from Regenerate-RISE)

Likely major building maintenance/equipment expenditure

These assumptions will give you the framework you need to make the actual calculations.  The further forward you forecast the less you can expect to be accurate, therefore it is the sensible nature of the assumptions which will be more of concern to those reviewing the forecasts.

Accounting

Income: The various financial procedures performed by Regenerate-RISE can be seen in the context of the overall income and expenditure routines which characterise our work.  These do vary from project to project.

1) Income is received from:

Grants from Local Authority/Trusts/Companies

Individual donors

Churches

Sponsored events

Fundraising events

Clients – lunches/membership/activities/transport/outings

Gift Aid
2) Income is received by:

BACS/Cheque from Local Authority/Trusts/Companies/Gift Aid

Standing Order from individual donors

One-off gifts from individual donors by cash or cheque

Membership fees

Lunches/transport/outing fees

CAF Voucher

3) All income is recorded on Weekly Income Sheets  and coded according to Regenerate-RISE’s coding practice.

4) All income must be paid into the relevant project’s Bank Account on a regular weekly basis, ensuring that different people visit the Bank at different times of the week.

Expenditure

The budget is the starting point for all expenditure.  It is important that the budget establishes real needs and is sufficiently detailed to allow individual expenditure requests to be judged against it.

The major expense in every budget will be salary and related payroll costs.  The responsibility for ensuring that accurate and timely information is presented for payroll purposes rest with the RISE Co-ordinator of each RISE project.
Expenditure for Regenerate-RISE – other than staff costs will tend to be of three kinds:

· Purchase from suppliers through credit accounts

· Major project expenditure whether of a capital or revenue nature

· Small purchases or expenses dealt with through petty cash

1) Purchases from suppliers through credit accounts are part of the responsibility of the RISE Co-ordinator.  Up to agreed levels and for certain expenditure such as food, RISE Co-ordinators are authorized to order goods and authorise payments on behalf of the RISE project.  Above those levels additional authorization and explanation will be required.

Given that some purchasing authority rests with RISE Co-ordinators, it is important that they follow good practice in making purchases ie any purchases – other than food – over £500 has to be agreed by the RISE Co-ordinator’s Line Manager.  Any purchase over £1000 has to be agreed by the Chair of Trustees and one other Trustee.

2) Purchases through petty cash must be written on the petty cash slip, signed by the member of staff and authorized by another member of staff (preferably the RISE Co-ordinator).  A maximum of £300 can be held in petty cash and the Petty Cash Form  must be completed each time cash is withdrawn to balance the £300.

3) It is the responsibility of the RISE Co-ordinator to ensure that the invoices and petty cash claims are paid in the most efficient and cost effective manner.
4) All cheques must have two signatures and no cheque must be signed in advance.  The cheque must be attached to the invoice and checked by the second signatory before signing.  The date paid, cheque number and amount must be written on the invoice when paid with the invoice number and address of the RISE project written on the back of the cheque.  All cheques must be accompanied by a RISE project compliment slip with the invoice number written clearly on the slip and signed by the authorised person.

5) Regenerate-RISE will transfer large grants to a high interest account to maximize interest income and will give quarterly payments to the RISE project on a quarterly basis.

6) Management fees represent the allocated cost of ensuring that the RISE project is overseen and administrated well within the work of Regenerate-RISE as a whole.  This will include covering the cost of Human Resources, finance administration, fundraising, auditing and a contribution towards the salary of the National RISE Co-ordinator who will line-manage the local RISE Co-ordinators.  In addition, other costs such as public and employee liability insurance and auditing fees are apportioned across the projects.  The management fee represents approximately 10% of the overall budget of each individual project.

7) Expenditure needs to be well controlled.  Such control includes:

· Ensuring that the real need for expenditure is continually questioned

· Ensuring that the best value is obtained by a proper tender process where appropriate and that money is not wasted

· Ensuring that approval is sought before expenditure over £500 is incurred

· Ensuring that expenditure is as far as possible planned in advance rather than unnecessarily reactive

· Ensuring that goods or services received are in accordance with orders and with invoices

· Ensuring that invoices are appropriately authorised and coded and dealt with on a timely basis

· Ensuring that each RISE project has sufficient funds in the budget to cover the expense before placing an order

· Ensure that all staff are aware of these principles

Credit Accounts

Always consult with the Finance and Admin Co-ordinator of Regenerate-RISE to see whether an account already exists with a company that you wish to deal with.  If an account does not already exist, you should ensure that credit terms can be arranged (ie an agreement that Regenerate-RISE can pay a specified number of days from invoice date).  You will be required to complete a form which normally requires details of your Bank and references.  Consult with the Finance and Admin Co-ordinator before opening any new accounts.
General Guidance

It is the Trustees’ responsibility to establish systems of internal control for operations for which it is responsible and to ensure that internal controls operate effectively.  An internal control is basically any action taken to ensure that an objective, standard or level of performance is achieved.

General financial controls form an important part of the overall internal control environment.  They are procedures, systems or actions which help to ensure that all Regenerate-RISE income and expenditure is correctly accounted for and that all assets are safeguarded.  Written procedures which enable employees to comply with Regenerate-RISE’s policy form part of the control environment.  However, it is the RISE Co-ordinator’s responsibility to ensure that these controls are in place within their project.

It may be helpful to think of financial controls under the following headings:

Physical Security: Petty cash and all incoming money should be kept in a locked drawer/cupboard/safe and the keys kept in a key safe.  Consider also who has access to the key safe, whether the drawer/safe is in a secure office, whether the building is alarmed, which other groups/people have access to the building etc.

Personnel Checks: Ensuring that all personnel ie staff and volunteers have Enhanced CRBs and that references are taken up.

Authorisation and Approval: Ensure that the hours involved in flexible working time are agreed in advance and that all staff expense claim forms are appropriately authorised.

Arithmetical and Accounting: Ensure that all monthly returns are checked and balanced with Bank Statements and that all transactions have been posted correctly, including the summary of petty cash.  Ensure that the amount remaining in the petty cash tin is the same as on the petty cash statement.

Segregation of Duties and Supervision: It is not good practice to give too much responsibility to any single individual, where possible.  Therefore the following should be followed wherever possible:

Petty Cash: All transactions for petty cash must be authorised by a more senior member of staff than the person drawing the money, where possible.  A float of £300 for petty cash at any one time using the Imprest System ie the total amount of vouchers, receipts, cash advances  and cash in the box must always equal the agreed value of the petty cash ie £300:
· Ensure that petty cash limits are adequate for the needs of the project

· Ensure that unnecessarily frequent claims are avoided

· Ensure that there is protection against misuse of cash by unauthorized persons

· Ensure that adequate records are kept to support claims

· Ensure that petty cash payments are correctly and clearly recorded

· Each item drawn from petty cash should be accompanied by a receipt (stapled to the back) and given a clear individual receipt number (starting at No 1 at the beginning of each financial year) and the appropriate expenditure code.  Information written on the slip must include:

Details of expenditure ie Milk, envelopes etc

Amount spent

Date

Signature of person purchasing the items and signature of authorized person

Expenditure code

· All items must then be recorded on a Petty Cash Form when reimbursement is necessary

Drawing Frequency:  It should not be necessary to make claims more frequently than weekly.  It would be preferable if such claims were made fortnightly or monthly.  One claim per month would be made to the last calendar day of the month and the balance would be drawn from the incoming money.

The Petty Cash system is not meant to cover:

· Expenditure over £50 (with the exception of fuel purchasing)

· Payment to suppliers where Regenerate-RISE already has credit accounts set up

· Payment of invoices over £50 (with the exception of entertainers)

Petty Cash Reconciliation: Petty cash floats need to be reconciled on a regular basis and at least fortnightly.  The obvious time to do this is when making a petty cash claim.  Reconciliation should be evidenced in writing, showing the totals of vouchers and cash held – which should add up to £300 and the RISE Co-ordinator and their Line Manager should sign the completed form.  Discrepancies in excess of £10 should be brought to the attention of the RISE Co-ordinator’s Line Manager.

Cheque Requisition Forms: All requests for cheques from Regenerate-RISE Central Office or payments of bills not paid locally must be requested on a Cheque Requisition Form or authorized by the RISE Co-ordinator’s Line Manager.

Orders: All orders for equipment, food and general running items must be approved by the RISE Co-ordinator’s Line Manager – when they are outside of the normal weekly requirements.

Invoices: All invoices must be paid within the time stated on the invoice.  Any large invoices that need to be paid by Regenerate-RISE’s Central Office must be accompanied by a Cheque Requisition Form as above.  Ensure that the invoice shows clearly what the payment is for, write further details on the invoice if necessary.  Also ensure that the code for the expenditure is put on the invoice.  Split coding can be given if the product purchased is covering more than one code.

On Line Banking: All transactions for on-line banking must be authorized by the second person that has been arranged with Cafbank.  Bank Statements must be reviewed, checked and reconciled monthly.

Payroll: The payroll will be organised by Regenerate-RISE’s Central Office and the salaries transferred by on-line banking on the last Friday of each month and pay slips will be sent by post to all employees.  It is the member of staff’s responsibility to check their pay slip and to discuss any issues arising.  It is the RISE Co-ordinator’s responsibility to ensure that Regenerate-RISE receives any additions or deductions to salary in advance of the pay day.

Payment of Cheques: Cheques must be paid on the last day of the month, unless the invoice states earlier payment is due and signed by the two designated signatories.  The appropriate information must be written on the cheque stubb ie: date, who the cheque is for, the amount and the relevant invoice reference number.

Requests for extra funding: all requests for extra funding must be sent to Regenerate-RISE in good time with an explanation of the expenditure.

Staff Expenses: Staff expenses must be authorised by the RISE Co-ordinator or their Line Manager and sent with the monthly return and will be paid directly into the employee’s bank account.  Small amounts for travel can be paid from petty cash.  Volunteer expenses can also be paid out of petty cash.  Details of the expenditure, dates and codes must be clearly marked on the appropriate form and a copy kept by the employee for tax certification purposes.

New Projects or Changes within Projects: All new projects or significant additional changes within the project need the budget and source of funding to be outlined and agreed by the Trustees before going ahead with the new project.

Use of Staff Credit Cards: This practice must be discouraged except in exceptional circumstances.

Company Credit Cards: A Company credit card can be obtained for expenditure, particularly for orders placed by telephone or the internet ie  food, equipment, fuel etc.  All receipts must be kept, coded and numbered on the statement (starting from No 1 from the beginning of the financial year) and the balance must be paid on time.  Copies of the Credit Card statement must be sent to Regenerate-RISE with the monthly return.

Supporting Documentation
A system must be set up to record and store both electronic and paper copies of all financial transactions.  Spreadsheets of incoming invoices, numbered, dated, etc must be kept along with spreadsheets of cheques paid out.  All interest recorded on bank statements must also be written down as income.  All records must be logically filed and kept for a period of 7 years and be accessible for inspection at any time.
All income received should be supported by third party documentation.  All records must be logically filed and kept for a period of 7 years and be accessible for inspection at any time.

Bank Accounts

Regenerate-RISE has three main Bank Accounts:  Cafcash, a Caf Gold Account and one Lloyds account.  It is expected that all RISE projects will have their own Bank Account with Caf Bank, money to be paid in through any HSBC bank.  No new Bank accounts can be opened without the prior permission of the Finance and Admin Co-ordinator.  In any event of a new account opening, the procedures with regard to cheque signing etc must be adhered to.

General Principles

Strong control over bank accounts is vital for any organisation but perhaps particularly for a registered charity with diverse operations.  All cash is legally the property of Regenerate-RISE and we are responsible for ensuring control over the accounts in which it is held.  Therefore it is important that all final decisions with regard to the establishment and control of bank accounts are made or approved by the Board of Trustees.

Detailed Procedure

Bank Accounts should only be opened to operate for the local RISE project.  Two signatories are required for all cheques as outlined previously.  Any cheque over £1000 must be authorized by a Trustee and a list of signatories is kept at the registered office.

Bank Reconciliations

All Bank Accounts require regular reconciliation on a monthly basis.

Security of On-Line Banking and Cheque Books

RISE Co-ordinators should ensure that cheque books are held securely and that cheques are never pre-signed.  Copies of Bank mandates should be kept securely and all on-line banking procedures require an authorized person to confirm the transactions.  
Interest from Bank Accounts

The interest accrued in the Bank Accounts will be automatically transferred back to the project

Payroll Procedures

This procedure covers only payroll procedures.  It is vital for the correct payment of staff that all Weekly Absence Return forms and Time Sheets are returned weekly to the Finance and Admin Co-ordinator at Regenerate-RISE to enable the employees to be paid correctly.  Any agreed extra time that will be paid must be recorded on a Time Sheet and authorized by the RISE Co-ordinator.  TOIL (Time Off In Lieu) must be agreed by the Line Manager and recorded on the relevant Time Sheet.

Monthly Payroll Analysis

This is the summary of all payments made to staff and to the Inland Revenue on a monthly basis and is issued by the Finance and Admin Co-ordinator to the Trustees on a quarterly basis.

Staff Loans

Loans are not made to staff under any circumstances.  The reason or this is that Regenerate-RISE is a registered charity which receives all of its funds either from the public sector, strictly for services rendered or in the form of voluntary income – again for our charitable work.  As such there exists a duty of care that is over and above that required in profit making organisations with respect to a safeguarding of cash and assets.

Capital Assets and Depreciation

Depreciation is primarily a method of spreading the cost of major capital purchases, so that their operating cost matches the period of their usefulness.  Or to express it in accounting language, it is an accounting policy hereby the value of a fixed asset in the accounts is reduced by charges to the revenue account over the period of its useful life to any residual value at which we may be able to dispose of it.

Depreciation rates are as follows:

	Item
	Depreciation rate per annum

	Minibus
	15-25% on a reducing balance

	Computer equipment
	10-33% on a reducing balance

	Equipment and furniture
	15% on a reducing balance


In general, all assets purchased or donated in any of these categories should be capitalized.  However, there are two exceptions to this:

1) Items costing or valued at less than £1000 should not be capitalized (for this purpose sensible aggregation is allowed eg look at the total cost of furnishing a room rather than the price of each chair).

2) Furniture and fittings for new operating facilities are capitalized but ad hoc replacement of furniture and fittings for an existing facility should be expensed in the year of purchase.
When assets are donated to a project and would normally be capital assets the following procedures apply:

1) The approximate value of the asset in its current state needs to be assessed

2) Information on the donation and its assessed value should be recorded on the next monthly return

3) Where there are problems in determining an approximate value, contact the Finance and Admin Co-ordinator who will be able to obtain appropriate advice

These procedures are mandatory because accounting legislation requires us to declare the value of such donations and how they have been treated.

All depreciation calculations are carried out by the Trustees and are provided to RISE Co-ordinators for budget purposes and as part of normal management accounting information.

Disposal of vehicles and other capital equipment where a reasonable disposal value may exist should be proposed by the RISE Co-ordinator and authorized by the Line Manager.  The disposal of vehicles should be carefully considered with more than one offer obtained so that the best available price is achieved.  Valuation can be obtained through the Trustees, who should in any case be notified of all such disposals for insurance purposes.  The Finance and Admin Co-ordinator should also be notified for accounting purposes.

Users Money

Members of staff should never accept monetary gifts from clients with the exceptional circumstance of a clients’ collection at Christmas time.  In this case, the money must be counted with two people present and spent on the annual staff outing.  Any other monetary gift given must be declared as a donation to the work of Regenerate-RISE and recorded in the normal way.
Members of staff should never lend or give money to clients out of their own pockets.  In exceptional circumstances, money could be given to a member from the petty cash provided that it is signed for ie instances such as bus fares (if they have forgotten their money) or following a personal robbery.

Cheques from clients can be exchanged for cash provided the cheque is made payable to Regenerate-RISE or the relevant RISE project and the person signs documentation to confirm that they have been given the cash.  A copy of which must be forwarded with the monthly return.

General Funding Issues

Any donation received by Regenerate-RISE for a specific purpose (ie a “restricted” donation) must only be used for that purpose.  Therefore all monies received for a specific project will be allocated to that project for accounts purposes.  All monies donated for “unrestricted” use will be given to the RISE project that it is intended for or if given to Central Office will be designated to the RISE project most in need.
Gift Aid

Gift Aid is a tax efficient method for making donations where the Inland Revenue give back 25% to the charity – the donor must pay at least income tax/capital gains tax to the equivalent of the sum of 25% received back.  All donors who wish to make donations by gift aid must sign the appropriate declaration.

· Cheques or Standing Orders received under Gift Aid may be banked in the relevant RISE project’s bank account

· Tax is collected from the Inland Revenue by the Finance and Admin Co-ordinator and credited to the relevant RISE project’s account

Legacies

When notification of a legacy is received by a RISE Co-ordinator, the Finance and Admin Co-ordinator must be contacted as soon as possible.

The following procedures must be followed:

· All legacy administration is done by the Finance and Admin Co-ordinator at the Central Office and all correspondence relating to any legacy should be forwarded without delay to ensure that there is no duplication of letters to executors, the bereaved and solicitors

· Cheques received may be banked locally, but notification must be given to the Finance and Admin Co-ordinator with details of the date of banking as well as confirmation of the service to which the legacy was specified.

· Any tax repayment claim to the Inland Revenue will be processed.

· Where supporters/clients have pledged a legacy in their will to Regenerate-RISE, details should be sent to the Finance and Admin Co-ordinator so that their commitment can be recognised in future contacts

Allocation of monies
All restricted monies received by Legacy/Gift Aid/Standing Orders will be allocated to the appropriate RISE project on a quarterly basis.  Any observation of discrepancy should be reported to the Finance and Admin Co-ordinator in order that errors may be corrected.

This policy will be reviewed annually and consequently may be changed or added to.
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