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FAVERSHAM AND DISTRICT U3A

FINANCE POLICY
Purpose and scope
The policy is intended to give clear guidelines as to the recording and processing of all financial transactions relating to the affairs of the Faversham and District U3A (FADU3A) and ensure that such transactions are recorded accurately and in good time so that an up to date picture of FADU3A financial situation is available at all times. 
.
Income and expenditure
Income and expenditure items fall into two distinct areas :-
General
These cover to the income and costs related to the general day to day running of the organisation and may involve outside bodies (e.g. Third Age Trust, West Faversham Community Centre, speakers) or individual members for reimbursement of expenses paid on U3A business.
Items of income will be recorded by the Treasurer, with any relevant documentation retained for later independent checking. In general terms all expenses will be paid by the Treasurer in response to submission of the relevant invoices or receipts, with all documentation retained in good order for independent checking. Where any expenses are above £ 500 additional authorisation should be obtained from the Chair or Vice Chair.
Groups
These cover income and expenses processed/paid on behalf of interest groups, but where control rests with the individual group leaders. The Treasurer will process income and, where appropriate and authorised by group leaders, pay such expenses as are appropriate to the group. In addition to the controls exercised by group leaders, the Treasurer will keep and continually monitor the overall balance for each group. If any group balances go negative (i.e. the total expense exceeds the total income) the Treasurer will inform and investigate with the group leader, and will also inform the Chair, who may deceide to suspend the group until such investigation is completed.
The group balances will be included in the statement presented at each Executive Committee meeting.

Budgeting and Reporting
The Treasurer will draft the annual operating budget around 3 months prior to the start of the financial year. This will be presented to the Executive Committee for review and approval or amendment prior to formal adoption.
The actual income and expenditure against budget will be continually monitored by the Treasurer and any anomalies flagged up to the Executive Committee for their attention/action.
In addition, the Treasurer will present a statement of the current financial position at each meeting of the Executive Committee.
The record of all income and expenditure will be reviewed on an annual basis by an independent, suitably qualified, person.
Banking
Bank accounts are maintained with Lloyds Bank, with separate accounts for the “general” and “group” transactions as outlined above. 
Signatories on the accounts are the Chair and the Treasurer (in addition the previous Treasurer has been retained as a signatory to cover emergencies). Only one signature is needed to authorise bank transactions, subject to the expense authorisations mentioned above.
Reserves and Investment
The Executive Committee have agreed to hold approximately 6 months of expenditure in General Reserves to cover normal day to day to costs to cover any unforeseen costs/ interruptions, this equates to holding cash reserves of approximately £4,500.

In addition, the Committee have agreed any surplus cash can be invested with Lloyds Bank PLC either in their instant access or 95 day notice account.


Approved by: __________________________________
Position: ______________________________________
Date: _________________________________________
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