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FINANCE POLICY
1. [bookmark: _Toc95989331]Managing Assets
Padworth Village Hall Committee “The Committee” will manage the assets of the charity in accordance with the Padworth Village Hall Trust Deed dated December 1952
2. [bookmark: _Toc95989332]Insurance
Insurance for the PVH and all assets is purchased by the Padworth Parish Council.  The Treasurer of Padworth Parish Council will share details of the insurance with PVH Treasurer, using a reputable Insurance Company on an ‘All Risks’ basis for its full rebuild value; the sums insured shall be reviewed at each policy renewal. A copy of the insurance certificate will be displayed on the PVH notice board.
3. [bookmark: _Toc95989333]Financial records 
Financial records will be kept ensuring that PVH meets its legal and other obligations under Charity Law, Revenue and Customs and common law. 
[bookmark: _Toc95989334]The financial year 
The year will end on the last day of December and accounts for each financial year will be drawn up and approved by the Committee prior to being published. 
[bookmark: _Toc95989335]Audits
The accounts will be independently examined by an auditor or examiner of accounts appointed by the Committee.  
[bookmark: _Toc95989336]Budget
The Committee will approve a basic budget prior to the start of each financial year and monitor financial performance at every monthly meeting of the Management Committee 
[bookmark: _Toc95989337]Funds/Reserves
The Committee shall approve a Reserves Policy of a minimum of £5000 in the deposit account.  All funds will be held in accounts in the name of Padworth Village Hall and Fields at such banks and on such terms as the Committee shall decide. All payments shall be in accordance with the agreed budget.  Expenses / costs outside the budget will be authorised by the Chairperson and / or another committee member.   
[bookmark: _Toc95989338]Reporting
The treasurer shall present a financial report to every meeting of the Committee: the format and content of the report to be decided by the Committee. 
[bookmark: _Toc95989339]Expenditure/Income
All expenditure shall be properly authorised and documented; all income shall be paid into the bank without delay. 
[bookmark: _Toc95989340]Risk Review 
The Committee will conduct an annual financial review of all activities and expenditures to ensure transparency, accountability, and effective use of resources.

4. [bookmark: _Toc95989341]Financial Records 
The following records shall be kept up to date by the treasurer: 
a) maintain a record of all transactions in the PVH bank account(s). 
b) maintain a record of all risks, liabilities.
c) Build and maintain a Contracts Register
d) Build and maintain an Assets Register.
5. [bookmark: _Toc95989342]Payment Procedure
i. All payments will be paid by bank transfer or Direct Debit against an approved invoice.
ii. All invoices will be verified against an agreed budget.
iii. Any expenditure over £1,000 other than utility costs need to be agreed with the committee.
6. [bookmark: _Toc95989343]Income Procedure 
iv. All income will be paid into the bank, hiring agreement forms showing conditions of hire, date, purpose of hire, and total due on the booking form. 
7. [bookmark: _Toc95989344]Payment Documentation 
i. Every payment out of the bank accounts will be evidenced by an original invoice or Direct Debit/Standing Order agreement.
ii. Where possible all payments will be made by bank transfer.  The Treasurer will verify the payment and set it up within the on-line banking application.
iii. Any staff appointments/departures will be authorised by the Committee, minuting the dates and salary level. Similarly, all changes in hours and variable payments such as overtime, etc, will be authorised by the Committee. 
8. [bookmark: _Toc95989345]Policy Adoption and Review
This policy was adopted by the Padworth Village Hall Committee at the Annual General Meeting 2022 and will be reviewed annually thereafter.

Signed 
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