Finance Policy
The Yarcombe Jubilee Hall

The Yarcombe Jubilee Hall Management Committee is committed to prudent management of The Yarcombe Jubilee Hall to support financial sustainability and to comply with all relevant regulatory obligations and legislation.

The financial objective is to ensure that sufficient funds are generated from hall hire, fundraising events, grants, donations and other sources to operate and maintain The Yarcombe Jubilee Hall to continue to provide a facility valued by the local community.

The following will be implemented to enable The Yarcombe Jubilee Hall Management Committee to operate The Yarcombe Jubilee Hall on a sustainable revenue basis with a reserve fund set aside for crises and revenue voids.

· The Management Committee will manage the assets of the charity in accordance with the prevailing Yarcombe Jubilee Hall Governing Document.

· The Management Committee will insure the Trust property with a reputable Insurance Company and ensure the policy has sufficient cover; the sums insured will be reviewed at each policy renewal.

· The Management Committee shall approve a Reserves Policy and determine the extent and nature of the reserves designated as restricted funds.

· The Management Committee will evaluate the financial situation at every hall committee meeting and take the appropriate action when necessary.

· All members of the management committee to be aware they are responsible for all the expenditure of charitable funds and have to account for how the funds have been applied.

· Financial records will be kept to ensure Yarcombe Jubilee Hall meets its legal requirements.

· The financial year will end on the last day of March. An annual report will be approved by the management committee at the Annual General Meeting held in May.

· The accounts must be independently examined/audited by an appropriate person who has been approved by The Management Committee. The Auditor will date and sign the accounts as being true & correct.

·  An annual report is made to the Charity Commission by the Secretary.

· The Treasurer shall present a financial report to every hall committee meeting. The format and content of the report to be decided by The Management Committee.

· All funds will be held in accounts in the name of Yarcombe Jubilee Hall at such financial institution and on such terms as The Management Committee shall decide. All cheques and bank transfer documents shall require two signature authorisations.

· All expenditure shall be properly authorised and documented; all income will be paid into the bank without delay.

· No member of The Yarcombe Jubilee Hall Management Committee shall have a personal financial interest in the management of The Yarcombe Jubilee Hall.

· No cash will be stored in The Yarcombe Jubilee Hall.

· An Inventory of The Yarcombe Jubilee Hall contents will be completed Annually.
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Treasurers Responsibilities & Procedures

Records

· A cash book/ computer based record analysing all the transactions will be kept up to date.
· Financial records will be kept for at least 6 years.
· Hire records need to stipulate if event is considered domestic for purpose of PPL/PRS Licence

Payments

· All payments will be itemised in the records.
· Responsible for holding cheque book (unused and partly used) in a safe place.
· Blank cheques will never be signed. The relevant payees name will always be inserted on the cheque before signatures and the cheque stub will always be properly completed.
· No cheques or online payments should be signed/authorised without supporting documentation.
· All online payments must be authorised by two unrelated individuals.

Income

· All income will be paid into the bank without deduction, other than for legitimate and documented running costs.
· Cash is to be counted by the person collecting it and placed in a bag with a pay-in slip showing source, date, amount and signature of collector; the cash is to be handed to the Treasurer who will confirm amount, when possible it will be counted by Treasurer in front of the collector.

Documentation

· Bank statements will be addressed to the Chair who will promptly forward a copy to the Treasurer.
· Every payment out of the bank account will be evidenced by an original invoice.
· A cheque should be fully completed before any signature is appended and the cheque should be checked by both signatories against the actual invoice which is being paid.
· An invoice should be endorsed with the cheque number, marked paid, dated and initialled by both signatories or who authorised bank transfer.
· Yarcombe Jubilee Hall will reimburse expenditure paid for by Committee members on behalf of the Hall, providing it is adequately evidenced.

Signatories/ Authorisation

· Are to be approved by the hall management committee and recorded in minutes.
· Are to include the Chair and Treasurer.
· Are responsible for ensuring correct documentation is relevant to the payment.
· Must not be related. (cohabitees will be considered as 'related' in this instance)
· No individual signs a cheque or authorises a payment of expenses to themselves.


Clarification for PPL/PRS Licence

Definition of Domestic Events : These are events such as weddings, christenings, birthday parties, anniversary celebrations, funeral wakes etc. to celebrate an important family occasion and where the only attendees are family and friends of the hirer and there is no charge for attending the event.
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Treasurers Report Requirements

The Treasurer’s report at Management Committee Meetings will include:

	: Bank Balances
	: Transfers between Bank Accounts
	: Summary of debtors and creditors outstanding
	: Income & Expenditure account for year to date. 

The format of this should follow that of the annual report.
     
    Expenses                                                                                       Income       

· Booking Clerk/Cleaner                                                                - Hall Hire
· Insurance                                                                                    - Domestic Hall Hire
· Oil                                                                                               - Donations
· Water                                                                                          - Bank Interest
· Electric                                                                                        - Fundraising
· Repairs & Renewals                                                                   - Grants
· Cleaning Products                                                                      - Market
· Sundries                                                                                     - 100 Club
· Licences & Subscriptions                                                           - Car Park
· Improvements                                                                             - Sundries
· 100 Club                                                                                     - Gift Aid
· Officers Expenses

The Treasurers Report will be presented to committee members at meetings. 

Committee members will be given the opportunity at management meetings to ask any questions or raise any concerns regarding the Treasurers report.


Trustees’ Expenses Procedures

The Yarcombe Jubilee Hall is a charity and the members of The Yarcombe Jubilee Hall Management Committee are all volunteers. An individual must have permission from the hall committee prior to making purchases of goods or providing a service. Reimbursement will only be paid on a receipt provided basis. Goods can include items purchased for an event or items and equipment purchased for maintenance and improvements to the premises. A service will only be paid for if agreed at a management committee meeting and recorded in the Minutes prior to the service being provided


Fundraising Procedure

The Yarcombe Jubilee Hall Management Committee are committed to our responsibility to raise funds to support the financial sustainability and long term future of The Yarcombe Jubilee Hall. In addition to rental income it is necessary to supplement this with events designed not only to raise additional funds but to provide varied social occasions for the community. The committee is responsible for discussions of events and developing a programme for the year. These events should be varied in content and price to ensure that they encompass the ability of the wider community to attend. 

Fundraising is a Standing item on the Agenda of Management Meeting.
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Investing Charity Funds Procedure

All funds will be held in accounts in the name of Yarcombe Jubilee Hall at such financial institution and on such terms as The Yarcombe Jubilee Hall Management Committee shall decide. Surplus funds will only be invested with a financial institution registered with the government Financial Compensation Scheme, in accounts with a guaranteed interest and with a notice period which will not jeopardise the day-to-day cash flow. The allocated amount to be invested will be decided by the hall committee at management meetings.

Reserves Policy

The Yarcombe Jubilee Hall Management Committee is aware one of the key obligations on all charities is to spend income received on charitable objects within a reasonable time unless there is a good reason not to. The object of this reserves policy is to explain why it considers it necessary to hold funds in reserve.
Reserves are that part of a charity's unrestricted funds that is freely available to spend on any of the charities purpose.

The Yarcombe Jubilee Hall Management Committee maintain four bank accounts for holding reserves and funds as necessary-
· Lloyds- Treasurers Account (current account)
· Lloyds- Commercial Instant Access Account (savings account)
· Lloyds- 32 Day Notice Deposit Account
· Lloyds- 95 Day Notice Deposit Account

The Yarcombe Jubilee Hall Management Committee is committed to providing a functional hall to the residents of Yarcombe Parish and others, to enable us to do this we need to maintain and run the facilities, considering both day to day expenses and to maintain the facilities for the long term. Whilst our commitment is both long term and short term, we consider our sources of income almost exclusively short term and volatile. The hall committee have set a reserves policy which requires reserves to be maintained at a level which ensures that The Yarcombe Jubilee Hall Management Committee could continue to provide a village hall during a period of unforeseen difficulty.

The calculation of the required level of reserves is an integral part of the organisation's planning, budget and forecast cycle. When deciding our reserves we considered-
· reserves levels need to be managed in response to identified needs and circumstances.
· reserves should not be held without a positive justification.
· reserves should reflect a period of unforeseen difficulty.
· the size of the reserves should be appropriate to the purpose they are maintained.

Contingency Plan

Reserves equivalent to at least 6 months and up to 2 years of budgeted annual expenditure will be maintained to cover any negative cash flow and emergencies (example: boiler/heating breakdown, or damage to flooring /equipment). If accessed, efforts should be immediately put in place to restore balance to minimum amount. The Yarcombe Jubilee Hall Management Committee when calculating reserves consider it prudent that expenditure should be assumed at a minimum of £1,000.00 per month.

If it is deemed necessary to go below the minimum reserves, expenditure would need to be agreed by a majority of the management committee at a meeting.

All members of The Yarcombe Jubilee Hall Management Committee are aware they are responsible for all the expenditure of charitable funds and have to account for how the charity's funds have been applied.
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