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INTRODUCTION 

Why are Financial Policies and Procedures Important?  

Maintaining meaningful and well-considered policies and procedures is a critical 
component of a strong financial management system. They are used to establish an 
organisation’s internal controls and for ensuring compliance with regulatory standards, as 
many non-profit funders expect grantees to comply with specific policy and procedure 
guidelines. Documenting any organisation’s policies also serves as an important tool for 
clarifying roles and responsibilities and ultimately for ensuring that the organisation’s 
financial data is an accurate and reliable basis for organisational decision making. 

The policy and procedural guidelines contained in this document are designed to: 

 protect the assets of the organisation; 

 ensure the maintenance of accurate records of the organisation’s financial activities; 

 provide a framework for the organisation’s financial decision making; 

 establish operating standards and behavioural expectations; 

 serve as a training resource for Staff, Volunteers and other stakeholders; and 

 ensure compliance with national and legal and reporting requirements. 

These Financial Regulations apply to Farfield Mill Limited, the charitable community 
benefit society (“The Society”) and to its trading subsidiary Farfield Mill Trading Limited 
(“The Trading Company”). In these regulations Farfield Mill is used to refer both to the 
Society and the Trading Company. 

How is this Document Organised? 

This document is organised into six sections, representing the significant components of a 
financial management system:  

 Accounting Procedures 

 Internal Financial Controls  

 Financial Planning and Reporting  

 Income 

 Purchases and Payments 

 Asset Management.  
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The Financial details are held in an Appendix that is reviewed annually.   Where the 

document states Appendix xx it is referring to the particular line in the Financial Rules 

Appendix.  If further information is required please contact manager@farfieldmill.org 

  

mailto:manager@farfieldmill.org
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PART 1 – ACCOUNTING PROCEDURES 

This section covers basic accounting procedures for Farfield Mill. 

 

Basis of Accounting 

Farfield Mill uses the accrual basis of accounting. The accrual basis is the method of 
accounting where income and expenses are identified with specific periods of time, such 
as a month or year, and are recorded as incurred when they arise, not when the relevant 
payment is received or made. 

Procedures. 

 Throughout the financial year, income and expenses are accrued into the month or 
period to which they relate.  

 All income and expenses that should be accrued into the prior financial year are so 
accrued, in order to ensure that year-end financial statements reflect all income and 
expenses incurred during that financial year. Year-end books are closed no later 
than 61 days after the end of the financial year. 

 

Record Keeping 

Sufficient and accurate accounting records shall be kept of all transactions, whether 
physical or digital. All accounting records shall be filed, or stored digitally, and kept for at 
least seven years at Farfield Mill. Thereafter they may be disposed of securely.   

 

Preparation of Accounts 

The Directors shall instruct an accountant or an accountancy firm to prepare annual 
accounts in accordance with the relevant legal requirements. The Board can decide to 
have the annual accounts audited, even if it is not required under current legislation. The 
Chair of the Board shall prepare the narrative for inclusion in the Annual Report and 
Accounts.  The Annual Report and Accounts shall be considered and approved by the 
Board.  The Board shall submit the accounts for approval of Members at the Annual 
General Meeting. 
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PART 2 – INTERNAL FINANCIAL CONTROLS 

Farfield Mill employs several safeguards to ensure that financial transactions are properly 
authorised, appropriated, executed and recorded. 

 

Limits of Authority 

All responsibility for financial management and control is reserved to the Board unless 
expressly delegated by this Finance Policy.  This Finance Policy is the definitive code for 
Employees, anyone retained by the Society to provide bookkeeping or accountancy 
services, and Directors in respect of financial management and control of the Society.   

Any decisions of the Board relating to financial management and control shall be by way of 
a resolution to amend the Finance Policy so that this policy remains a definitive code and 
no recourse is needed to the minutes of Board Meetings. Approval of annual financial 
policies and budgets must be recorded in the meeting minutes. 

The Society Board 

The Society Board is responsible for: 

• approval of the annual operating and capital expenditure budgets and any material 
changes to them; 

• approval of capital expenditure in excess of Appendix T1 for an individual item or 
contract; 

• approval of operating expenditure for an individual item or contact not within budget 
and in excess of Appendix T2; 

• approval of any changes to these Financial Regulations; 

• approval of all property acquisitions and disposals by the Society; 

• approval of all land and building leasing transactions; 

• approval of all overdraft and loan agreements for the Society; 

• approval of a grant application of Appendix T7 and above; 

• approval of all funding arrangements proposed for the Society; 

• approval of a disposal with a residual value in excess of Appendix T6 

• review of systems for ensuring compliance with all legal requirements including 
review and approval of the Annual Report and financial statements, letter of 
representation attesting to the accuracy of the financial statements supplied by the 
Society to the Auditor and all accounting policies; 

• review of systems of audit, including receiving the Auditor’s Report on the accounts 
and ensuring maintenance of a sound system of internal control and risk 
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management including receiving reports on, and reviewing the effectiveness of the 
Society’s risk and control processes to support its objectives and strategies; 

• decisions in relation to payment of interest on shares; and 

• decisions in relation to the issue or withdrawal of shares. 

The Finance Committee 

The Finance Committee is responsible for: 

• agreeing minor changes to the Budget - it may agree a virement of up to 5% of the 
overall budget in any financial year; 

• considering the Manager’s review of these regulations and making 
recommendations to the Board for amendment of the Financial Regulations; 

• approval of signatories on accounts held by the Society; 

• approval of operating expenditure by the Society for an individual item or contact 
which is not within budget but Appendix T3; 

• approval of grant applications Appendix T7; and 

• monitoring financial performance of the Society and reporting to the Board on that 
performance. 

The Manager 

The Manager is responsible for: 

• ensuring the implementation of and compliance with these Financial Regulations; 

• reviewing the operation of these Financial Regulations annually and reporting to the 
Finance Committee; 

• ensuring so far as possible that income and expenditure is in line with the Budget; 
and 

• authorising expenditure in accordance with these Regulations. 

 

Conflict of Interest 

All Employees, Volunteers and members of the Board are expected to use good judgment, 
to adhere to high ethical standards, and to act in such a manner as to avoid any actual or 
potential conflict of interest.   

A conflict of interest occurs when the personal, professional or business interests of an 
Employee, Volunteer or Board member conflict with the interests of the Society. Both the 
fact and the appearance of a conflict of interest should be avoided. 

• Upon or before hire or appointment, each Employee, Volunteer and Board member 
must provide a full written disclosure of all direct or indirect financial interests that 
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could potentially result in a conflict of interest in accordance with the Conflict of 
Interests Policy. 

• Employees, Volunteers and Board members must disclose any interests in a 
proposed transaction or decision that may create a conflict of interest. After 
disclosure, the Employee, Volunteer or Board member will not be permitted to 
participate in any decision or the transaction. 

• Should there be any dispute as to whether a conflict of interest exists: 

• The Manager shall determine whether a conflict of interest exists for an 
Employee and Volunteer and shall determine the appropriate response. A 
record of any discussion should be kept with the Employee’s or Volunteer’s 
details. 

• The Board shall determine whether a conflict of interest exists for the Manager 
or a member of the Board, and shall determine the appropriate response. If the 
conflict is not officially minuted, a record should be kept with the disclosure 
records. 

 

Segregation of Duties 

Farfield Mill’s financial duties are distributed among multiple people to provide an 
automatic double check and help ensure protection from fraud and error. The distribution 
of duties aims for maximum protection of the Society’s assets while also considering 
efficiency of operations. 

• Any cheques or donations received through the post, or in person during opening 
hours, should be recorded through the shop till. Any payments, except for refunds, 
out of the till should be avoided, unless exceptional circumstances apply. A detailed 
record should be kept.  These entries will be recorded via the till system and daily 
cashing up sheets 

• The daily till totals should be reconciled to the cash, cheques and card payments, as 
soon, after each day’s trading using the Daily Cashing Up Sheet by the person in 
charge of the till. All funds received via the till are to be reconciled to the bank 
account and the revenue nominals at the end of month. 

• Any anomalies should be recorded on the Daily Cashing Up Sheet. The cash and 
cheques should be held securely and banked as soon as is practicable. 

• Payments, within the normal course of business, which are usually prepared by the 
Finance Officer, should be authorised by a second signature on the cheque or, if 
being paid online, the bank payment is released by second signatory. In emergency 
situations payments outside the normal course of business and not already 
budgeted and/or previously agreed, should be referred to the Chair of the Board or 
any other Directors if he or she is not available. 
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Physical Security 

Farfield Mill maintains physical security of its assets to ensure that only people who are 
authorised have physical or indirect access to money and other valuable property.  The 
details of the actual security are kept separately 

Digital Security 

Maintaining digital security in relation to the Society’s bank accounts, accounting records 
and EPOS system is essential to prevent fraud and theft. 

 

Banking 

Bank accounts 

The Directors shall authorise the Society to open bank accounts as required. Other 
accounts may be opened from time to time as necessary, but no account shall be opened 
without the agreement of the Finance Committee. Separate bank accounts may be used to 
hold designated or restricted funds.  

The mandate for any bank account opened by the Society shall: 

• have a minimum of four signatories appointed by the Finance Committee; 

• have signatories who are either an Employee or a Director; and 

• shall be updated within eight weeks of any signatory ceasing to be an Employee or a 
Director. 

Bank reconciliations 

All bank statements will be reviewed in a timely manner. Bank reconciliations should be 
completed within ten days of the end of the month. 

Cheques 

The Society may use cheques to make payments from their accounts. 

• Cheques shall require at least two signatures. The relevant payee’s name will 
always be inscribed on the cheque before signature; the cheque stub will always be 
completed.  

• Cheques must not be signed by the person to whom they are made payable. 

• No payment should be authorised until the signatory is satisfied of the validity of the 
payment. 

• No signatory shall sign a blank cheque. 

Electronic banking 

The bank accounts held by the Society may be accessed by electronic banking, and 
payments may be made by direct online transfer. 
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• Only individuals named on the bank mandate shall have access to electronic 
banking.    

• They shall not disclose the passwords for accessing electronic banking to any other 
person. 

• The same safeguards applying to cheques are required for online payments. 

• They shall only access electronic banking on computers belonging to and kept at 
Farfield Mill unless specifically authorised by the Manager.  

Debit and credit cards 

The Society may use a debit or credit card to make payments from their accounts.  

• The limit on a credit card must be agreed in advance by the Finance Committee but 
must Appendix G3. 

• A card shall only be used by the person in whose name it is issued. 

• The named person shall not disclose the pin number for the card to any third party. 

• The card shall only be used to make payments authorised in accordance with this 
Finance Policy document. 

• The Manager is responsible for signing off each credit card statement to ensure 
unauthorised payments have not been made. 

Standing orders and direct debits 

All new standing orders and direct debits will be signed in accordance with the banking 
mandates before submission to the appropriate bank or payee. The same safeguards 
applying to cheques are required for new standing orders and direct debits. 

Existing direct debits, such as NEST, can be altered monthly as appropriate by a 
designated Employee. The login details required to access these sites should be held 
offsite with other passwords in a sealed envelope as mentioned above. 

Withdrawal of cash 

Cash may not be withdrawn from the Society accounts except that sums, of Appendix G4, 
may be withdrawn from the accounts for the purpose of maintaining a petty cash fund. 

Overdraft 

The Society may obtain overdraft facilities on their current accounts. 

The terms and extent of any new or altered overdraft facility shall be agreed in advance by 
the Board. 

Loans 

The Society may borrow money if necessary, and such borrowings may be secured or 
unsecured. 

• All loans need the prior approval of the Board. An appropriate minute will be kept of 
any Board decisions. 
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• The terms of the loan agreement must be in writing, and must include whether 
interest is to be paid, if so at what rate, and when and how repayment is to be made. 

• The Finance Committee shall consider any proposed loan and decide whether, in its 
opinion, the loan is reasonably necessary and record the reasons why in its minutes. 

• No loan agreement may be entered into unless the terms of that agreement are first 
approved by the Board.  

• The minutes of the Board Meeting shall record the decision to enter the loan 
agreement, the material terms of the loan and the reasons why it is reasonably 
necessary to borrow the money. 

• The loan agreement must be signed by the Chair of the Board and the Chair of the 
Finance Committee on behalf of the Society. 

• Signed copies of any loan agreement shall be filed and kept until the loan is repaid. 
Thereafter the loan agreement shall be archived but not destroyed. 

Review of banking 

The Finance Committee shall review the Society’s banking arrangements annually, to 
ensure they are cost effective and appropriate and make recommendations to the Board. 

 

Review of Internal Controls 

The Society will carry out an annual review of the financial policy and procedures.  

• The Manager will each year submit a review of the current operation of these rules to 
the Finance Committee. 

• The Finance Committee will consider the review and report to the Board making 
recommendations as to any amendments to the Financial Policy and Procedures 
which it considers necessary or desirable. 

• The Board shall consider the recommendations of the Finance Committee and shall 
resolve to amend the Financial Policy and Procedures, as proposed by the Finance 
Committee, unless it considers there are good reasons for not doing so. 
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PART 3 – FINANCIAL PLANNING AND REPORTING 

Farfield Mill’s Financial Statements are to be prepared in accordance with current 
legislation. The presentation of the Financial Statements shall follow normal accounting 
practises. Revenues are classified based on the existence or absence of donor-imposed 
restrictions. Accordingly, the net assets of the Society are classified as unrestricted or 
restricted. 

The financial year for the Society is 1 April to 31 March. 

 

Budgeting Process 

A Budget of income and expenditure for the Society shall be prepared annually and 
approved by the Board.  The Budget is to be approved by the Board prior to the start of 
each financial year.  The Budget is revised during the year only if approved by the Board. 

Setting the Budget 

The Manager will work together with key Staff members to ensure that the Annual Budget 
is an accurate reflection of the programmatic, trading and infrastructure goals for the 
coming year. 

• The Manager will prepare a draft Budget in consultation with the Chairs of the Board 
and of the Finance Committee, which shall include financial projections for each of 
the trading operations. 

• The process of preparing the draft Budget will incorporate a review of Employee 
remuneration and a review of studio rents. The review of studio rents must be 
approved by the Finance Committee and the outcome notified to the Studio Tenants 
by 31 January to ensure the relevant notice period has been given for increase due 
on 1 April. 

• The Budget shall contain revenues and expenses forecasted month by month. 

• The Manager will approve financial projections for each of the trading operations and 
agree the financial contribution they will make to the Society in the following year by 
no later than 31 January. 

• The Manager will present the draft Budget to the Finance Committee by no later than 
15 February each year.  

• The Finance Committee shall review the draft Budget and approve a recommended 
Budget for approval by the Directors. 

• The Budget shall be approved by the full Board no later than 14 days prior to the end 
of the financial year.   

Amendments to the Budget 

Any amendments to the Budget must be considered by the Finance Committee and 
approved by the Board. The Finance Committee has authority to agree a virement to the 
budget of up to a total of 5% of the overall budget in any financial year. 
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Any other amendments to the Budget must be considered by the Finance Committee and 
then approved by the Board. 

 

Internal Financial Reports 

Financial reports are prepared on a monthly basis no later than 15 days after the close of 
the prior month to include:  

• Management accounts for the Society for the preceding month and the year to date. 

• A report on any significant variances (15% of budget) updated cash flow projection. 

• The Finance Committee will review the financial reports quarterly  

• On a quarterly basis, the Manager will prepare a narrative report that summarises 
the Society’s current activities and financial performance, and includes explanations 
for budget variance.  

• The Finance Committee will report on the Society’s financial position to each 
meeting of the full Board. 

 

Tax Compliance 

Tax returns 

The Board will appoint an accountant or an accountancy firm to advise and ensure 
compliance with all the relevant and appropriate legislation. 

VAT 

The Finance Officer will prepare and submit the VAT returns in accordance with the HMRC 
regulations applying at the time. If the Finance Officer is unavailable, another suitable 
person may be used. 

PAYE and NIC 

The Finance Officer is responsible for complying with the legislation regarding Real Time 
Information submissions and timely payments of PAYE and NIC to HMRC. 

The Finance Officer is responsible for producing annual P60’s for Employees and 
complying with tax year end PAYE returns to HMRC. 

Gift Aid 

The Manager is responsible for keeping and collating records in connection with Gift Aid 
donations. Gift Aid tax repayment claims should be made at least quarterly, in line with the 
VAT quarters and the financial year end.  
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Trading Operations 

Primary purpose trading by the Society 

The Society undertakes the following primary purpose trading: 

• charging commissions on sales from Resident Artists; 

• charging commissions on sales from exhibitions of art and craft in its galleries; and 

• selling donated books and other goods. 

• Charging fees for participation on workshops  

Secondary purpose trading by the Society 

The Society undertakes the following trading to raise funds. 

• A Tea Room 

• An artisan weaving enterprise 

• A shop 

• A retail art and craft gallery 

• A website  

Contracts 

All agreements for exhibitions, for selling items on behalf of Artists within the retail craft 
gallery, catering services, and for the manufacture of cloth, shall be in writing and shall 
include the terms for payment. Copies of agreements shall be filed and may be archived 
after two years but not destroyed. 
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PART 4 - INCOME 

Receipts 

The Manager or a delegated responsible person shall open the post. 

The Finance Officer should record all income received and the source, in line with this 
policy.  

Deposits 

Bank deposits shall be made whenever Appendix G6 in cash and/or cheques has been 
collected as a minimum. 

A record of the funds deposited shall be made which identifies the source of the funds 
deposited. 

Only Employees or Directors, authorised by the Manager, may physically take cheques 
and cash to the bank to be deposited. 

The Society shall maintain insurance cover for cash/cheques in hand and in transit. 

 

Invoice Preparation 

All regular revenue streams should be invoiced monthly or quarterly in line with normal 
practice. Irregular revenue streams should be invoiced as and when appropriate. 

The Finance Officer is responsible for preparing invoices, as soon as practical after the 
period end, or as directed by the Manager. Any invoice preparation outside the normal 
terms of business should be referred to the Manager.  

All invoices should be mailed or emailed to the Tenant/Customer and a further copy held 
on file.   

As part of the month-end process, the Finance Officer should review the Debtors Ageing 
Report and alert the Manager of invoices more than 60 days overdue. 

The Manager determines appropriate collection efforts for long outstanding invoices. The 
Chair of the Finance Committee is also notified of any receivables that are more than 90 
days outstanding or sooner if it is a significant sum. 

The Chair of the Finance Committee should report any issues at the next Board Meeting. 
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Income from Donations 

Fundraising 

It is important that the Directors ensure that the activities are undertaken in accordance 
with the various statutory regulations which cover public collections. For example, 
licensing arrangements must be made in advance with the appropriate local authorities. 
Whilst not regulated by the Charity Commission, the commission’s guidance for Charities 
and Fundraising (CC20) explains the legislative framework within which Charities must 
operate when raising funds from the public. The Society uses this advice as follows:  

• At least two people are involved in handling and recording the money received.  

• Cash collected through fundraising is banked via the till system, and controlled in 
line with policy above  

• Records are maintained for each fundraising event, in sufficient detail to identify 
gross receipts or takings and costs incurred.  

General donations 

The Society seeks donations to support its charitable objects. 

• Records of the details of people donating to the Society including the date and 
amount of the donation, and any specific purpose for which the money was given, 
will be kept. 

• Money given for a specific purpose will be allocated to restricted funds to be applied 
to the purpose specified in accordance with the Donor’s wishes. 

• Money given for a specific purpose which does not fall within the Society’s charitable 
objects, or which the Board do not consider to be consistent with the Society’s 
current aims and priorities, will be returned. 

• All donors will be asked to Gift Aid their donations and the appropriate record kept. 

• The Manager is responsible for monitoring donations that may be “tainted” and might 
abuse the Money Laundering Regulations. Such donations should be brought to the 
attention of the Chair of the Board. 

Legacies  

Significant time can elapse between the notification of a legacy and its final receipt. 
Internal financial controls should be directed at ensuring that all legacy income, to which 
the Society is entitled, is actually received and properly recorded in the accounting 
records. Whilst a note of an impending legacy can be made in the Annual Report, the 
bequest is not accrued in the accounts, but treated on a cash received basis in case there 
is an issue with the estate (e.g. lack of funds). 

The rules in the donations paragraph above apply to restricted or inappropriate conditions. 

In the event of a legacy or bequest being an item of goods, instead of cash, the Board 
should discuss its use or sale.  
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Grant income 

The Society, from time to time, seeks funding from grants awarded by funders to support 
its charitable objects and aims. Such grants may be for specific projects or for core 
funding. 

• The Manager can make an application for a grant for a specific purpose of 
Appendix T7 

• The Finance Committee can authorise an application for a grant for any purpose 
Appendix T7 

• The Board must approve any application for a grant for any purpose of Appendix T7 

• The Manager, in conjunction with the Finance Officer, is responsible for keeping the 
appropriate records and alerting the Board of any reports required by the funding 
body.  

Sale of donated books and other goods 

The Society sells donated books and other goods to raise funds for its charitable activities.  
Such sales do not count as primary trading. The Society will keep separate records of 
funds raised through the sale of donated books and other goods. 
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PART 5 – PURCHASES AND PAYMENT 

 

Purchases and Procurement 

Any expenditure in Appendix G7 for the purchase of a single item must have bids from at 
least two suppliers if possible.  

These bids will be reviewed by the Manager and the bid award must be specifically 
approved in advance by the Chair of the Finance Committee if outside of budget. 

Where the expenditure is Appendix T4: 

• the purchase must be specifically approved in advance by the Finance Committee if 
it is from income and within budget; 

• the purchase must be approved by the Board if it is not within budget; and 

• in emergency circumstances (for example where delay in the purchase may lead to a 
significant loss of income or service), a purchase may be authorised by the Chair of 
the Finance Committee and/or the Chair of the Society as appropriate but must be 
referred to the Finance Committee or Board for review. 

 

Independent Contractors 

This same procedure applies to independent contractors employed to install or repair any 
work needed in the Mill.  

• Any contracts for work or services in Appendix G8 must have quotes from at least 
two contractors. 

• The preferred quote must be approved by the Premises Committee if it relates to the 
land or buildings work and is from income and within budget. 

• For other work or services, the preferred quote must be approved by the Finance 
Committee if it’s from income and within budget. 

• Contracts for work or services which are from capital or are from income but not 
within budget, must be approved by the Board after consideration by the Finance 
Committee. 

• In emergency circumstances (for example where delay in the work or services may 
lead to a significant loss of income or service), the contract may be authorised by the 
Chair of the Finance Committee and/or the Chair of the Society as appropriate but 
must be referred to the Finance Committee or Board for review.  
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Invoice Approval and Processing 

Invoices and bills will be opened and reviewed by the Manager, or an Employee delegated 
by the Manager. The Manager will be notified as soon as practically possible, of any 
unexpected or unauthorised expenses. Invoices are then routed to the appropriate budget 
holder for authorization prior to being passed to the Finance Officer, or other delegated 
person, for entry into the accounting system. If the expense is Appendix G10 and was not 
in the normal course of business, or not already authorised, the Manager must also 
approve the expenditure. 

Copies of all invoices will be filed in the Finance Department. After two years these 
documents will be archived but they will not be destroyed. 

Cash disbursements 

Apart from petty cash payments, mentioned below, other cash payments to suppliers are 
to be discouraged. If there are exceptional circumstances requiring a cash payment, the 
suppler must produce a receipted invoice or signed receipt, a record is then made on the 
daily cash sheet.  

Petty cash 

Petty cash will be kept in a lockbox that is locked in a cabinet. The Manager, Finance 
Officer, or other delegated person, should be aware of the location of the box and the keys 
to access it.  

• The amount held should Appendix G5.  

• Petty cash will be used primarily to purchase office supplies, and other low value 
items, from time to time, as required.  

• When petty cash is replenished or used, a record must be kept in the appropriate 
place. 

• A formal invoice or receipt, with the appropriate signature, should be held in a file.  

• When cash is low the Manager, Finance Officer, or other authorised person, will 
withdraw cash via a debit card a sum Appendix G4 which should be signed in the 
normal manner.  

 

Journal Entries 

A record of all journal entries made are held in QuickBooks and are automatically assigned 
a journal name as a reference and can be viewed at any time using the normal drill down 
methods.  

They should be reviewed periodically by the Manager. They should only be used to post 
items not involving the movement of funds i.e. accruals, depreciation and pre-payments.  

Expense reimbursements 

Employees and Volunteers should not, in the normal course of business, incur expenses 
on behalf of the Society without prior approval from the Manager. It is acknowledged that 
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the actual value of the authorised item may not be known until the Employee or Volunteer 
has purchased the said item or items.  

In exceptional circumstances, small value items may be purchased without prior approval.  

If a more expensive item is urgently required and the Manager is not available, the 
Employee should try to contact a Director.  

A receipted invoice or signed receipt must be obtained. The Employee or Volunteer should 
also sign to show they have been reimbursed.   

Ad hoc expenses can be reimbursed through the petty cash system.  

The Employee or Volunteer can be reimbursed expenses via a claim sheet approved by 
the Manager and then inputted into the Accounts Payable of QuickBooks and paid via 
BACS 

Travel expenses 

Employees or Volunteers should not, in the normal course of business, incur travel 
expenses on behalf of the Society without prior approval from the Manager. It is 
acknowledged that, for example, the actual train ticket or distance travelled may not be 
known until the Employee or Volunteer has returned.  

In exceptional circumstances, short distances may be undertaken without prior approval.  

The Employee, Volunteer can be reimbursed travel expenses via a claim sheet approved 
by the Manager and then inputted into the Accounts Payable of QuickBooks and paid via 
BACS. 

No Employee or Volunteer should use their own car or vehicle for travelling on Society 
business unless the appropriate business insurance cover is in place. Any reimbursement 
must not exceed the HMRC authorised mileage rates. 

Directors’ expenses 

Directors should not be precluded from claiming out-of-pocket expenses in connection with 
Farfield Mill business. Appendix G9, they can use their own discretion. Any amount 
Appendix G9 should be discussed with the Manager or any other Director prior to the 
expenditure. 

The rules regarding reimbursements, mentioned above, also apply to Directors. 

No Director should use their own car or vehicle for travelling on Society business unless 
the appropriate business insurance cover is in place. Any reimbursement must not exceed 
the HMRC authorised mileage rates. 

Expense allocations 

No Director, Employee or Volunteer will be given an expenses allocation. In exceptional 
circumstances the Board can authorise an allocation for a specific purpose. 
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Payroll 

The Board will review, from time to time, whether payroll is outsourced or processed in 
house. The Finance Officer will process payroll on a monthly basis, in line with pay rates, 
already set. Payments will be authorised in the normal manner. 

Payslips will be distributed by the Manager or Finance Officer. 

The Finance Officer is responsible for all legislation regarding payroll. This includes 
National Minimum Wage, PAYE, NIC and pension deductions. 

Payroll additions, deletions, and changes 

The Manager is responsible for ensuring each Employee has a Contract of Employment. 

The Finance Officer is responsible for liaising with the Manager regarding new 
Employee information to be entered into the payroll system.  

No new Employee should be paid until they have supplied all the relevant details, 
such as their National Insurance number and proving they have the “Right to Work in 
the UK.”  

Pay upon termination 

The Finance Officer is responsible for an Employee’s final wages/salary payment after 
liaising with the Manger. All relevant legislation, such as holiday pay etc, should be 
observed.  

Timesheet preparation and approval 

All non-salaried employees are required to complete monthly timesheets by signing in 
when they arrive, and signing out at the end of their working day. 

No entry is required on days they are not required to work unless, they are not working 
due to sickness, holiday, compassionate leave or any other reason. Those days should be 
marked appropriately on their timesheet, on the next time that they come in to work, to 
ensure that the correct level of pay is entered through the payroll and accounting system 
each month. 

The Manager is responsible for reviewing the timesheets monthly.  

The Finance Officer, or other delegated person, is responsible for entering timesheet 
information into the payroll system as needed.  

All paid time-off records are maintained by the Finance Officer following approval by the 
Manager. 

Pensions 

The Society will comply with the legislation regarding the Auto Enrolment of Workplace 
Pensions. The Finance Officer is responsible for ensuring the legislation is followed and 
the timely payment made to the pension provider.  

The Society has enrolled with the free provider set in place by HM Government, the 
National Employment Savings Trust (NEST).   
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Project  Expenditure 

Any plan setting out the scope of a project, how it meets the Society’s objects, aims and 
priorities, how and when the project is to be delivered, financial and other costs (for 
example, the use of Society resources such as Staff/Volunteer time or facilities) and 
identifying how those costs are to be met, must be approved by the Finance Committee 
provided that costs can be met from the Budget and/or grant funding for the specific 
project can be found. 

Any additional funding from the Budget needs Board approval. 

The expenditure relating to the project is to be recorded against the specific project, and 
any income attributable to the project shall likewise be allocated to the project. 

At the conclusion of the project, a report shall be submitted to the Finance Committee 
setting out an analysis of the project’s costs and benefits. The Committee shall review 
whether the project was delivered in accordance with the plan and report to the Board. 
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PART 6 – ASSET MANAGEMENT 

The Manager, in conjunction with the Finance Officer, is responsible for keeping a Register 
of Assets. The register should be checked and reviewed annually. 

 

Cash Management and Investments 

Any surplus unrestricted funds, operating reserves and restricted funds to be expended in 
future financial years, shall preferably be held in an interest-bearing deposit account. 

The Finance Committee shall review the terms of the deposit account in which any funds 
are held annually to ensure that a proper return is being obtained.  Funds may be held in a 
notice account if the Finance Committee considers it appropriate, having regard to the 
potential returns and the restrictions on obtaining funds. 

 

Real Property 

The Manager is responsible for overseeing the care and maintenance of the land and 
buildings. Any major issues are to be brought to the attention of the Chair of the Board as 
soon as practicable. 

The Board is responsible for the valuation of the land and buildings shown in the Annual 
Accounts Balance Sheet. If in doubt a professional valuation should be obtained from time 
to time and should happen at least once every five years. 

Acquisitions and disposal 

Decisions to acquire or dispose of real property are reserved to the Board.  

The Board must obtain an independent valuation before acquiring or disposing of any land 
or buildings. 

Items with a value of more than Appendix G11 will be managed as a Fixed Asset. 

Insurance 

The Society must ensure that the buildings and its contents are fully insured. The 
insurance must also cover public liability. 

 

Reserves 

The target operating reserve fund for the organisation is three months of average 
operating costs. 
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The amount of the operating reserve will be calculated each year after approval of the 
annual Budget, reported to the Finance Committee and Board, and included in regular 
financial reports. 

Operating reserves  

The Society will build and maintain an operating reserve fund to cover exigencies. The 
amount of the operating reserve takes into account that, in the event of the Society 
permanently ceasing to operate, liabilities then outstanding will be met from the sale of the 
building.  

• There should be sufficient funds to make redundancy payments to Staff in the event 
of closure. 

• There should be sufficient funds to cover two months operating costs in the event of 
a temporary closure. 

• The target minimum amount of operating reserves is the total of amount required to 
make then necessary redundancy payments and to provide for two months’ 
operating costs. 

• The operating reserve will be funded with surplus unrestricted operating funds. 

• The Board may from time to time direct that a specific source of revenue be set 
aside for operating reserves; examples may include one-time gifts or bequests, 
special grants, or special appeals.  

• To use the operating reserves, the Manager will submit a request to the Finance 
Committee. The request will include the analysis and determination of the use of 
funds and plans for replenishment.  

• The Finance Committee will review the request and decide whether to approve the 
request or refer it for approval of the Board. The request must be referred to the 
Board if it involves the expenditure of more than Appendix T8 or if the reserves 
would fall to less than 50 per cent of the target minimum amount. 

• The goal is to replenish any funds used within 12 months to restore the operating 
reserve fund to the target minimum amount. 

Shareholder reserves 

The Society aims to build a Shareholder reserve which can be used to fund share 
withdrawal by members and the payment of interest upon shares. 

The Shareholder reserves should be built to at least 10% of the value of shares issued by 
the society by 2025. 

The Society shall allocate any surplus unrestricted funds, after the operating reserve is 
met, to the Shareholder reserves. 

 

Designated Funds 

From time to time the Board may set up a designated fund for a particular purpose. The 
use of any designated fund is held entirely in the remit of the Board, who can redesignate 
or cancel the fund at any time. 
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The Finance Officer will keep a record of all designated funds. 

 

 

Restricted Funds 

The Finance Officer will keep a record of all restricted funds. This will include the amount, 
the source and the purpose for which the funds were to be used. 

The application to use of any restricted fund, Appendix T9, must be authorised by the 
Finance Committee. Amounts Appendix T9 must be authorised by the Board. 

Once the authority has been given, the Manager can monitor the project and report back 
to the Finance Committee or the Board as appropriate. 

Restricted funds will be held in a separate account from the Society’s main current 
account. Restricted funds to be expended in a future financial year shall be held on a 
deposit account. 

 

 


