Canterbury District Volunteer Centre Financial Policy and Procedures 

Policy Statement  
 
Canterbury District Volunteer Centre (CDVC) has this policy so that individuals who receive support, funders, referrers, other agencies and organisations that we work with, workers, volunteers and other stakeholders are aware of the procedures we follow to minimise the risk of fraud and protect the assets of the Organisation. 

What are Internal Financial Controls? 
The aims of internal financial controls are:  
· To protect the CDVC's assets; 
· To identify and manage the risk of loss, waste, theft or fraud; 
· To ensure the financial reporting is robust and of sufficient 	quality.
· To comply with charity law and regulation relating to finance. 
 
Internal financial controls are rules or procedures that tell everyone in CDVC how the Organisation’s finances should be dealt with.  These controls should be firmly administered but not impractical.  If these controls are followed the risk of mistakes or fraud occurring should be reduced. 
 
The CDVC Board of Trustees has a legal duty to ensure that the assets of CDVC are appropriately used to achieve our charitable objectives.  They therefore need to ensure that all income that is received is banked and that all expenditure is appropriate and properly authorised and recorded. 
 
CDVC has established a suitable structure to ensure that financial accountability is retained at the right level.  Some of the main areas where internal financial controls are necessary are detailed as follows: 
 
Expenditure  
 
Any expenditure can only be made provided that it is within the following framework, and therefore it is made: 
· Within Company law 
· Within the rules, policies and procedures of CDVC 
· In accordance with Stronger CDVC’s objectives 
· With regard to CDVC’s contracts, grants and commissioners’ wishes and expectations. 
 
Procurement procedure 
In buying or commissioning goods and services, CDVC aspires to implement good practice, operate fairly and transparently, obtain best value for money and procure ethically, taking into account environmental concerns. 

Therefore the key aims of the company’s procurement process are: 

· Value for money – a prime aim of the procurement process is to ensure that best value for money is achieved 
· Competition – procurement should be through open competition unless there are exceptional reasons 
· Payment on time – suppliers must be paid on time in accordance with contractual arrangements 
· Ethical standards – procurement must be undertaken to highest ethical standards, and fairness to suppliers 
· Legal aspects – contracts must be in writing and be fair and non-discriminatory 
· Environmental impact – suppliers must consider environmental impacts and aim to minimise adverse effects. We will procure Fairtrade or sustainably sourced products but without compromising competition and within budget constraints. 

Process for obtaining quotations 

1. Specify the product or service in the light of experience and research. 
2. Identify potential suppliers using the information available including; previous suppliers, local knowledge and personal recommendations. 
3. Request quotations from a shortlist of potential suppliers. 
4. Evaluate quotes on the basis of the specification. 
5. Select supplier based on cost and quality issues. 
6. Award to supplier issuing appropriate contract. 
7. 
CDVC’s procurement/expenditure value criteria: 
	Value of purchase 
	Action required 

	£100 and under 
	Staff members can purchase, so long as the item appears within the budget 

	£1000 and under 
	CEO can purchase

	£1001 - £3000 
	CEO with Board member approval to be obtained for payments (this can be by email) 

	£3000 and above 
	Minimum of three written quotes and Board approval, unless already in the budget 


 
Bank Accounts 
· There are two signatories required for each banking transaction.  
· Bank statements should be checked and reconciled each month. 
· Bank account information, cheque books and bankcards are kept securely. 
· Only the Chief Executive Officer and designated Trustee should access internet banking. 
· Only the Chief Executive Officer, designated Trustees should make cash withdrawals. 
· All bank statements and financial s for the current financial year will be held at the registered office. 
· All bank statements and financial records from previous financial years will be held at the registered office. 
 
Cash Income 
All income must be deposited into CDVC’s bank account. 
 
Invoicing  
Invoices will be raised for all income in a timely way by the CEO.  

Insurance 
CDVC shall continuously maintain adequate and legal insurance cover and display all insurance certificates at our registered office. 
 
Staff Training 
 
CDVC shall ensure that all staff receive adequate support and training to be skilled to carry out their duties in relation to financial management. 
 
Financial Reports 
The Treasurer should present regular reports and budgets to the Board of Trustees in order that they may review the activities and future plans of CDVC. 
 
Annual Budget 
The CEO and Board will produce an annual budget based on expected income and operating costs in April for the forthcoming financial year for discussion and approval by the Board. 

Risk Assessment 
· CDVC will continue to update financial policy and procedure in line with reviews and guidance. 
· CDVC will strive to deliver good practice in its financial management systems. 
 
External Financial Controls 
· CDVC’s annual accounts are submitted to Companies House and the Charity Commission. 
· CDVC’s accounts need to comply with the requirements of the 2006 Companies Act and should include an account of receipts and payments as well as a statement of assets and liabilities. They may also include some notes, which may help to make the accounts more significant. 
· CDVC’s yearly accounts should be approved by the Trustees and the Statement of Assets and Liabilities signed on their behalf two members of the Trustee Board. 
 
 
 
 See also, CDVC Debit Card Policy.
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