Volunteering Canterbury

Financial Policies
1 Accountability to the Membership
1.1 The Board is responsible to the members for the financial management of                                                Volunteering Canterbury.

1.2 The Board shall ensure that audited accounts for the previous financial year-currently 1 April to 31 March are published in the Annual Report and presented at the Annual General Meeting for approval.

1.3 The Board shall ensure that a Revenue and Expenses Budget for the current financial year is published in the Annual Report and presented at the Annual General meeting for approval.

1.4 The Board shall make a recommendation to the Annual General Meeting in respect of the appointment of an auditor for the ensuing year.

2 Annual Accounts
2.1 The Annual Accounts shall be prepared on an accrual basis and will comply with the current standards of the Institute of Chartered Accountants of New Zealand

2.2 The Accounts shall be audited by a member of the Institute of Chartered Accountants of New Zealand authorised to undertake an audit role.

2.3 The Accounts and Audit process shall be completed within three months of the end of the financial year.

2.4 The Board shall have the authority to determine accounting policies provided that they comply with current standards of the Institute of Chartered accountants of New Zealand. Any changes in policies shall be advised in the Annual Report.

3 Budget
3.1 The Board shall ensure that an annual Budget is prepared in an appropriate format and sufficient detail that ensures ongoing measurability against actual results throughout the financial year

3.2 The Budget shall include the following as a minimum

· Income projections and anticipated sources of Grants and Donations

· Expenditure by Department

· Projected cash flows for the financial year 

· A projected Statement of Financial Position  at the end of the Budget Year

3.3 The responsibility for the preparation of the Budget is that of the Treasurer in accordance with the Role Description for this position.

3.4 The Budget shall in the first instance be approved by the Board, but is ultimately subject to AGM approval as set out in 1.3.

3.5 The Annual Budget shall the basis for the monitoring of financial performance and for this purpose shall be broken down into individual months and incorporated into periodic accounting statements prepared during the year 

4 Treasurer
4.1 The Board shall appoint from its members a Treasurer who will provide leadership and advice to the organisation and support to the manager in financial affairs.

4.2 The Treasurer’s role will be the subject of a separate Role Description which is to be incorporated in the Policy Manual.

5 Periodic Financial Statements
5.1 At the end of each month Statements of Financial Performance for the year to date and a Statement of Financial Position at the end of the month shall be prepared as quickly as possible and submitted to the Board at its next meeting.

5.2 The monthly accounting statements shall be in a format prescribed by the Board from time to time. The current format includes actual results, budget, and variances between the two, and a schedule of tagged and untagged funds available.

5.3 The monthly financial accounts shall be prepared as prescribed by the Board. Currently, accruals of income and expenses are only made at 31 March and not on a monthly basis.

5.4 The Treasurer will review the Accounts prior to each Board meeting and present a Report summarising the position and explaining major variances from Budget.

5.5 A monthly schedule of payments made during each month shall be prepared for authorisation by the Board at its next meeting.

6 Funding
6.1 The Board and Management recognises the prime importance of funding by way of Grants and Donations to the financial sustainability of the organisation.

6.2 During the year, the Board will receive monthly reports and regularly monitor income and sources of funding, and may provide regular and ongoing assistance to management in this area if requested.

7 Banking Arrangements
7.1 The Board shall determine the Bankers for the organisation.

7.2 The Board shall authorise the number and type of accounts to be opened and operated at the nominated Bank(s).

7.3 Payments of accounts shall normally be made by Cheque or Automatic Payment with the exception of Petty Cash disbursements.

7.4 Cheque signatories shall be authorised by the Board, there being two signatures required on each cheque and automatic payment authority.  One cheque signatory shall usually be the Manager and the other a Board member.

7.5 All income received by the organisation will be banked.

7.6 A Bank Reconciliation shall be prepared by Management at the end of each month and made available to the Treasurer.

8 Payments
8.1 The Board shall establish and authorise expenditure limitations of the Manager which will be incorporated in his/her Position Description.

8.2 Currently all orders for goods and services over $500 must be counter-signed by a cheque signatory and all Capital Expenditure is subject to Board approval.

8.3 Payments shall be within Budget categories and projected outlays and any expenditure that falls outside of either of these criteria are to be submitted to the Board for prior approval.

8.4 All payments shall be supported by invoices, vouchers, wage records or other appropriate documentation.

8.5 Cheques to suppliers of good and services are to be pre-printed or stamped “Not Transferable”.

8.6 No cheques are to be signed “blank” in anticipation of future payments. Proof of all cancelled cheques is to be retained for verification by the auditor.

8.7 Volunteering Canterbury shall at all times preserve its reputation with suppliers of good and services and pay accounts on due date subject only to a lack of funds available or a dispute.

8.8 A Petty Cash float at the amount authorised by the Board shall be maintained by the Manager. This float shall be reimbursed as required by cash cheque payment.

9 Purchases
9.1 A Purchase Order Book shall be kept in a secure place and under the control of the Manager.

9.2 Purchase orders will normally apply to all purchases but must be where an individual purchase is in excess of $500, such amount to be determined by the Board from time to time. A cheque signatory is required to counter-sign an Order in excess of $500.

9.3 Purchase Orders will be signed by the Manager.

9.4 The Manager’s authority limits are those set out under “Payments”8.1, 8.2, and 8.3.
9.5  Any asset purchased at a cost of $500 or more is to be treated as capital expenditure.
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