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Finance Policy
1. Management of Assets: The Trustees will manage the assets of the charity in accordance with the Darsham Village Hall Constitution dated 14th January 2013.
2. Insurance: The Trustees will insure the Trust Property with a reputable insurance company on an “All Risks” basis for its full rebuild value. The sums insured shall be reviewed at each policy renewal.
3. Financial Records: Financial records will be kept ensuring that the village hall meets its legal and other obligations under Charity Law, Revenue and Customs, and common law.
4. Financial Year: The financial year will end on 28th February, and accounts for each financial year will be drawn up and presented to the Annual General Meeting held in October.
5. Audit: The accounts will be independently examined by an auditor or examiner of accounts appointed by the AGM.
6. Charities Commission: Audited Accounts will be presented to the Charities Commission within the timetable set by them.
7. Budget Approval: The Trustees will approve an income and expenditure budget for each financial year at the first committee meeting of the new financial year.
8. Bank Accounts: All funds shall be held in accounts in the name of DVHMC at such banks and on such terms as the Trustees/DVHMC shall decide.
9. Reserves Policy: The Trustees will approve a Reserves Policy and determine the extent and nature of reserves designated as Restricted Funds.
10. Financial Reporting: The Treasurer shall present a financial report to each quarterly meeting of the Trustees and to other meetings as required.
11. Expenditure and Income: All expenditure shall be properly authorised and documented; all income shall be paid into the bank at least monthly.
12. Authorisation of Payments: All cheques and transfer documents, including electronic transfers, shall require the signatures/authorisation of two of three Trustees.
13. Financial Risk Assessment: DVHMC shall carry out a financial risk assessment of the building and associated activities and review it annually.
14. Maintenance Program: DVHMC shall carry out a review of its maintenance program annually and agree on a budget for the financial year.
Financial Procedures
1. Payment Procedure: The Treasurer shall be responsible for holding all cheque books, which shall be kept under lock and key. All cheques will be accompanied by invoices/receipts stating goods/services procured.
2. Income Procedure: All income shall be paid into the bank without deduction. Cash is to be counted by the person collecting it and handed to the Treasurer in an envelope stating the amount and the event/hiring it relates to.
3. Payment Documentation: Every payment will be accompanied by invoices/receipts stating goods/services procured. Petty cash payments will also be supported by receipts.
4. Bank Statements: Bank Statements will be posted to the Treasurer.
Procurement Policy
1. Principles of Procurement: DVHMC acknowledges the following four principles of procurement:
· Transparency: Keeping all documents and recording decisions to ensure the process is fair and reasonable.
· Equal Treatment: All potential suppliers have the same opportunity to quote for and supply goods and services.
· Proportionality: Contracts or specifications do not require information that is not pertinent to the delivery of the goods/services.
· Non-discrimination: Awards of contracts are based on value for money, not geography or previous contractual arrangements.
2. Quotes for Services: For contracts of services greater than £1,000 per annum, DVHMC will obtain three quotes from suppliers based on an approved specification.
3. Single Source Procurement: When it is not practical to obtain more than one quote, a supplier may be selected on a “single or sole source” basis after due consideration and approval of DVHMC.
4. Completion of Works: A Committee member shall ensure that the work has been completed to their satisfaction and is safe before recommending payment of funds by the Treasurer.
Financial Authority
1. Minor Purchases: The Treasurer may make minor purchases for necessary administration purposes up to the value of £100 per month.
2. Settlement of Bills: The Treasurer may agree and settle minor bills for cleaning and other sundry items.
3. Approval of Expenditure: A quorum of DVH members or the DVHMC at a committee meeting may procure services or purchase assets within the Charitable Objectives of the Trust, provided the funds are available.
Documentation
All finance, procurement, and purchase records shall be maintained to demonstrate compliance with this procedure and adherence to the Charitable Objectives. Records may be hard copy or electronic and shall be retained for seven years. The Financial Policy is to be reviewed biennially.

