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Expenditure Policy Little Paxton Village Hall (LPVH)
Reference Number – LPVHFIN2     Date January 1, 2018
Key Objectives: To ensure that all expenditure is related to the village hall business, is properly authorised, adequately documented, correctly recorded and is in compliance with the regulations of the LPVH constitution and the relevant Charity Commission guidelines.
Expenditure types: For the LPVH expenditure will fall into one of three categories. A. Recurring operational expenditure such as cleaning, utilities, routine maintenance, etc B. Non routine expenditure such as building improvements or one off upgrades to facilities and C. Unplanned expenditure such as emergency repairs. Categories A and B should both be planned as part of the annual budget process occurring each December. The former will be the operational budget and the latter the CAPEX (capital expenditure) budget where a sum for the year will be approved and the actual projects which will use that budget will be signed off during the year. Category C will be handled as the need arises and will not be budgeted.
Policy: The policy will focus on the key financial controls of management involvement, separation of duties, review of controls and the prevention of any transaction being controlled by one person from start to finish. The policy will cover the five areas outlined in the objectives above
Appropriate: Any expenditure incurred must be solely for the benefit of the charity. The annual budget provides guidelines as to the expenditure categories expected to be incurred and any expenditure requested outside these categories should be brought to the general meeting and voted on in advance. For expenses exceeding 350 three independent quotes should be gathered before the expenditure is authorised. Value for money is to be ensured for all expenditure. For expenses below 350 Trustees are to apply their own judgement and use simple mechanisms such as an internet price comparisons. All CAPEX expenditure will require three quotations.
Authorised: All expenditure is “authorised” through the budget approval. For any single non-recurring expense which is under 350 two trustees must authorise this in advance. For any single non-recurring expense greater than 350 this should be agreed in the monthly meeting. In case of genuine emergencies the chairman or appointed delegate will have the power to commit funds subject to prior confirmation of adequate liquidity by the treasurer.
 Email confirmation will be the usual method employed to agree authorisation. For variable expenditure such as electricity supply and other seasonal expenses the above rule will not apply though there should be an annual check to ensure that LPVH are getting the best value for money from that supplier. Similarly sub contract labour expenses will be controlled through the use of contracts and timesheets and will be subject to annual review. See Appendix 1 for authorisation structure
Documented: All expenditure incurred must be supported by an appropriate document such as an invoice, voucher, bank document etc. These will be filed numerically within the year and retained for the statutory period of six years. The documentation should be addressed to the LPVH and should clearly describe the goods or services provided and the costs.
Recorded: All expenditure must be correctly classified and recorded in the LPVH books of accounts and be reported on monthly to the LPVH committee. This will be in the form of an income and expenditure account with a comparison to budget and showing variances. It must always be possible to work back from the books of account to the underlying details when required. Additionally the bank position will be reported each month along with the income and expenditure account.
Compliant:  policy will be in compliance in all major respects with the key requirements of CC8 Internal Financial Controls. Additionally the Financial Checklist will be reviewed and signed off annually 

Appendix 1 Authorisation table
Role		to 350		over 350		Capital expenditure
Chairman	Y		Full meeting		Full meeting
Vice Chairman	Y		Full meeting		Full meeting
Secretary	Y		Full meeting		Full meeting

1. For expenses under 350 two of the three designated people must approve in advance
2. For all expenses the Treasurer is to be informed by Email of the amount committed 
3. For expenses over 350 and for Capital Expenditure three quotes should always be obtained
4. Emergency expenditure – can be authorised by the Chairman after consultation with the treasurer
All figures are in Sterling
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