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1. Introduction 

The Trustee board of Chiltern Citizens Advice Bureau Limited (“the Charity”) is responsible for 
ensuring that the Charity is adequately resourced (i.e. the Charity has all or most of the human and 
material resources it needs to achieve its objectives) and that proper financial controls are in place. 
The Trustee board can delegate control to the Treasurer, the Risk & Finance sub-committee (“RFSC”) 
(or other relevant sub-committee), or to the Chief Officer (“CO”) but it cannot delegate ultimate 
responsibility. 

 
The Treasurer has delegated authority from the Trustee board to ensure that the finance function is 
carried out efficiently within the policies of the Charity. 

 
The Trustee board delegates to the CO the responsibility for overseeing and directing the day-to-day 
financial affairs of the Charity. 

 
The CO is responsible for performing the tasks which constitute the finance function within the 
Charity and for keeping the RFSC and the Trustee board informed of the Charity’s financial position. 
It is the responsibility of the CO to ensure the monitoring of the finance function and to keep the 
Trustee board informed of all financial matters. 

 
The Trustee board shall not consider taking on any new activity or making changes to an existing one 
unless they have already received full details of the financial implications via the Treasurer and / or 
the RFSC. 

 
Ultimately the Trustee board is responsible for ensuring that these financial procedures are followed 
in all aspects of the Charity’s work. 

 
Changes to these procedures can only be made with the approval of the RFSC, which must report 
such changes to the Trustee board for approval. 
 
The Charity follows the procedures and guidance on BMIS. 

 

2. Salaries 

Salaries are made up of standard hours plus extra hours.  Amounts for pension and tax are also 

collected and paid over to the relevant body.   

Staff and volunteers also receive payments for expenses which are dealt with the next section.   

a. Monthly payment of salaries, extra hours payments and pension contributions  
Employees complete slips for extra hours which are signed by the CO.  The Office Manager (“OM”) 

collates the slips to calculate the hours to be paid.  

 

The CO checks the list of employees and signs off a letter which is submitted to the payroll agent via 

their secure portal.   The OM checks the payslips for any omissions/errors before distributing, and 

advises the payroll agent of any corrections. 

 

A summary is prepared by the payroll agent to show standard hours and extra hours per person. 



 

2019 Final   Page 4 
 

 

Bank payment of salaries and PAYE is set up by the OM and is checked and authorised by the 

Treasurer. 

 

Employee pensions' contributions are managed by the external payroll services company (currently 

Dantons) who liaise with the pensions' provider.   

 

b. Recruitment and changes to terms and conditions of staff 
The Chair, Treasurer and CO (or another Trustee) acting together can authorise: 

 The recruitment of employees.1  

 Amendments to salary and terms and conditions of individual employees below level of 

CO but not of employees’ collectively. 

If the above results in an increase in salary cost the Chair and Treasurer must approve.  The Board 

will be notified of the above to the extent it increases cost, or the Treasurer in other cases. 

c. Matters reserved for the Trustee Board:2 
 Approval of, and amendments to, terms and conditions, annual salary and pensions 

contributions  increases of employees’ collectively 

 Approval of bonus payments 

 Appointment of the Chief Officer  

 Amendments to salary and other terms and conditions of the Chief Officer  

 

3. Expenses 

The Charity will reimburse reasonable expenses incurred by a trustee, employee or volunteer in the 

performance of their duties.  These expenses will be: 

A. Authorised by the Chief Officer on a standard form giving a description of the expenditure 

and stating the business justification. 

B. Supported by receipts3 giving a description of the expenditure incurred.   

C. Signed by the claimant stating that the expenses are accurate and incurred only in the 

business of the Charity. 

The Chief Officer can decline to authorise any expenditure not adequately supported by receipts or 

that is not in accordance with business requirements. 

The following specific authorisation procedures will apply: 

                                                           
1 All Trustees are to be notified of proposed recruitment of employees. 
2 Agreement to be noted in Board minutes. 
3 No receipts are required for mileage claims.  The reimbursement of expenditure relating to the use 
of a private motor vehicle on Charity business will be at a mileage rate (pence per mile) as from time-
to-time determined by the Charity.  The claimant is required to state the start and destination of each 
journey, its business purpose and actual mileage.   
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 The Chief Officer’s expense claims are to be authorised by the Chair4. 

 All Trustees’ expense claims are to be authorised by the Chair5. 

 All expense claims over £300 are to be authorised additionally by the Chair6. 

 The Chair’s expense claims are to be authorised by the Treasurer and another Trustee. 

Expenditure incurred other than in the ordinary course of business (such as staff entertaining or 

gifts) is to be authorised by the Chair or the Treasurer.  The Chair or Treasurer must be consulted 

prior to the expenditure being incurred. 

All expenses will be paid quarterly or more frequently at the Chief Officer’s discretion. 

 

4. Operational expenditure 

This section refers to all expenditure except salaries and expenses which are covered in sections 2 

and 3 above. 

It is the responsibilities of all trustees and employees to ensure that diligence7 is exercised prior to 

committing the Charity to expenditure with a third party. 

All commitments for goods and services should be made on standard contracts that protect the 

Charity’s legal interests.  No individual is authorised to engage a supplier in a contract from which 

the individual will receive personal gain. 

The authority levels are as follows: 

A. Chief Officer, Chair, Treasurer, Company Secretary (acting individually) 

 Recurring expenditure up to a limit of £5,000 per transaction and non-recurring expenditure 

up to a limit of £3,000 for any category of business expenditure. 

 The Chief Officer, Chair, Treasurer and Company Secretary may delegate day-to-day 

administration of supplier contracts to whomever they see fit but must authorise the 

purchase invoice up to the limit of their authority prior to payment. 

B. Chair, Treasurer, Company Secretary and another Trustee (acting together) 

 Three of four signatories required for non-recurring expenditure of between £3,001 and 

£15,000 per transaction and for recurring annual expenditure of between £5,001 and 

£15,000 per transaction on any category of expenditure, on behalf of the Trustee board. 

 The purchase invoice should be approved by two of: the Chair, Treasurer, Company 

Secretary and another Trustee prior to payment. 

                                                           
4 In the Chair’s absence the Company Secretary or Treasurer may authorise along with another 
Trustee. 
5 In the Chair’s absence the Company Secretary or Treasurer may authorise along with another 
Trustee. 
6 In the Chair’s absence the Company Secretary or Treasurer may authorise along with another 
Trustee. 
7 Taking account of legal risks, potential conflicts of interest and commercial terms whilst ensuring 
business justification and value for money. 
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C. Trustee Board 

 Any category of expenditure with no financial limit. The agreement to incur the expenditure 

will be noted in the Trustee board minutes. 

 The purchase invoice should be approved by two of: the Chair, Treasurer Company Secretary 

and another Trustee prior to payment. 

D. Value for Money 

 In relation to all non-recurring expenditure of more than £3,000 per transaction and all 

recurring expenditure of more than £5,000 per transaction, a minimum of three 

independent, written quotations will be obtained from different suppliers before any 

expenditure is authorised in accordance with the requirements set out in Section 4 of these 

financial procedures.  

 These quotations will be considered by those authorised to incur the relevant expenditure 

on the basis of their value for money assessed by reference to value, efficiency and 

effectiveness.   

E. Scams Awareness 

 Scams Awareness is a yearly campaign run by national Citizens Advice which aims to create a 
network of confident, alert consumers who know what to do when they see a scam. 

 Citizens Advice runs the Scams Awareness campaign in close collaboration with the 
Consumer Protection Partnership. This brings together key partners in the consumer 
landscape to identify, prioritise and coordinate collective action to tackle detriment. 
Partners include Trading Standards service and the Department of Business, Energy and 
Industrial Strategy (BEIS). 

5. Cash, payments and banking 

In line with the Investment Policy set out in Appendix II which forms part of these Financial 

Procedures, the Charity aims to diversify its deposits with different banks in order to minimise the 

Charity’s risk in the event of a bank collapsing.  

See the Investment Policy for further details. 

a. Payment authorisation 
All payments from the Charity’s bank accounts (with the exception of transfers between the 

Charity’s accounts within the same bank) must be authorised by two bank signatories.  Only bank 

signatories appointed by the Trustees can authorise payments from the Charity’s bank accounts. 

Authorising bank signatories are responsible for taking reasonable steps to ensure the validity of the 

transaction before authorising the payment. 

Each bank account should where possible provide for all payments to require authorisation by two 

appointed bank signatories. 
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Where electronic payments are made, authorising officers must maintain the secrecy of their 

password (and/or passcodes).  The sharing or the writing down of passwords (and/or passcodes) is 

strictly prohibited. 

All online payments must be supported by an invoice authorised in accordance with the authority 

levels set out in 4 (above).  Steps should be taken to prevent the inadvertent duplicate payment of 

the same invoice by different payment methods.8  

Bank signatories and authorisations are set out in Appendix II of these Financial Procedures.  

b. Bank reconciliation 
The OM will prepare a bank reconciliation (reconciling the accounting records to the bank 

statements) for each current account at the end of each month.  The bank reconciliation will be 

formally approved by the Chief Officer.   

The HSBC account statements will be submitted to the Treasurer on a monthly basis and this 

account will be reconciled at the end of the year 

Other accounts will be reconciled annually for the annual accounts.  This is considered a sufficient 

control given the low volumes of transactions and the fact that safeguards are in place around 

withdrawing money, for example two signatories, only to a nominated account etc. 

The current accounts operated by the Charity are and their signatories are shown in Appendix I. 

c. Debit card 
The debit card is used to top up petty cash and also for sundry purchases.  The OM has a debit card.   

The Chief Officer approves the withdrawal of petty cash funds for the Chesham and Amersham 

offices by the OM.  

The OM will use the debit card for online purchases, when authorised to do so by the Chief Officer, 

and smaller, regular purchases under £100.   A payment request for the Chief Officer’s authorisation 

should be attached to the debit card receipt.    

The debit card must be held in a locked box or safe and access and knowledge of the PIN code 

should be restricted to the minimum necessary number of staff. 

Accounts on which debit cards can be used should have a maximum balance of £2,000. 

d. Cheques 
Two signatories are required on all cheques.  The Chair and Treasurer or another Trustee (two of the 

three) only can appoint the bank signatories.  The cheque books are kept locked away. 

e. Petty cash 
The Charity’s policy is to restrict payments made in cash to office consumables.  No cash payment 

(or series of related transactions) should exceed £100.  The borrowing of funds from petty cash for 

personal use is prohibited and may constitute a serious disciplinary offence. 

Petty cash should not exceed £300.  

                                                           
8 Checking invoice which will clearly state if a direct debit payment will be taken. 
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A petty cash balance is maintained at the Chesham and Amersham offices.  The cash balance must 

be held in a locked box which is locked away and access restricted to the minimum necessary 

number of staff.  The cash balance is to be counted at the end of each month by a person not 

responsible for maintaining day-to-day control over the petty cash.  The results of this count and the 

variance to the balance recorded in the petty cash records must be documented.  

Petty cash records, accounting for all expenditure incurred, together with supporting receipts are to 

be provided to the OM at the end of each month. 

f. Cash Donations 
Clients making cash donations at the Chesham (or Amersham) office(s) are asked to put their 

donation in an envelope, and put it in the Donations Box. This box is then opened monthly by the 

Chief Officer or the OM with another person present. Donations are counted with two people 

present.  A slip setting out the donations is signed by those counting and the money put through 

petty cash.    

Donors who identify themselves will be encouraged to complete a Gift Aid form. Trustees, 

employees and volunteers must not accept donations in cash from members of the public unless the 

collection scheme has been approved by the Treasurer or the Chief Officer. 

g. Grants 
Three types of grants are issued: 

a) Funds are kept at the Chesham and Amersham offices to help clients with small one- 

off payments towards expenses such as bus fares to get to the Job Centre.  The money is 

donated for this specific purpose.  Grants are offered on a one off basis up to a maximum of 

£20.  The total fund for grants is around £120 every quarter.  A receipt is filled in when the 

money is issued and the funds are kept locked away. 

 

b) The Bucks Money Advice Group grant fund is available to all Bucks Citizens Advice 

offices and local District Councils.  Clients have to meet certain criteria and an application 

form has to be completed by the Citizens Advice adviser or Housing Options Officers/Welfare 

Benefit Officers from the District Council.  

 

The Charity’s Chiltern Money Advice Supervisor signs off the application form. The grants are 

managed via a separate bank account and are mostly paid by BACS, but occasionally by 

cheque or cash if cash receipts are provided when payment meters are topped up using a key.  

A record is kept and audited by Trustee Alan Wallis at the end of the year.  

  

c) Help to Claim Griffin Club grant of £2000 for 2019/20 and £1000 for 2020/21. This is 

a grant for vulnerable clients to enable them to take a lower or no advance during the five 

week delay period pending a first Universal Credit payment. Payments are discretionary and 

limited to £100 per client. The grants are managed by the Money Advice Manager (Sophie 

Wye). 
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6. Projects & Funding Requests 

The Charity may from time-to-time undertake specific projects in order to support its strategic aims.  

These projects may be funded (by a third party), unfunded (funded by the Charity) or part funded.  

Projects must be assessed for strategic, reputational, operational, legal and financial considerations 

before any commitment is made.  

The Trustee board’s Funding Sub Committee should have advance warning of all potential funding 

requests at the earliest stage.  The funding approval limits are as follows: 

 

Application 
Value* 

Approval 

Less than £5,000 Chief Officer and Funding Manager. Copy of application to Funding Sub 
Committee 

£5,000 to 
£20,000 

Chief Officer and Funding Manager plus two Funding Sub Committee 
trustees 

£20,000+ Trustee Board 

 

*Includes aggregate value where multiple sources of funding are sought for one project. 

Variations in the scope of a project once approved must be re-authorised. 

7. Insurance and Fixed Assets 

The Trustee board delegates to the Chief Officer responsibility for ensuring that the Charity is 

protected, as necessary, by relevant insurance policies. This includes the protection of the Charity’s 

fixed assets and insurance covering the Charity’s role as an employer. 

The Chief Officer is responsible for making any necessary claims on the insurance policies. 

A fixed assets register of all fixed assets of the Charity (i.e.  capital items with a purchase price of 

more than £500 and with an estimated life of more than 12 months) is kept and updated by the 

Chief Officer who is responsible for adding any new assets to the insurance policy, if applicable.   

The loss or theft of any fixed assets must be notified by the employee making the discovery of the 

loss to the Chief Officer who will ensure that the matter is fully investigated and the police notified, 

if this is appropriate. In the case of any item disappearing from the Charity’s offices, the police will 

always be notified. 

The Charity’s property cannot be removed from its premises without the agreement of the Chief 

Officer. Property removed from the Charity’s premises should be recorded in the fixed assets 

register or some other register stating: 

 reasons for the removal 

 the person with  custody 

 date returned. 

Assets owned by the Charity, as far as possible, are marked as the Charity’s property. 
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8. Budget setting and budgetary control 

The budget setting process starts in December / January for the following financial year ending 31 

March. The budget is set as far as possible to allow the Charity to carry out the objectives set for the 

year by the Trustee board. The budget must be agreed by the Trustee board and be in place by April 

1st. 

The budget is drawn up according to the following criteria: 

 consideration of the new items which should be included in the budget in order to achieve 

the objectives decided on for the year ahead 

 consideration of income levels, including grant income 

 the need to achieve the level of outturn in line with the Reserves Policy agreed by the 

Trustee board 

The Chief Officer is responsible for preparing and presenting a draft workable budget to the Finance 

and Risk Sub-Committee for discussion and recommendation for subsequent consideration and 

agreement by the Trustee board. 

Management accounts are produced monthly by the Treasurer.   The quarterly management 

accounts form part of the agenda for meetings of the RFSC and the Trustee board. The management 

accounts provide financial information which compares actual income and expenditure for the 

period against budgeted income and expenditure by project / activity (restricted and unrestricted), 

and a forecast of the position at the end of the year. They are accompanied by a short written report 

which explains significant variances. 

The Chief Officer will monitor expenditure monthly and report to the Trustee board at least 

quarterly. The Chief Officer is responsible for monitoring all budgets and for ensuring that any 

overspends and under-achievements of income are investigated and that remedial action is taken. 

Budgets will be reviewed at least quarterly by the Trustee board and amended if necessary for 

material changes in circumstances. 

 

9. Internal Audit 

An internal audit will take place annually in Q3 (or at such other time as the Trustee board shall 

decide).  The internal audit will be carried out by at least one trustee who will be entitled to see the 

authorisations for a random sample of transactions.  The trustee(s) carrying out the audit will make a 

short report summarising the test performed and the results, which will be presented to the Trustee 

board. 

 

10. Reporting a concern 

Trustees, employees or volunteers should raise any concerns relating to financial integrity, the lack 

of proper record keeping or unethical behaviour, in confidence, to any one of the following: 

 Chair 
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 Treasurer 

 Company Secretary 

 Any Trustee 

 Chief Officer 

 

11. Variations to policy 

In exceptional circumstances (such as an emergency), any three of  the Chair, Treasurer, Company 

Secretary and  one other trustee shall have the right to vary from this policy (when acting together) 

without reference to the Trustee board.  However, the variance must be brought to the attention of 

all trustees at the earliest opportunity and noted in the next Trustee board minutes. 

In the event that the position of Chair, Treasurer or Company Secretary is temporarily vacant, then 

this policy allows any other trustee to act as a substitute. 

 

This document replaces all previous financial policies and procedures guidance. 
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Appendix I – Bank accounts, signatories and authorisations 

 

 

Bank Person Authorisation / signatory level 

CAF Emma Burgham (CO) Online a/c set up and Signatory  

 Jane Morris (Chief Supervisor) Signatory 

 Sophie Wye (Money Advice 
Supervisor) 

Signatory 

 John Whiteley (Trustee (and 
Treasurer) 

Signatory 

 Jenny Perkins (OM) Online a/c set up only 

   

Virgin John Whiteley  Signatory 

 Farrukh Siddiqi (Trustee)  Signatory 

 Kristle Barker (Trustee and Chair) Signatory 

   

Nationwide John Whiteley  Signatory 

 Farrukh Siddiqi  Signatory 

 Kristle Barker Signatory 

   

COIF Alan Wallis (Trustee) Signatory 

 John Whiteley  Signatory 

 Kristle Barker  Signatory  

 Farrukh Siddiqi  Signatory  

   

Cambridge & 
Counties 

John Whiteley  Signatory  

 Alan Wallis Signatory 

 Farrukh Siddiqi Signatory 
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Appendix II – Investment policy 
 

 
1) Scope of Investment Powers 
 
i. Extract from Articles of Association (para 3.19): ‘To invest or deposit funds in any lawful manner 

whilst having regard to the suitability of investments and the need for diversification.’ 
 

2) Investment Objectives 
 
i.  To preserve capital value and produce the best financial reserve with a minimal level of risk.  Assets 

should be readily available to meet unanticipated cash flow requirements as envisaged in the 
reserves policy. 
 

3) Risk 

 
i. The assets are held to provide financial security and may be required at short notice.  As such capital 

volatility cannot be tolerated and assets should be invested to minimise risk. 
 
ii. The assets should be held in cash or near cash investments denominated in sterling. 
 
iii. Cash balances should be deposited with institutions covered by the UK Financial Services 

Compensation Scheme (“FSCS”).  Institutions who are not covered by the FSCS may be considered on 
a case by case basis if they meet the criteria in 3)i and 3)ii above.  In particular there are some 
institutions serving the charity sector that do not meet the criteria to be covered by the FSCS but 
would still be considered a low risk investment.   

 
iv. Deposits should be spread by counterparty and reviewed regularly with the intention that they are 

not significantly in excess of the maximum FSCS limit, currently £85,000. 
 

4) Liquidity Requirements 
 
i. Maturities of cash deposits should match any planned expenditure schedule. 

 
5) Management, Reporting and Monitoring 
 
i. The Charity will manage its own cash deposits and has nominated a list of authorised signatories, two 

of whom are required to sign instructions to the deposit taking institution. 
 
ii. The Treasurer, or a trustee nominated by the Treasurer, will monitor the cash position and report this 

to the Trustee board on a quarterly basis. 
 
iii. The Treasurer, or a trustee nominated by the Treasurer, will review the return on investment against 

other rates available on the market. 
 

6) Approval and Review 
 
i. This Investment Policy Statement was prepared to provide a framework for the management of the 

Charity’s assets. It will be reviewed on an annual basis to ensure its continuing appropriateness. 


