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Nacoa Financial Code of Best Practice

Accounts requirements

· Proper books and records must be kept of all transactions.

· The accounts must comply with the requirements of Nacoa’s governing document and, in particular, Part VI of the Charities Act 1993. 

· The accounts must be formally approved by the trustees at the AGM.

· New trustees must be provided with a set of the latest accounts when appointed.

· Existing trustees must be provided with a set of accounts annually.

Organisational Structure

· There must be a plan held which shows Nacoa’s organisational structure.

· Lines of authority and reporting must be laid down in writing and communicated to all trustees, staff and volunteers.

· The delegation policy must be laid down in writing and communicated to all staff and volunteers.

· There must be a segregation of tasks to provide an automatic double check.

· Staff and volunteers must be given proper training.

· Professional advice must be taken where appropriate.

· All trustees must read the leaflet CC3- Responsibilities of Charity Trustees.

Budgets

· Annual Budgets must be prepared and approved by trustees to cover both income and expenditure.

· Performance must be measured against budgets at regular intervals.

Postal Receipts

· Incoming cheques and cash must be recorded immediately.
· Entries must be verified by someone other than the person making the entry.
· Security of unopened mail must be ensured.
Fund-raising events or campaigns

· Records must be maintained for each fund-raising event.

· Comparable controls must be maintained for receipts as for other donation income.

· For ticket income, 

· Tickets must be pre-numbered

· Records must be kept of all persons issued with tickets, and with details of allocated ticket numbers.

· Records must be kept of which tickets have been sold.

· Reconciliations must be made of money received against tickets sold.

· Similar records must be kept for sponsored events.

Gift Aid

· Regular checks must be made to ensure that due amounts are received.

· Regular checks must be made to ensure that all eligible tax repayments are obtained.

Banking and Custody Procedures

· Incoming receipts must be banked promptly and regularly (at least weekly)

· Safe custody of all valuables held on the premises must be ensured.

· Insurance must be held to cover the contents of the safe or the cash box.

· Incoming money must be banked and no amounts are to be held over for petty cash ‘feeding.’

· Money belonging to the charity must be kept separately from that of any individual trustee/staff/volunteer member.

Checks for income records

· Regular checks must be made to ensure that all records are accurate.
· Regular checks must be made to ensure that there are no discrepancies between records.
· Checks must be made by someone other than the original recording officer.
· Restrictions placed on the donated income must be identified and observed.
Controls over expenditure

· All expenditure must be properly authorised.
· Supporting documentation, such as invoices, must be held for all expenditure.
· Cheque books must be kept in a secure place with access only by nominated persons.
· Preparation of payments must be undertaken by someone other than the authorising officer.
· A written statement of policy and practice on payment procedures must be available to all trustees, staff and volunteers.
Controls over purchases

· Invoices must be checked against orders made.
· Records must be kept of orders placed but not carried out.
· The quality and quantity of goods must be checked against orders made.
· Regular stock-taking must be undertaken.
· Authority levels for placing orders must be documented.
· Payments must only be made against original invoices.
Payment by cheque

· The signing of cheques must be compliant with any stipulation in the governing document about who can sign cheques.
· There must be at least two signatories on the bank mandate.
· There is a policy of not signing blank cheques.
· There is an effort to minimise cash payments.
· Cheque expenditure must be recorded in the cash book and noted with the relevant cheque number.
· All stubs must be completed at the time of payment.
· Cheques must be signed only with the documentary evidence of the nature of the payment.
Payment by cash

· All payments by cash must be made from a cash float.

· The cash float must be drawn from the bank and not from incoming money.

· All payments must have supporting documentation.

· Supporting documentation must be authorised by someone other than the cashier or claimant.

· The amounts of claim must be entered on a petty cash voucher.

· All payments must be noted in a petty cash book.

· All topping up withdrawals from the bank must be noted in the petty cash book.

· Regular checks of the petty cash records must be made by someone other than the cashier.

Wages and salaries

· Personnel records must be kept and held separately from the wages records.
· Salary levels must be properly authorised and recorded.
· Checks must be made to verify the existence of employees.
· Cash payments must be avoided wherever possible.
· If cash payments are made, they must be paid out by someone other than the person making up the payroll, and are signed for.
· Full time staff must be employed under a proper contract of employment and compliance with PAYE/NIC regulations ensured.
Bank or Building Society Accounts

· Secure records must be held of all accounts.
· Regular bank reconciliations must be carried out.
· Instructions to open or close accounts must be properly authorised and/or reported to trustees.
· Checks must be made to ensure that there are no dormant accounts.
· Bank or Building Society Accounts must be inspected regularly by the trustees.
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