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Purpose of policy
The purpose of this policy is to set out clearly how DOCA will control its finances to:

o protect DOCA’s assets, including its money and property.
o make informed decisions about DOCA'’s financial position.

« meet DOCA'’s legal duties, for example to manage our resources
responsibly.

Scope

This policy applies to all DOCA trustees and everyone who is employed by or
contracted to DOCA.

Whilst day to day financial controls is managed by the DOCA Trustee treasurer and
DOCA staff, all trustees are responsible for DOCA'’s financial management and for
implementing and monitoring DOCA's internal financial controls.

Trustee Duties

All trustees must understand DOCAs financial position and performance as they are
collectively responsible for all decisions. Trustees should ensure that they
understand:

« the overall state of DOCA'’s finance, including spend against budget and
estimates for future spend.

» the reasons for any significant differences between financial forecasts and
DOCA's current financial position

o details of cash flow and closing bank balances.

To do this, financial position and performance will be a standing agenda item at
monthly trustee meetings. Where the treasurer is unable to attend a meeting, he/she
will send an update to trustees before the meeting. Trustees should question things
they don’t understand and highlight any concerns they have.
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The treasurer is responsible for keeping accounting records, preparing annual
accounts which are independently audited, and preparing the trustees’ annual report
as required by the Charity Commission.

Reserves policy

DOCA will aim to retain reserve funds of £50,000 minimum. Over time, it aims to
increase this to £100,000. Reserves may only be used with the agreement of the
majority of trustees. If reserves go below the amount set out here, trustees must
decide how to restore the reserves, or agree a lower reserve amount.

Financial Controls

At the start of the Financial Year, the treasurer, will prepare a budget for each event
and expenditure type, based on the funding application to the Arts Council. All
trustees should agree this before the start of the financial year. The treasurer will
monitor spend against this budget throughout the year and will bring any significant
differences to the attention of the other trustees at their monthly meetings.

DOCA trustees and staff are collectively responsible for all DOCA expenditure. They
must ensure that expenditure remains within budget. If it becomes apparent that the
budget is insufficient for any event, they should immediately raise this with the
treasurer, before committing to the additional spend, and agree whether other funds
can be used. DOCA staff must never spend, or commit spend that is more than the
budget without the prior consent of the treasurer.

Banking

DOCA holds two accounts with the Lloyd’s Bank: one, a current account, for
recording and holding the everyday operating income and expenditure; and the
other, an interest-bearing account, for investing the Charity Reserves. These
accounts are managed by the treasurer, who is responsible to the Trustee Board for
the proper use of the funds and for the reconciliation of the bank statements to the
accounting records each month.

The bank mandate sets out who is authorised to manage the charity’s bank
accounts. The treasurer is subject to this mandate and will:

o keep a clear record of who is named on DOCA'’s bank mandate.

o regularly review whether the bank mandate continues to be appropriate for
DOCA.

« Inform the bank of any trustee changes recorded in the mandate.
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Income

DOCA'’s income will comprise of four types of income streams:

Charity Activities
Grants
Donations and
Investments.

Each stream will be separately identified and recorded in the accounts.

Income may be received by cash, cheque, bank transfer, or by card reader. Whilst
DOCA has procedures in place to handle all methods of transaction, preference is
given to bank transfer and card reader since they are the securest methods of
handling income.

Handling cash:

Collection boxes should be individually numbered and logged out to the event
as well as logged in after.

Collection boxes are to be sealed before and during use.

The sealed boxes are to be handed to the treasurer for his/her safekeeping
and counting/recording of the cash. In the absence of the treasurer, at least
two people are to be present when counting and recording the cash.

Cash is to be banked as soon as possible without deducting expenses.
Should it be necessary to keep cash overnight in Parnella House then it must
be securely locked in the safe.

Cash boxes are used at events to provide the option of cash sales e.g. bar
takings/ticket sales. The treasurer will provide and record a cash float for each
cash box in use and will reconcile cash takings with the float after each event.
Whenever possible, ticket sales should be made via a recognised on-line box-
office management system provider such as TicketSource, to avoid possible
fraud and cash losses.

Cheque transactions are few, but any cheque received is to be banked as
soon as possible. If held in Parnella House, cheques are to be secured in the
safe.

Card Readers:

DOCA use card readers connected to a Zettle account and to a SumUp
account. These readers are available for both sales and donation collections
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o Card readers are to be held securely in Parnella House and only to be used
by authorised staff and volunteers for their intended purpose.

e The treasurer is responsible for setting up the bank account details and
passwords used by the readers and for reconciling transactions between the
card reader company(s) and the DOCA bank account to match the transaction
history with the income.

Expenditure

The treasurer will advise the Board of the propriety, risks, and budget position for
any expenditure proposal but in accordance with the accounting concept of
“separation of duties”, they cannot be involved in the approval of such expenditure.
Approval rests with the other members of the Trustee Board. Day to day
management of expenditure is delegated to staff via the allocation of budgets and
fraud risk is mitigated by the treasurer reconciling each expenditure item and
reporting to the Board.

Trustees should ensure DOCA only incurs expenditure on what it needs and for
which it has the budget or funding. Spending outside agreed budgets should be
authorised by trustees on the advice of the treasurer who will advise on the scope for
flexing budgets. Decisions on expenditure should always take account of good value
for money.

Payments may be made by cash, cheque, debit card, standing order/direct debit or
by bank transfer and must be supported by an invoice/receipt.

Cash payments should be kept to the minimum to reduce risk of loss or fraud.
Cheques, whilst reducing in use, will be issued by the treasurer on receipt of
expenditure approval. Only the treasurer’s signature is required to issue the cheque.

DOCA has one debit card, issued to the Production Director, which is for use by the
production team for minor expenditure up to a transaction level of £500. The
treasurer will monitor such expenditure to ensure compliance. The card will be
returned, and a new one issued, should the named Production Director leave the
post.

Standing orders/direct debits must first be authorised by the trustees and set up and
monitored by the treasurer.

The preferred method of payment, bank transfer, will be made by the treasurer on
receipt of an authorised invoice/receipt.

Refunds of payments which a trustee, member of staff or volunteer has had to meet
personally to carry out their duties for DOCA will be re-imbursed on production of a
receipt and if the expenditure had been authorised in advance.

JOd

DEVIZES
CELEBRATORY



All receipts and invoices will be matched to the bank statement and accounting
records.

Expenditure will include the payroll costs for the staff employed by DOCA. Payroll
will be run on an HMRC recognised independent and licenced software accounting
package (QuickBooks) to ensure that:

e records of PAYE deducted from the wages and salaries of employees are
maintained.

e statutory deductions are paid to HMRC as required.

pension contributions are paid promptly to People’s Partnership (the

pensions’ provider).

deadlines for year-end returns to HMRC are met, including P60.

DOCA complies with the law on minimum wages.

only authorised or required deductions are made from pay.

compliance with data protection requirements.

Assets and Investments

Other than office equipment and stock items in storage, DOCA does not have any
assets of its own. Stock items are recorded, tracked and valued and included in the
Balance Sheet. A stocktake of the items is undertaken after each major event, and
records and accounts adjusted accordingly, and at year end to support the Annual
Accounts.

DOCA has an Interest-bearing account with Lloyd’s for its Reserves. As and when
conditions allow, opportunities will be taken to seek further investment opportunities
to the benefit of DOCA.

Audit

An annual set of accounts will be produced by the treasurer at year-end and
independent Auditors will review the accounts and provide a report on whether the
accounts give a true and fair financial position of DOCA affairs. This report will be
submitted, along with the financial records, to the Charity Commission, in
accordance with the Charities Act 2011. In addition to the financial records, the
auditors will provide DOCA with a letter to accompany the Activity Report to the Arts
Council indicating whether the statement of income and expenditure accurately
reflects the income and expenditure for the funded project.

Once the audit has been completed, the treasurer will present the accounts at the
Annual General Meeting, when the trustees sign off the accounts.
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Recording and reporting incidents

Any incidents of financial crime, abuse or breakdown of your charity’s financial
controls must be recorded by the treasurer. Depending on the type and level of the
incident, the treasurer should report it as follows:

o all types of fraud to Action Fraud
o taxfraud to HMRC

e any incident involving financial services, such as investments, insurance, or
pensions, to the Financial Conduct Authority

o data breaches to the Information Commissioner’s Office (ICQO)

The treasurer should also report any serious incidents to the Charity Commission.
For example, a significant or potential loss to your charity’s money or assets.
Auditors and independent examiners must report any matters of material significance
to the Charity Commission.
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https://www.actionfraud.police.uk/
https://www.gov.uk/report-tax-fraud
https://www.fca.org.uk/consumers/report-scam-unauthorised-firm
https://ico.org.uk/
https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity

