
FINANCIAL STANDING ORDERS

Greengate Housing Co-operative
The Board of Greengate Housing Co-operative has overall responsibility for ensuring that the Co-operative maintains adequate financial records and systems in accordance with its legal and contractual responsibilities. The Treasurer is responsible on a day to day basis for maintaining financial records, issuing instructions for money to be transferred between different bank accounts as appropriate and for paying bills promptly.

Expenditure may be authorised and undertaken only in accordance with the decisions of the Board as recorded in the minutes. Authority is delegated in accordance with these Standing Orders.

Budget
The Board shall agree an annual budget including budgeted expenditure, income and a 12 month cash flow forecast no later than January 31st in each year to cover the year commencing the following 1st April.  
Routine Reports
In addition to the quarterly budget control report, the Treasurer shall make a report monthly to the Committee including:

· a statement of receipts and expenditures since the last report

· a statement of moneys held by the Association, moneys owed to or by the Association, and other committed expenditures.

· a cash flow forecast for the next three months.

Authorisation of expenditure
Expenditure by the Association can be committed only on the authority of the Board as shown in the minutes. Provided it is in accordance with budgeted expenditure, the Secretary may authorise the expenditure of up to £500.00 on any one item of expenditure. Any greater expenditures must be authorised by the Board.

APPROVAL OF Payments
Payment shall be made on receipt of invoice subject to signed approval by any two Board members including at least one of the Treasurer, Secretary and Chairperson who shall inspect the original invoice and shall satisfy themselves that the invoice is in accordance with budgeted authorised expenditure. Their signed authorisation to make payment will be provided in writing on the invoice or in the case of an electronic invoice, specifically referring to it. 
payment BY cheque
The full list of Cheque signatories for all bank accounts is:


the Chair


the Secretary


the Treasurer


Other nominated Board members as recorded in the Minutes

of whom two shall sign all cheques. 

No cheque may be signed by a person who has approved the payment.

Cheque signatories shall confirm that:

· the cheque is for not more than the invoice and is made out to the correct payee

· the original invoice is attached to the approval to pay

· the approval to pay is in order and that payment is necessary

Under no circumstances shall any cheque be signed otherwise. 

Cheque signatories shall initial the cheque counterfoils.
Spoilt Cheques are to be recorded as such and destroyed by shredding, witnessed by at least two people, only one of whom may be the original signatory. Cheque books are to be held in the Association safe when not in use.

PAYMENT BY STANDING ORDER OR DIRECT DEBIT
Direct Debit or Standing Order payments may be authorised by two of the Treasurer, Chair and Secretary who shall confirm that the payments are in accordance with authorised expenditure. The relevant bank instructions shall be signed by any two cheque signatories (but not by anyone authorising the payment) who shall check that the approval to pay is in order and that payment is necessary.

ELECTRONIC PAYMENT

Payment may be made using electronic means by the Treasurer or other Board member appointed and authorised to do so, provided that each payment is approved in writing in accordance with ‘Approval of payments’ above.  
BOOKKEEPING
The Treasurer will maintain the following books:

· One analysed cash book for each bank account

· Petty cash book

The Treasurer will ensure that all income and expenditure is recorded in single entry cash books with analysis columns. One of these will be kept for each bank account and all items will be recorded immediately they are received or paid.

At the end of each month the Treasurer will reconcile the bank statement against the total of income and expenditure in the cash book and uncleared cheques, and will report this to the Board. The books will be reconciled in the presence of another Board Member. Any irregularities are to be reported to the Board as a matter of urgency who will investigate.

The Treasurer will also maintain a separate Petty Cash Book.

RECEIPTS

All moneys received must be paid into the relevant Bank Account on or before the next bank working day or such other time as may be practical but in no case more than one week following receipt. The amount is to be entered promptly into the appropriate cash book. Stamped bank receipts, other than those made in the paying in book, must be kept on a separate file. The Treasurer is responsible for ensuring that any payments made directly to the bank account are received on time, and are for the correct amount, and is responsible for chasing late payments.

INVOICES AND RECEIPTS
Invoices and receipts are to be marked on the original copy or, if received electronically, on a printed copy, with the date on which they are received, and filed in date order. When an invoice is paid it shall be marked "Paid" on the original or printed copy with the date and number of the cheque or electronic payment.
BANK ACCOUNTS
GHC maintains a bank account number no 65636888 with the Co-operative bank, Business Direct service. Any changes to banking arrangements must be made with Board approval shown in the minutes.
PETTY CASH
The petty cash float will be £100.00.  
The Treasurer will issue receipts for any cash received. Cash received should be separately accounted for and accumulated receipts in excess of £20.00 shall be deposited in the bank account.

The Treasurer will keep the petty cash box locked and held securely when not in use. Payments in petty cash may be made by the Treasurer or Secretary in respect of authorised expenditure against a numbered Petty Cash Voucher supported by a receipt. The Treasurer will enter these expenditure items immediately into a petty cash book. Petty cash Vouchers with accompanying receipts are to be numbered serially and held in a separate file.

Once a month the Treasurer will reconcile the total expenditure in the petty cash book against the remaining cash in the cash box, witnessed by a Board Member. The amount deficit to the £100.00 float will be topped up by a cashed cheque. The Board Member witnessing the reconciliation may not authorise or sign this cheque.

No personal loans may be issued or any personal cheques cashed from the petty cash box.

Payments of expenses to Committee members
Payments of out of pocket expenses to Board members may be made provided that:

- they are authorised in accordance with the GHC’s written policies for expenses
- a person receiving payment may not approve the payment or sign the cheque

ACCOUNTS
The Treasurer will consult with the Accountant or Auditor appointed by the Board, concerning the preparation of draft accounts and will present draft accounts to the Board within six months of the end of each financial year.  
Financial records will be filed so that the Auditor has easy access to prepare them for audit and will be kept for at least five years.

REVIEW

These financial standing orders are to be reviewed and revised with the approval of the landlord, prior to GHC entering into a management agreement with a social landlord. 

Agreed by the Greengate Board 09.04.14
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