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Policy 67 
AGE UK YORK  

 

Finance Policy 

 
1. Introduction 

 

i) Finance is central to Age UK York (AUKY) and Age UK York Enterprises (AUKYE) to 
ensure effective and sustainable service provision; 
 

ii) For simplification, AUKY and AUKYE are here referred to as AUKY; 
 

iii) AUKY will: 
 

 be managed with probity to protect the interests of all those who contribute to their 
business activities; 

  protect the interests of those people for whom AUKY provides services and 
support.  

 

2.  Scope 
 
i) This Finance Policy, Policy 67, covers various finance roles of AUKY staff including 
banking and cheque arrangements; plastic cards; mail handling; financial risk 
management; and preparation of papers for the Trustees; 
 

ii) The Trustees have a separate policy, Policy 79, which sets out their duties in relation to 
finance management within AUKY and includes information about budgets auditing and 
accounts and the reserves policy; 

 

iii) There are separate policies for the shops and tills; guarding against bribery; money 
laundering; income; and employment including salaries and pensions. 
 
3.  Legislation 

 

i) All staff, in keeping with the Trustees, acknowledge and adhere to the requirements of 
current legislation relating to finance, financial conduct and financial management. These 
include the  Proceeds of Crime Act 2002, the Terrorism Act 2000 and the Money 
Laundering Regulations 2007; 
 
ii) As a charity, AUKY also acknowledges and adheres to the statutory requirements of the 
Charity Commission as set out in CC3, Age UK and AUKY's own standards. 
 
4. Responsibilities and Roles 

 

i)  The Trustees of Age UK York (AUKY) are responsible for the overall financial 
sustainability and good management of AUKY and have devolved day to day responsibility 
on the Chief Officer (CO); 
 

ii) The Honorary Treasurer is a member of the Board of Trustees and works in association 
with the Finance Officer.  He has particular duties as set out in the Trustees Finance 
Policy, Policy 79; 
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iii) A delegated sub-group has been created, known as the Management Finance Group 
(MFG), to which the Trustee Board has delegated certain tasks.  It replaces the Budget 
Working Group (BWG) and the Finance Sub-group; 
 

iv) The MFG consists of the Honorary Treasurer, the Chief Officer (CO), the Finance 
Manager and one other Trustee.  
 

v) An Audit Committee has been created consisting of the CO, Finance Manager and a 
volunteer worker whose role is to carry out spot checks on aspects of finance in 
accordance with arrangements with the Honorary Treasurer; 
 

vi) Auditors: 
 

 Are appointed annually at the AGM; 
 Are consulted regarding financial and accountancy problems when required; 

 

vii) Chief Officer: 
 

 Manages the affairs of AUKY within the overall and cost-centre budgets set by the 
Board of Trustees; 

 

 Is supervised by the Management Support Group/Finance (MSGF), reporting to the 
full Board; 

 

 Carries out, under the supervision of the MSGF, the annual risk assessment (see 
para. 8, below.); 

  
viii) The Finance Manager: 
 

 Manages the income-raising work of AUKY; 
 Provides reports at each Trustee Board; 

 

ix)  The Finance Officer (FO): 
  

 Is line managed by the CO; 
 

 Is part of the MSGF that also includes the Honorary Treasurer and provides 
information and monthly reports to the Trustee Board; 

 

 Works in association with the Administrative team and other staff regarding finance 
and has day to day oversight of finance activities; 

 

 Maintains the AUKY accounts via the Sage Line 50 computer finance system for all 
budgets; 

 

 Keeps all  AUKY accounts securely in the finance and  admin office; 

 

 Carries out reconciliations, checking income and expenditure records against bank 
accounts on a monthly basis; 

 

 Makes regular checks to ensure there are no dormant accounts; 

 

 Arranges salary and pension payments; 

 

 Manages organisational petty cash and carries out documented spot checks on a 
regular basis and writes reports for the Audit Committee; 
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 Maintains a watching brief over correct procedures in all other service budget areas. 
 

x)  All staff and relevant volunteers: 

 

 Are informed of financial procedures relevant to their role within AUKY during 
induction and within ongoing supervision and appraisal; 

 

 Will have a clear understanding of the funding for their post; 

 

xi) No volunteers are expected or required to take formal and/or final responsibility for any 
financial matters including cash and cheque handling and banking. 
 
5. Banking arrangements and cheques 
 

i) Any changes to the bank mandate must be authorised by the Trustee Board; 
 
ii)  The Finance Manager will keep all cheque books in a safe, locked, place; 
 

iii) The Finance and Administration team are normally responsible for paying in, although 
actual banking may be delegated to another, authorised, member of staff; other service 
areas who bank work according to finance management standards. 
 
iv) All paying in will be done by the earliest opportunity ( but no longer than a week ) any 
cash/cheques are stored in accordance with the recommendations from our insurers. 
 
v) Cheque Request Forms must be passed to the Finance Manager, authorised by a line 
manager as appropriate and cheques will only be issued against documentary evidence of 
the nature of the required payment; 
 
vi) At least two mandated signatories must sign cheques, and for cheques over £300, one 
of these signatories must be the Chair, Vice-chair or Honorary Treasurer; 
 
vii)  Signatories to cheques will not be any individuals requesting payment, including for 
reimbursement to themselves; 
 
viii) Cheques stubs will be completed at the time of payment and the Cheque Request 
Form will be endorsed with the cheque number, payee, amount and cost centre; 
 
ix) Payment by BACS will be made with the agreement of the payee; 
 
x) Each month, information from the Cheque Request Forms and Income Book will be 
entered onto the computerised accounts system. 
 
6.  BACS 

 

i) The CO is ultimately responsible for all BACS payments.  These should initially be 
authorised by the appropriate service manager; 
 

ii) BACS transfers over £300 must be authorised by the Chair or Honorary Treasurer via 
the BACS request form with documentary evidence of the nature of the payment; 
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iii) The Finance Manager will prepare the BACS payment except in the case of payment to 
herself when it will be authorised by the CO; 
 
iv) No BACS payment is to be completed on the BACS payment form where it is in favour 
of themselves or a family member; 
 
v) BACS payment request forms will be passed to the Finance Manager and must show 
reference, payee, amount and cost centre; 
 
vi) BACS request forms and the income book data will be entered onto the computerised 
accounts system each month. 
 

 Credit and Debit Cards  

 

i) Cards are held by specific named officers who have signed the appropriate bank letter 
which is then held by the Finance Manager.  Such officers will have been checked for 
suitability; 
 
ii) A receipt for the card is also signed and states as follows: 
 
 'I have read and understood the Debit and Credit card policy set out in 
  Policy 67 and sign below to confirm that I agree to the conditions. 
 
 Signed ................................................  Date........................................... 
 
 Form to be returned to Rebecca Hall, Age UK York, 70, Walmgate, YO1 9TL' 
 
iii) Security for each card is the responsibility of the card holder.  The card must not be 
used by anyone else and if a card is lost, its loss must be reported immediately to the 
Finance Manager, Chief Officer, or Deputy Chief Officer; 
 
iv) Both cards have a credit limit agreed from time to time by the Honorary Treasurer; 
 
v) Cards are only to be used for the purpose for which they are issued and except for 
emergency purchases must relate to the relevant bank account, e.g. a Net Neighbours 
card should not be used to purchase a trading item; 
 
vi) All purchases except those for Net Neighbours and Home Shopping must have a 
receipt or written explanation.  This should be given to the Finance Manager as soon as 
possible; 
 
vii) When any staff member holding a card resigns or retires, the card must be handed 
back and cancelled; 
 
viii) If a card is used in error, this fact must be reported to the Finance Office immediately 
and the relevant sum refunded to AUKY; 
 
ix) Failure to refund the sum will result in its deduction from salary or recovery by legal 
action; 
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x) Deliberate misuse of a card will be regarded as a disciplinary offence and the Chief 
Officer will take appropriate action. 
  
8. Insurance 

 

i)  In accordance with Section q of the Memorandum and Articles of Association, the CO 
and Finance Manager will review the insurance cover annually to ensure that insurance 
levels remain adequate. 
 
9.  Risk assessment 
 
i) The Management Finance Group (MFG) carries out an organisational risk assessment  
to present to the Trustee Board for consideration, alongside the annual budget proposal; a 
more specific finance operational check list produced by the Charity Commission is 
completed annually by the Finance manager and Chief Officer. 
 
ii) The risk assessment enables: 
 

 Clarification of the level of known financial liability carried by AUKY, which may 
involve examination of: 

◦ Property and leases;  

◦ Staff and redundancy costs;  

◦ Contract relationships;  
◦ Insurable risks;  

 

 The institution of other policy and operational actions, if necessary; 

 Adjustment to AUKY's policies on reserves and internal control procedures if 
necessary; 

 Any other remedial action. 
 

10. The Annual Budget 
 
i)  Each year the MFG is responsible for the oversight of the preparation of an annual   
income and expenditure forecast draft budget for all AUKY activities based on: 
 

 The actual previous year's figures incoporporating known available funds; 

 The  intended budget requirements of each service and project, as provided by 
each supervisor or organiser; 

 The annual risk assessment against individual service areas and the organisation 
as a whole. 

 

iii)  The draft budget is itemised under appropriate headings and cost centres; 
 

iv) The Finance and Administration Team enter the budget figures onto the Sage 
accounting system; 
 

v)  The MFG presents the draft budget for discussion at the additional TB meeting in 
February, this TB meeting being dedicated specifically to discussion on the budget and 
staff salaries. 
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11. Mail Handling 
 

i) Incoming mail is: 
 

 Opened each day, using a consistent procedure, by the Finance and  Administration 
Team or in their absence by a senior staff member, usually the Deputy Chief Officer; 

 

 Date-stamped and initialled; 

 

 Passed to the addressee or stored by the Finance Team to await collection if 
envelopes are marked 'Private and Confidential'; 

 

 Certified by another staff member in the case of cash or cheques, with this fact 
noted on the accompanying document, the amount noted in the Income Book and 
the cash or cheque handed to the appropriate staff member; 

 

 Passed to the relevant Service Organiser in the case of invoices for completion of a 
payment request form; 

 

 Then distributed appropriately. 
 

ii) Outgoing mail is: 
 

 Taken to the Receptionist for stamps to be attached; 
 

 Unless specifically marked as urgent, all post will be sent second class; 

 

 Entered in the post book; 
 

 Posted in the Royal Mail box by either the Receptionist on duty or any member of 
staff who is passing a post box; 

 

 Taken to the Post Office in the case of registered post, with payment made from 
petty cash against a written receipt. 

 
iii)  Postage stamps are locked away in the Finance Manager’s drawer every night; 
 
iv) Postage stamps to the value of £300 can be purchased at any one time, taking into 
account the actual quantity of stamps in the Finance Manager’s drawer and anticipated 
bulk postage such as the newsletter or AGM invitations. 
 

12. Petty cash   
 

i) The Finance Manager is responsible for general petty cash and has a float of £300 
which is maintained by using a Cheque Request Form; 
 

ii) The petty cash float is drawn from the bank and not from incoming money. Money is not 
normally paid into petty cash other than via the Cheque Request Form process; 
 

iii) In all instances of petty cash transactions, receipts are required if at all possible and the 
supporting documentation authorised by someone other than the Finance Manager or 
Administration Team; 
 

iv) Petty cash is intended for small amounts only and can be used for: 
 

 Refreshments for staff and volunteer training sessions and other small occasional 
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payments;  

 

 Reimbursements to volunteers which should be saved up until at least £10 is owed, 
where possible;   

  
v) All cash is kept in secure boxes and/or in the office safe as appropriate. 
 
13.  Holding money on the premises 
 
i) Insurance cover for storage of cash in a locked safe on AUKY premises exceeds £2,000; 
 
ii) Any cash or cheques kept on the premises must be kept in the safe for which keys are 
held by the CO, Deputy Chief Officer (DCO), Finance Manager and members of the team, 
all of whom have given signatures for their keys; 
 
iii) AUKY does not generally hold any money other than that belonging to AUKY or Age UK 
York Enterprises; 
 
iv) The Finance Manager will carry out a monthly balance of monies in the cash box. 
 

14. Financial irregularities 
 
i) AUKY seeks to protect its service users, workers and its own reputation and will not 
tolerate financial abuse in any form; 
 

ii) Anyone observing or suspecting any financial irregularity must: 
 

 Report this immediately, either to their line manager or supervisor or anyone else in 
authority within AUKY; 

 Not hesitate to report suspected irregularity even where it involves a senior member 
of staff or a Trustee; but should seek out another senior staff member to report to; 

 Not discuss the situation with any other colleagues. 
 
iii) Financial irregularities could include: 
 

 Financial abuse of an older person, service user or carer. This can include the 
removal of property; 

 Financial abuse of a trustee, volunteer or staff member; 

 Misuse of AUKY funds, monies or resources. 
 
iv) An investigation will take place in line with AUKY's Disciplinary Policy; 
 
v) Attention will be paid to Policy 12 on data protection and confidentiality and Policy 65 on 
whistleblowing to protect those involved appropriately; 
 
vi) Where appropriate the police will be informed; 
 
vii) Social Services and the Commission for Social Care Inspection or the Charity 
Commission may be informed depending on the outcome of process of the investigation 
and findings. 
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15. Money related to services and activities 
 
i) Individual service organisers are responsible for their own services' petty cash.  When 
they require petty cash they should complete a petty cash slip, the cash then comes from 
the general petty cash, which is held in the finance office. 
 
 

ii) Each service that requires petty cash has a lockable cash box of its own; 

 

iii) Petty cash books are maintained for all petty cash holdings.  Expenditure is coded and 
balanced each week by the Finance Manager. 
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