We are Music Financial Controls Policy
1.

Introduction

1.1

Financial records will be kept so that the Charity can:
(a) Meet its legal and other obligations, e.g. Charities Acts, Company Law, HMRC and common law.
(b) Enable the trustees to be in proper financial control of the Charity.
(c) Enable the Charity to meet the contractual obligations and requirements of funders.

1.2

The Charity will keep a proper accounting system currently using the online Xero system.

1.3

The financial year will end on the 31st May each year.

1.4

Accounts will be drawn up after each financial year within five months of the end of the year and
presented to the next Annual General Meeting.

1.5

Prior to the start of each financial year, the trustees will approve a budgeted account for the
following year.

1.6

A cash flow will be produced each month if the charity is in financial difficulties or reserves are less
than three months expenditure.

1.7

The AGM will appoint an appropriately qualified independent examiner to examine the accounts for
presentation to the next AGM, filing with the Charity Commission when the appropriate threshold is
exceeded and if appropriate fling with Companies House.

2.

Banking

2.1

The Charity banks with Starling Bank online. Accounts are held in the name of We are Music. The
following account is maintained: Account number 14181247 Sort Code: 60-83-71

2.2

The bank mandate list of people (appendix 1) who can authorise electronic payments on the
organisations behalf is approved and minuted by the trustees.

2.3

The charity requires the bank to provide access to electronic statements to all authorised users.
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2.3

The charity will not use any other bank or financial institution or use overdraft facilities or loan
without of the agreement of the trustees.

3.

Receipts (income)

3.1

All monies received will be recorded promptly in Xero and if cash banked without delay .

3.2

Money credited to the bank electronically.
The charity will issue reference numbers to customers for them to use when making
electronic payments, to ensure that receipts into the bank account can be traced to the
customer easily.

4.

Internet Purchases
When purchases are made over the internet the charity will ensure that only well know bon a fide
sites are used for purchasing and that they have appropriate security as illustrated by a lock padlock
in the bottom right hand side of the screen when a payment is being made. Such purchases will be
properly authorised in a similar way to other purchases.

5.

Electronic banking.
Each signatory and the banking administrator will have a unique password which will be made up of
lower and upper case letters, numbers and symbols.
The Chairman Trustee can access the electronic banking system for the purposes of putting
transactions onto the system for authorisation by the authorised signatories and for assessing bank
statements.
An authorised unrelated signatory will check the payment details sort code, account number, invoice
and amount. If these are accurate they will authorise the payment.
Authorisation from two authorised signatories will be required for each payment.

6.0 Pay Pal
A named signatory and the Chairman Trustee will each hold the log in details and pass word for
Paypal and will authorise payments from Paypal. Details of payments and transfers will
automatically be forwarded to the bank account.
7.

Payment documentation
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7.1

Every payment out of the Charity’s bank accounts will be evidenced by an original invoice (never
against a supplier's statement or final demand). That original invoice will be retained by the Charity
in Xero. .

9.

Other undertakings

9.1

The Small Charity does not accept liability for any financial commitment unless properly authorised.

9.2

All fundraising, contract bids and grant applications made on behalf of the organisation will be done
in the name of the Charity with the prior approval of the trustees or in urgent situations the approval
of the Chairperson who will provide full details to the next trustee’s meeting.

9.3

Copies of grant application will be kept and available to trustees on request. When bids are made
using internet portals electronic or paper copies of the bid will be kept.

9.4

Any funding contracts or grant acceptance documentation exceeding [£5,000] will be brought to the
trustee’s attention for approval. In urgent situations this may be by e-mail to all trustees.

Appendix1
Bank Mandate List
Chris Scott Chairman Trustee
Peter Browne Trustee
Toby Scott Director
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