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Angell Town RMO LTD

Finance Policy and Procedures
ANGELL TOWN RESIDENT MANAGEMENT ORGANISATION
FINANCIAL POLICY AND PROCEDURE
1. General Principles
1.1  Angell Town Resident Management Board has adopted the following financial procedures to ensure that its finances are managed to the highest standards.

1.2  The Financial Procedures can be reviewed by the Finance Sub Committee on an annual basis.

1.3  These procedures can only be amended by a quorate Board Meeting, Board members having been given at least 7 days written notice of the intention to vary the financial procedures.

2.  The Banking Arrangements

2.1  Angell Town resident Management Board will maintain such accounts as it considers necessary for the good management of its finances with the Nat West Bank PLC.

2.2  Two members of the Board, the Vice Chair, Treasurer, or the Vice Treasurer and the Estate Manger shall be authorised to sign cheques on behalf of the Resident Management Board.
2.3  The quorate Board may from time to time authorise further Board members and RMO Staff to be signatories as appropriate.
2.4  In exceptional cases cash cheques may have to be raised over £100 however no encashments are to be made over £3,000.  Encashment of cheques will normally not exceed £100 ( The possibility of using a Debit Card is being made )
3.
Recording Income
3.1  Receipts must be issued for all Cash / Cheques received and the details recorded on the receipts form.

3.2  All moneys received must be banked by a different staff member who receipted the income where possible on a weekly basis.
3.3  A record of all payments into the bank account shall be kept with the date, amount, payee and description and type of income or transaction.
3.4  A paying in slip must be completed each time money is paid into the bank.  The paying in slip should be filed with all other relevant papers.
3.5  Under no circumstances shall:
i)  A member of staff or the Board or staff borrow temporarily from Board moneys.

ii)  A member of the Board or staff keep RMO moneys at his/her place or residence or that of a third party.
iii)  Cash personal or third party cheques from RMO moneys.
4.  Budgeting for Expenditure
4.1  Approval for expenditure must be obtained before any liability on behalf of the Board is entered into.  
4.2  The primary approval for expenditure is the annual budget.
4.3  Each year the Chair of each Sub Committee in consultation with appropriate members of ATRMO staff shall prepare their estimate  for expenditure in respect of their areas of responsibility for the 12 month period starting 1st April.
4.4  The Finance Sub Committee shall then be responsible for preparing the annual budget in consultation with the sub committees.  The Finance Sub Committee will prepare a draft budget by the end of February each year.
4.5  The final budget to be approved by Board before the 31st March each year.
4.6  Expenditure can only by authorised from a budget head which is part of an approved budget for the year.
4.7  Virements between budget heads can only be approved by the Finance Sub-Committee.  Virements in excess of £10,000 must be approved by the Board.
4.8  Approval for expenditure must be in accordance with the limits set out in Appendix 1.  The approval limits will be reviewed annually.
5.  Orders for goods and services
5.1  Official written orders shall be issued for all goods and services with the exception of public utility services (gas, electricity, telephone).

5.2  A copy of each official order shall be retained for a period of 6 years.
5.3  In exceptional circumstance, oral orders may be given by authorised officers quoting an official order number provided that confirmation is given by issuing an official order marked confirmation signed by an authorised signatory within 48 hours.
5.4  Any amendments or variations to an official order must be in writing and signed by an authorised signatory.
6.  Authorisation and Payment of Invoices
6.1  All future events and activities will have limits set and approved by the      full board and minuted as such.  See Appendix 2
6.2  The ATRMO will ensure that all accounts for goods and services are paid promptly in line with the payment terms agreed with the supplier.

6.3  When invoices are received they must be stamped with a grid stamp and entered in a log book.  Only original invoices are to be accepted, ATRMO will not authorise or pay on copy invoices or statements.
6.4  All invoices shall be approved for payment in line with the delegated authorities set out in Appendix 1. With the exception to the Council’s Oracle financial system.
Oracle Financial System – Authorisation Limit
Scheme of  Delegation
For the purposes of the Oracle financial system Angell Town RMO falls under Lambeth’s scheme of delegation i.e., treated like a council business unit.  Business Unit Managers have the authority to authorize invoices up to £100K and PO up to £50K.  Therefore Angell Town RMO’s Estate Manger has the authority to authorise expenditure up to £100K without the Boards approval.  However the expenditure that the Estate Manager approves on Oracle has to  be secondary approved by other external approvers in Lambeth Council on the Oracle system. 
The suppliers set up on the Oracle system are procured by Lambeth Council therefore the Estate Manager will be authorising payments for suppliers/contractors that have been through Lambeth’s procurement process. 
A report of transactions made will be reviewed by treasurer who will scrutinize the payments made on the oracle system.
All invoices are validated (i.e., matching of POs’ to invoices)
A weekly report is run to show all  invoices on hold and approved invoices.  This report must be reviewed to check the reasonableness of the payments made.

This must be achieved with the required segregation of duty required i.e., 

The Finance Officer must raise the purchase orders 

The Finance Manager reviews the report and signs it off.

The Estate Manager authorizes the purchase order.
SX3 System – Authorisation Limit
The authorization limits for the repairs expenditure set by the ICT Services Applications support Team 3.

There are various authorization limits set within the SX3 System Angell Town RMO’s Estate Manager falls under:

‘HRM_LBL_AUTH3’: Authorisation limits for Works Orders £2,500 Variation Order £2,500 Invoices £0/Nil

6.5  The Finance Manager shall examine each invoice and certify that:
i.
The expenditure is authorised;

ii.
Goods have been received, examined and approved or work done satisfactory;

iii.
Proper entries have been made in inventories or stores records where appropriate;

iv.
The price is correct and discounts and allowances are property deducted;

v.
It is arithmetically correct;

vi.
The proper expenditure code has been applied

vii.
It has not been paid previously

vii.
Any VAT has been property applied

7.  Cheque Payment
7.1  Bank cheques are to be signed by cheque signatories in accordance with the bank mandate.
7.2  For all payments except invoices a cheque requisition form must be completed, signed and countersigned, by persons within the delegated authorisation limits.

7.3  The person who makes out the cheque must, at the same time, complete the cheque stub, date, amount, payee and brief description of payment, cheque  stubs to be kept in a secure place.

7.4  Cheque signatories must agree the invoice, authorise the cheque authorisation form and sign the cheques at the same time.

7.5  Cheque Book are to be kept in a secure safe located in the Estate Office.

7.6  Cheque requisition forms, together with any supporting documentation, must be filed with the invoices in cheque number order.

8.  Petty Cash
8.1  A float of £100 has been agreed to be used at present.  The only exception to this will be for specific event during the year such as: gift vouchers for the board,  resident engagement  programmes like the Big Lunch, other  summer activities, Christmas function and the AGM.
8.2  The petty cash float is the responsibility of the Finance Manager.

8.3  The petty cash box will be kept in a safe within the Housing Office at all times.

8.4  The imprest system is operated as follows:

a)  Each time petty cash is used a petty cash voucher must be completed and signed by the person taking the cash, and counter signed by the Finance Manager or an Authorised Officer in line with the delegated authority set out in Appendix 1.

b)  The voucher should be attached to a supporting invoice / receipt and put in cash book and the cash taken.

c)  Petty cash payment may not be made in advance..
8.1  The Finance Manager will see that all Petty Cash receipts are filed in numerical order and maintain a Petty Cash book.

8.6 Cash cheques can only be raised to the value of £100 with exceptions as mentioned in 8.1 above.  (ref: E   Committee and Communication Allowance policy)
8.7 A reconciliation of cash is to be performed once a month by the Treasurer and the Finance Manager. This is to ensure the balance brought forward plus any subsequent cash cheques withdrawn minus the payment receipts equals the cash in hand.
8.8 Subsistence Allowance for staff  shall only be paid in line with HMRC subsistence benchmark scale rates.

9.
Parking Permit Income

9.1
Car parking permit income is to be receipted using a numerated triplicate receipt book.  
The top copy must be given to the person paying for the permit.  The second copy will be used for the cash reconciliation and must be attached to the Cash Denomination  Sheet used for banking.
A minimum of two staff members must perform the cash reconciliation for the avoidance of error and or fraud.

The third copy must be retained in the receipts Folder as an audit trial for future audit inspection.

9.2       The income derived from the parking permits is to be used for:

A. 
Associated expenditure i.e., Purchase of:  parking permits, triplicate receipt books, permit holders, stationery, control parking road signs, associated road works and so on.
B
Any other cause that is of direct benefit to the residents of Angell Town Estate.

10.
Financial Control
10.1 The following control accounts must be prepared and checked monthly:








Prepared
Checked


Bank Reconciliation


Agreeing the balance in the Bank Book
Finance Manager
Treasurer

statement to the total of receipts less


payments recorded in the cash book.


Petty Cash

A check that the total of vouchers and
Finance Manager
Treasurer

cash in the cash box agree to the float.


The member must record that the check has

 
been carried out by signing and dating the 


petty cash book.


Management Accounts
Finance Manager
Board Meetings/




Finance  




Sub-committee

11.
 Reporting
11.1 The Finance Manager to report to the Angell Town Resident  Management Board    /Finance sub-committee on expenditure against budget each month.

11.2 Monthly report to Board Finance sub-committee/treasurer on level of bank balance supported by bank reconciliation.
11.3 The Treasurer and Finance sub-Committee to make a quarterly report to the Board relating actual spend to the budget for the period explaining any significant variances.
11.4 The Treasurer and finance sub-committee to make a quarterly cash flow report to the Board.
11.5 The Board will keep an Asset Register which will list all property and equipment owned by Angell Town Resident  Management Board.  The asset register will be checked by the Treasurer on an annual basis.
11.6 The Board will appoint an Auditor at its AGM each year.  Auditing services will be tendered every three years.
11.7 The Treasurer and finance sub-committee to ensure that  the Resident Management Organisation’s accounts are audited annually and a financial report made available to the Annual General Meeting.
11.8 The Secretary will be responsible for ensuring that accounts are submitted to relevant statutory authorities by the due dates.
12.
Payroll
12.1.1 The Board will operate a payroll system for all employees and or volunteers that are paid out of the funds received by Angell Town RMO and  in accordance with the Payroll Procedures.
12.1.2 Sage Payroll  system is used for processing the payroll for staff and or    volunteers paid by Angell Town RMO Ltd. 

12.1.3 All newly recruited staff are appointed with the prior permission of the Angell Town Resident  Management Board.  NB All staff posts are advertised following a board decision at a full board meeting.

12.1.4 Staff and Volunteers payments will be paid through the online banking system. 

Appendix 1
Commitment of Expenditure and authorisation of expenditure invoices (including signing of contracts) payment order, petty cash voucher/

works order approval.  Amounts exclude VAT.

	Expenditure Type
	Up to £100
	Up to £500
	Up to £5000
	Above £5,000

	Day to day repairs
	Finance/Admin. Officer *


	Housing Officer *

Customer Care Officer
	Estate Manager
Maintenance Manager
	Resident Management Board

	Heating repairs
	
	Housing Officer *
	Estate Manager

Maintenance Manager
	Resident Management Board 

	Voids
	
	Housing Officer *
	Estate Manager

Maintenance Manager
	Resident Management Board 

	Litigation Works
	
	Housing Officer *
	Estate Manager

Maintenance Manager
	Resident Management Board 

	Out of Hours
	
	
	Estate Manager
	Resident Management Board 

	Estate Services
	
	
	Estate Manager
	Resident Management Board 

	External Painting
	
	
	
	E Resident Management Board 

	Planned Maintenance
	
	
	
	Resident Management Board 

	Employment Costs
	
	
	
	Resident Management Board 

	Office Costs
	
	Finance/Admin. Officer *
	Estate Manager

Finance Manager
	Resident Management Board 

	Admin. Costs
	
	Finance/Admin. Officer *
	Estate Manager

Finance Manager
	Resident Management Board 

	Financial and Legal
	
	
	Estate Manager

Finance Manager
	Resident Management Board 

	Committee and 

Communication Expenses
	
	
	Finance Manager
	Resident Management Board 


*
=
Authority to commit expenditure only.

Note:
 The Finance Manage, Treasurer,  Vice Chairr andthe Estate Director are able to authorise invoices.  This will continue until such time as the Board determines otherwise 

ANGELL TOWN RMO
ACCOUNTS AND AUDIT PROCEDURES

1.
Accounting Policies and Standards
The TMO is registered under the Industrial and Provident Society Act.  The accounts must therefore comply with the requirements of the Registrar and the Act.

2.  Annual Accounts


Within three months of the financial year end, the Treasurer shall ensure that an income and expenditure account and a balance sheet are produced for the past financial year.  As a minimum this shall contain the information set out in the rules of the IPS and the management agreement between Angell Town RMO and the London Borough of Lambeth.  It is required by the Management Agreement that a comparison is provided between the costs authorised by the TMO and the allowances, any liabilities are provided for, and that the reserve and surplus funds are shown.  The accounts must be signed by the Chair, Secretary and Treasurer to indicate their satisfaction, and that they present a true and fair statement of the affairs of the TMO.  They must be presented to the TMO’s Annual General Meeting.  A signed copy of the accounts must be sent to the Council within six months of the year end.

When preparing the accounts and annual return, consideration must be given to Statement of Standard Accounting Practice.  Attention is also drawn to Auditing Standards and Guidelines with particular reference to the Auditor’s Operational Standard and the Guidelines headed ‘Accounting Systems’ and ‘Internal Controls’.

2.1  The annual accounts and their notes shall contain the following information: negative values shall be shown in brackets.

2.1.1  A statement of the Accounting Policies

* 
The accounts shall be prepared on an accruals basis using historic cost accounting conventions.  Income comprising: allowances, insurance repair work, rechargeable work and other fees.  It is exclusive of Value Added Tax.
* 
Any amount charged to revenue to provide for renewal of fixed assets shall be separately shown, even if it is also shown under depreciation.  The amount charged shall be clearly reconciled to the balance sheet amount for depreciation.
* 
Basis: assets will be depreciated over their useful lives on a straight line basis using the following rates:

Office Equipment incl. Software, 20%


Tools and other Machinery, 20%


Vehicles, 20%


Items costing less than £500 need not be capitalised.

· Stores will be valued at the lower of cost or net relisable value.  Stores will be used on a first in, first out basis.  (Note that this is for the purposes of accounting only).
2.2.2  Any material transactions which are not of a sort normally undertaken by the TMO or otherwise of an exceptional or non-recurrent nature.

2.2.3  Any material change in accounting policy.
2.2.4  Any special circumstances which affect liability in respect of taxation of profits, income or capital gains for the financial year or succeeding financial years.  The Basis for computing the corporation tax charge  in the accounts.  Staff costs shall include salaries, wages, accrued holiday pay, redundancy pay, National Insurance contributions, ordinary Superannuation contributions.
2.2.5  Emoluments of committee members shall include any emoluments paid to or receivable by any committee member either in cash or in kind.  This includes expenses paid by way of an allowance but not those which meet the actual cost incurred.  This include emolument paid for loss of office and pensions.  All material reserves and provisions shall be shown.  In particular, all works of more than 1% of the annual allowance for which reserve funds have been set aside are to be itemised separately.  Movements of these reserves between one year and the next must be explained.
2.2.6  Any material contingent liabilities not provided must be estimated and an outline of the circumstances given.
2.2.7  Liabilities which are secured on the TMO’ assets shall be separately stated.
2.2.8  The maximum amount of cash held which was not place don deposit after 10 banking days.
2.2.9  The average rate of interest obtain for cash held on deposit.
2.2.10  Details of the number of staff employed, their job title and any changes during the year.
2.2.11  A summary of each contract for works estimated at more than 1% of the annual allowance, setting out the nature of the contract, the start date, the completion date, the pre-contract estimate and the estimated final cost.
2.2.12  The aggregate amount of capital works contracted but not provided and the amount that the Management Committee as a\uthorised.
2.2.13  Investments held at the year end, including the name of the investment company, the type of investment, and the amount.
2.2.14  Any other financially significant matters.
3.  Abbreviated Annual Report
Each year a summary of the Annual Report must be given to all tenants.  The contents of this is at the discretion of Management Committee, but must contain the total of expenditure during the year, the surplus or deficit for the year, the total reserves held and a statement that the detailed accounts are available on request.

4.  Audit

The relevant statutory provision are contained in the Industrial Provident Societies Act 1965, section 39(1) (a) and the Friendly and Industrial Societies Act 1968, Sections 9 and 11.


The auditors shall be appointed annually by the members.  In the case of any auditor qualified under Section 7 of the 1968 Act, then the provisions of Section 5 and 6 apply to the auditors appointment or removal.  The Management Committee is obliged every three years to obtain quotations for the work and assess the level of service provided.  It is at the management’s discretion to recommend the members that the contract with the existing auditors should be extended.  The Society shall comply with Sections 4 and 8 of the Friendly and Industrial Provident Societies Act 1968.

The name of the auditor and a contact address shall be available to members from the minutes of the meetings.


The auditor report must be framed with regard to approved auditing standards and must be signed.  It must state that it is in accordance with Section 9 of the Friendly and industrial and Provident Societies Act 1968.


The Treasurer is responsible for ensuring that the accounts and audit report are available in time for the Secretary of the TMO to submit them to the Registrar of Friendly Societies with the annual return.


An abridge version of the accounts and audit opinion must be sent to all members.  A full set shall be available from the registered office on request to members.  The contents of the auditors management letter must be made available to Management Committee members.  In the first instance it shall be sent by the auditors to the Chair of the Management Committee.  Within one month a copy must be sent to the Council.


It is at the discretion of the society in General Meetings where a social audit is performed.

5.  Other Matters

The TMO is required to ensure that:

· The records to support individual accounting transactions must be kept for seven years.

· Records to prove that controls were applied over the affairs of the TMO must be kept until the audit opinion has been signed for the year to which they relate.

Timetable

Month


Action

Dec


Information concerning basis of information for calculating allowances to be 



provided by the Council

Jan


Draft budget prepared

Feb


Draft budget agreed by Management Committee

Feb


Budget of expenses which will be recharged to leaseholders to be submitted 



to the Council

31st March

Financial Year End

1st April


Abbreviated budget and highlights presented to members with statement that 



full details are available on request.

1st April


Budget submitted to Council.

Monthly


Treasurer to report balances held at and deposits to Management Committee.

Monthly


Treasurer to ensure that books of accounts are written up and that 




cash book is reconciled to the bank statement.

Quarterly


Treasurer to report to Management





Committee on budget performance.

May


Draft accounts to be available.

June


Draft accounts to be agreed by Chair, Secretary and Treasurer.

June


Financial performance indicators to be published and sent to Secretary of 




State, the Council, every tenant and every leaseholder.

June


Accounts to be audited.

30th June


Accounts, audit report, statistical return and annual return sent to Registrar of 



Friendly Societies.

August


Statement of actual costs for year to be recharged to leaseholder to be 




submitted to the Council.

September

Accounts annual report, audit report and management letter to be submitted to 



the Council.

September

Abbreviated annual report to be sent to tenants with statement that full report 



can be obtained from the RMO office.

September

Review of performance indicators with the Council.

September

Hold AGM (21 days prior to this agenda to be sent to all members)

5 Years


Council shall review the TMO’s standards of financial control and financial 



viability.

DEPRECIATION POLICY FOR THE EMB
This allows an organisation to charge for the use of its assets against income earned in an accounting period.  In most cases, the useful lives of assets span over one accounting period.  For prudence, organisations charge for the use of such assets based on their estimated useful lives.

It is being proposed that the RMO adopt the following revised policy to charge for the use of such assets.

Individually purchased tangible fixed assets with value of £250 and above are to be written off based on the following annual rates, irrespective of when they were purchased during the year.  A nominal amount of £1 is left in each case to keep the asset in the books, for ease of identification, pending assets disposal.

Vehicle:



33% per annum on straight-line basis

IT Equipment:


33% per annum on straight-line basis

Office Equipment:

25% per annum on straight-line basis

Concierge Equipment

25% per annum on straight-line basis

Cleaning Equipment

25% per annum on straight-line basis

Office Furniture


25% per annum on straight-line basis

Committee Furniture

25% per annum on straight-line basis

Concierge Furniture:

25% per annum on straight-line basis

If the above policy is approved, we are proposing that it takes effect from this financial year.  This will mean that all assets purchased this year with individual values below £250 will be written off against our revenue this year.

APPENDIX 2

Setting Limits on all Future Events

It is highly recommended that the Board set specific expenditure limits on all future events and activities they are authorising:

Please specify if any of the events/activities need to be discontinued.


[image: image2.emf]£ £

1AGM 1,500

Catering Services

Drinks 

Plastic cups and cutlery, napkins, table sheets

Gift Vouchers (for the lucky raffle ticket holders)

2Residents' Questions and Anwers

Catering Services

Drinks 

Plastic cups and cutlery, napkins, table sheets

Board Ageed to discontinue with this 

service on 28/07/11

3Coach trips to France 

Any additional costs 

Board Ageed to discontinue with this 

service on 28/07/11

4Coach trips to Adventure theme Parks

Any additional costs 

Board Ageed to discontinue with this 

service on 28/07/11

5Tea and  Coffee Morning

Tea, Coffee, Drinking Chochlate

classes:

Masseur

Arts and Craft

Board Ageed to discontinue this service on 

28/07/11


All events and their related expenditure limit must be specified and minuted as such to avoid anyone pointing the finger at Board Members and or staff.

APPENDIX 2 CONT…

[image: image3.emf]Street Car hire per annum - Board agreed to 

discontinue this service on 30/06/11

7Christmas Social Event 1,500      

restaurant

theatre

8Refreshments for the Board Meetings

and Sub-committee meetings

(£20 - £25 per meeting) 500

9Big Lunch £1,000

10Community Trade Fair £2,500

11Gift Vouchers for Senior Residents £3,000


All events and their related expenditure limit must be specified and minuted as such to avoid anyone pointing the finger at Board Members and or staff.
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				EVENT/ACTIVITY				AGREED UPPER LIMIT

						£		£

		1		AGM				1,500

				Catering Services

				Drinks

				Plastic cups and cutlery, napkins, table sheets

				Gift Vouchers (for the lucky raffle ticket holders)

		2		Residents' Questions and Anwers

				Catering Services

				Drinks

				Plastic cups and cutlery, napkins, table sheets

				Board Ageed to discontinue with this service on 28/07/11

		3		Coach trips to France

				Any additional costs

				Board Ageed to discontinue with this service on 28/07/11

		4		Coach trips to Adventure theme Parks

				Any additional costs

				Board Ageed to discontinue with this service on 28/07/11

		5		Tea and  Coffee Morning

				Tea, Coffee, Drinking Chochlate

				classes:

				Masseur

				Arts and Craft

				Board Ageed to discontinue this service on 28/07/11



eramsay:
Agreed for the AGM held on 20th september 2012
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Sheet1

		N0.		EVENT				AGREED UPPER LIMIT

						£		£

		6		Wholesale Shopping - Board agreed not to continue with this service on 28/07/11

				Street Car hire per annum - Board agreed to discontinue this service on 30/06/11

		7		Christmas Social Event				1,500

				restaurant

				theatre

		8		Refreshments for the Board Meetings

				and Sub-committee meetings

				(£20 - £25 per meeting)				500

		9		Big Lunch				$1,000

		10		Community Trade Fair				$2,500

		11		Gift Vouchers for Senior Residents				$3,000






