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Charity number: 1170487

Penrith & District Beekeepers Association 
Financial Management  Policy
Part A: 

In order to maintain the financial probity of the association the following procedures should be followed by the Treasurer or another person who has been delegated / co-opted to undertake this responsibility with the approval of the Trustees: 
A.1. Maintaining the accounts

1.1 Accounts should be updated on a regular basis, as agreed, and a copy e mailed to the Chair for scrutiny. 

1.2. The end of year accounts will be sent to the appointed auditor for scrutiny and the preparation of the annual report by the end of January. 

A.2. Credits and Debits to / from the Account

2.1. Payments into the account by cheques or cash will be made as soon as possible, but usually within 7 days of their receipt.    

2.2. Payment of invoices: these should normally be settled within 30 working days of  invoice/s being received,  or within the time frame any contract requires.      
2.3. Payments are made to other organisations where PBKA has contractual arrangements by the deadlines and following the procedures required. E.g. to Cumbria Beekeepers Association and the British Beekeepers Association the two payments each year for member subscriptions will be made by:

- 14th March 

-14th April 
A.3 Payments to Trustees: 

Trustees who undertake service to the association will usually do this in a voluntary capacity. 

In circumstances where a Trustee provides a service that could be procured through an external source and requires reimbursement, the expenditure should not usually be greater than would have been charged by an alternative provider. 

Payments to Trustees for travel expenses for particular duties such as the apiary manager role will be reimbursed at a rate agreed by Trustees which will not exceed the rate  approved by HMRC

A.4.Invoicing : Invoices should normally be issued to debtors within two weeks of the product or service being supplied. 
A.5.Gift Aid: This is usually applied for on membership subscriptions and donations in the financial year following the receipt of these funds. 

A.6.Signatories to the accounts:

6.1 To ensure that the accounts can be maintained and transactions undertaken  whenever required, at least 3 signatories will be approved to have access to the accounts. 

6.2 Authorising payments:  To ensure that levels of expenditure are scrutinised appropriately a co-signature will be required for all higher value payments. 
A.7. Regular updates will be provided to the Trustees of the financial situation :

· To provide Trustees with an indication of the anticipated income and expenditure for each financial year, a budget outline will be provided  for the coming year at the last meeting of the trustees before  the end  of the current financial year. 

· Financial reports to each subsequent Board Meeting during the year will show the income and expenditure against the initial budget. 

· Additional reports will also show more itemised  detailed income and expenditure against specific  aspects of the accounts if required/ deemed necessary. 
A.8.  To ensure continuity, where possible, another Trustee, or a person  appointed by the Trustees with appropriate experience,  will assist and monitor the accounting procedures  in collaboration with the Treasurer. 
Part B. 
B.1. Reserves 
The trustees of PDBKA recognise the need for reserves to:

· Guard against unforeseen emergencies or unexpected need for funds e.g. to replace equipment / colonies of bees which may be destroyed/ stolen in circumstances where Insurance cover is not immediately available to cover the loss. 

· Provide a source of income if grants or members’ subscriptions were no longer available to enable the charity to function in the financial year and meet contractual commitments.

· Fund short-term deficits in cash flow prior to a grant or subscriptions being received.

To ensure that sufficient funds are available to meet these needs, the Trustees aim to maintain in reserve:

- a minimum of £3000 

-some additional money to provide matched funding for grant applications for future developments.  

At present, the reserves are held in a Community Savings Account so that it is accessible if the need arises but it is separate from the Current Account which is used for servicing the day to day running of the Association. 

If reserves increased sufficiently, then the Trustees may consider investing some of the money.

The reserves are reviewed at regular Trustee meetings.

Part C
C.1. Fundraising 
Penrith and District Beekeepers Association (PDBKA) trustees have overall responsibility and accountability for its fundraising. They have a key role to play in setting their charity’s approach to raising funds, making sure that it is followed in practice and reflects PDBKA’s charitable objectives.

In doing so the trustees must:

· act in the best interests of PDBKA 

· manage the resources of PDBKA responsibly, including protecting and safeguarding its 


reputation 

· act with reasonable care and skill to avoid fund raising practices which involve the

harassment of vulnerable individuals.     

To do so PDBKA trustees will:

a)Plan effectively by agreeing or setting, and then monitoring the overall approach to fundraising. This should take account of risks, its relationship with donors and the wider public, as well as its need to generate income.

b)Have in place a system to oversee the fundraising which its representatives carry out so that the trustees are satisfied that the fundraising activities are in PDBKA’s best interests and are ethical. 
c)Protect PDBKA’s reputation, money and other assets; trustees will ensure that there is adequate consideration of the impact of fundraising on donors, supporters and the public, as well as making sure that PDBKA receives all the money to which it is entitled. Trustees must also take steps to reduce risk of loss or fraud through rigorous accounting systems.  

d)Those raising funds on behalf of PDBKA will be expected to act in compliance with the laws or regulations that apply specifically to fundraising by charitable trusts. 

e)The trustees will be open and accountable so as to effectively explain any fundraising to its members and to the public: i.e. through its reporting and accounting systems, indicating the: 
- purpose of the fund raising initiatives; 

-strategies that will be used

-sources that will be approached  

-amount raised and its expenditure. 

Trustees will familiarise themselves with the Charity Commissions ‘Charity fundraising: a guide to trustee duties’. [CC20]

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/549287/CC20.pdf
And  with the Institute of Fundraising Guide:

http://www.institute-of-fundraising.org.uk/library/trustees-and-fundraising-a-practical-guide/
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