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1.
Introduction

1.1
This paper sets out the procedures for managing the financial affairs of the Rosie Crane Trust.

2.
Responsibility and accountability of the Trustees

2.1
The Trustees have a prime and pivotal responsibility for the correct management of the financial affairs of the Rosie Crane Trust.  The Trustees must ensure that all the resources available to it, including financial resources, are used for the benefit of the people the Trust seeks to help.  The major focus of the Trustees in this regard must be upon the ‘Objects’ of the Trust and its supporting business plan objectives.  Any effort or resources directed towards other than these purposes is deemed wasted.

2.2
The ‘Objects’ of the Trust are defined in its Governing Document in the following way:


Objects

The Trustees shall hold the Trust Fund and its income upon trust to apply them for the following objects (“the Objects”) in England and Wales (“the Area of Benefit”) to persist in relieving distress whether it be mental, physical, spiritual or a combination caused by the bereavement, by the provision of support and/or a listening and befriending service available to all parents who have lost a child of any age and at any stage after their bereavement.

2.3
The handling of all financial resources must be economical, efficient, effective, transparent, open, honest and to high standards.  The ambitions of the Rosie Crane Trust must not be compromised by a lack of stringent recording and regulation.  Impropriety and a lack of financial vigour could cause untold damage to the reputation and Mission of the Trust.

2.4
Benefits arising from sound financial controls include:


(a)
the completion of business objectives;

(b)
the maintenance and enhancement of the reputation and image of the Rosie Crane Trust;

(c)
the establishment of a confidence in the Trust that encourages volunteers to work for it and the willingness of donors and contributors to invest money in its activities;

(d)
ensuring the continuance and survival of the Rosie Crane Trust.

2.5
The Trustees, also responsible for agreeing the Business Plan and associated objectives, will be judged by how well they succeed in matching resources to ambition and public service.


3.
Appointment of a Treasurer

3.1
The role of Treasurer for the Rosie Crane Trust carries important and demanding responsibilities.  

3.2
The appointment of the Treasurer, agreed at the Annual General Meeting held in March, should last for one year. That is of course unless the Treasurer resigns, from the position, is indisposed for a lengthy period (e.g. through illness) or is otherwise removed from office by the Trustees.  Appointments should be noted in the minutes of the meeting.    

3.3
Strategic outlook

The Trustees look to the Treasurer to receive and note the disposal of income and to warn on future expenditure.  However, of critical importance is the need for the Treasurer to make sure that the Trustees are aware of how much money is available to fund business plan objectives.  Where there is a shortage of cash or cash flow for projects is interrupted the Trustees should be advised accordingly.  For their part Trustees must make sure that all their objectives and initiatives have adequate financial support.  This means costing all significant activities before they take place.
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4.
Appointment of an ‘Independent Person’ or ‘Registered Auditor’


4.1
The Trustees shall appoint an ‘Independent Person’ or ‘Registered Auditor’ to take on the role of Auditor for the Rosie Crane Trust.  The ‘Independent Person’ or ‘Registered Auditor’ is required to check and approve the correctness of the Trust’s financial transactions and accounts.  The audit should not be regarded simply as a book keeping exercise but as a means to learn and use resources better in the future.

4.2
The Trustees will appoint an ‘Independent Person’ or ‘Registered Auditor’ at its ‘Annual General Meeting’ held in November.  The appointment should last for one year unless the appointee resigns from the position, is indisposed for a long period (e.g. through sickness) or is removed from office by the Trustees.  Appointments or renewal of appointment should be noted in the minutes of the meeting.

4.3
Should the Trust’s income or expenditure exceed £250,000 in a particular year or the two preceding years, a ‘Registered Auditor’ rather than an ‘Independent Person’ must carry out the audit.   

5.
‘Annual Accounts’

5.1
The Treasurer or an accountant approved by the Trustees will prepare the ‘Annual Accounts’ for the Rosie Crane Trust and these will be submitted to the Trustees before audit.

5.2
The accounts will be forwarded to the Auditor for consideration within two months of the end of the ‘Financial Year’ (January of the following year for the preceding November).

5.3
Should the Rosie Crane Trust have an income of, or incur an expenditure of, over £10,000 for a particular year it must take a specified action.  The Trustees will submit an ‘Annual Account’ along with their ‘Annual Report’ for the attention of the Charity Commission.

5.4
Should the Trust’s income or expenditure fall below this amount there is no need to submit an ‘Annual Account’ to the Charity Commission.  However, accounts must still be prepared (the Trustees will require them anyway) and be accessible for the Charity Commission should they be required.
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5.5
Usefully the Charity Commission should mail ‘Annual Account’ forms to the Trust within three months of the end of the ‘Financial Year’ (November).

5.6
An ‘Annual Return’ (the ‘Annual Account’ and the Trustee’s ‘Annual Report’) should be sent to the Charity Commission within 10 months of the end of the ‘Financial Year’.  In the case of the Rosie Crane Trust this will be the month of September but August will be the Trust’s target month.

5.7
Should it become necessary to complete an ‘Annual Information Update Form’ it should not be delayed but be completed as soon as practicable.

6.
Internal financial controls

6.1
Regular meetings of Trustees

The Treasurer is required to keep the Trustees up-to-date with the state of Trust financial resources and developments.  Normally, this should be done at each of their monthly meetings unless some unforeseen emergency arises.  Therefore, at meetings ‘Financial Report’ will be a permanent agenda item.  It will stand alongside other regular considerations concerning ‘Objectives and Risk Assessment’.  These items have a direct and critical bearing upon each other.  The Treasurer must offer both oral and brief written explanations to the Trustees.

6.2
The Treasurer’s report, presented orally but also in writing. Should cover the following:


(i)
income,


(ii)
expenditure,


(iii)
continuing financial support for objectives,

(iv)
any evident risks or other concerns,

 (v)
other issues the Treasurer wishes to raise.
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6.3
The Minute Secretary must make a record of the Treasurer’s presentation in the minutes of the meeting.  The Secretary should file a copy of the Treasurer’s report with approved minutes.

6.4
Independent action by individual Trustees


All financial documents must be open to inspection by any single Trustee or Trustees at any reasonable time and place.

6.5
Reconciling Bank Statements to accounts – the role of the Chair of the Trustees


Bank Statements will be addressed to the Chair of the Trustees who will forward them to the Treasurer for reconciliation.  However the Chair should scan the accounts to raise any obvious queries arising from details of income and expenditure.

6.6
Further, every three months the Chair of the Trustees will look at financial records and discuss them with the Treasurer.  This is for them to ensure together that the integrity of the accounting system is maintained.  The Chair of the Trustees must note the outcome of meetings and the relevant time and date. 

6.7
Division of duties and financial stringency


‘Division of Duties’ is the involvement of more than one member of the Trust in the undertaking of financial tasks.  This ensures that one person is not solely responsible for any given function and helps protect against error and fraud.

6.8
To help with the ‘division of duties’ the Chair of the Trustees, with the approval of the Trustees as a whole, will appoint different individuals to take on particular tasks.  The allocations should be noted in the minutes of the Trustees’ meetings.

6.9
In any event, the funding of objectives and the approval of specific contracts must remain a prime duty of the Trustees.
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7.
Making purchases 

7.1
No Trustee or other person engaged on duties on behalf of the Rosie Crane Trust should make a purchase of £100 or more without approval.  The approval for purchases being given by the Trustees at one of their regular meetings.  Expenditure may not be reimbursed retrospectively if the Trustees do not approve it beforehand.

7.2
Quotations must be sought for any planned expenditure in excess of £100.

7.3
Every effort should be made to secure the best possible deal for the Trust.  Although cheapness is important, value for money is far more important.

7.4
If cash is needed for purchases, a cheque will be drawn for cash at the Rosie Crane Trust bank and full details recorded in accounts.

8.
Contracts and investments

8.1
Approving contracts at any level and making investments on behalf of the Trust remains the responsibility of the Trustees.

9.
Regular bills and approved expenditure

9.1
Requests for payment that occur on a routine basis e.g. telephone bills and the bill for the ‘Drop-in-Centre’ may be submitted for payment without recourse to the Trustees.   However, where the Treasurer is concerned about increasing costs this must be brought to the attention of the Trustees.

9.2
All invoices and bills must be paid to the specified credit terms.  The Trust must pay promptly and not keep anyone waiting for unreasonable periods (unless a specific arrangement allows this).  As a minimum standard all payments should be made within one month.  Promptness may mean gaining discount for early payment.

9.3
Approval will be sought from the Trustees before setting up any ‘direct debit’ payments from the accounts of the Rosie Crane Trust.
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10.
Policy for funding counselling for bereaved parents  

10.1
The Rosie Crane Trust wishes to offer the support that allows bereaved persons to manage their bereavement in ways that suit their own particular needs.  Sometimes this may involve professional counselling and this comes at a cost to the Trust.  Therefore, this section covers the Trust’s policy for funding counselling where required. 

10.2
Professional counselling

Sometimes but not always, a bereaved person may benefit from formal counselling sessions with a professional counsellor.  This need may be stated directly by the person concerned or perhaps be suggested by a ‘Listening Ear’ Operative or a ‘Drop-in-Centre’ Organizer or their Supervisor.

10.3
Counselling sessions may be paid for in a number of ways.  A bereaved person may be able to pay for his or her own counselling session or sessions without the assistance of the Trust.  However, the Trust will remain sympathetic to paying all or part of the counselling fees for people who lack the ability to pay fully for counselling themselves.  This does not mean though, that the bill for counselling remains open-ended and this should be explained openly to bereaved persons.  It will be necessary to remain within the limits of what the Trust can reasonably afford.

10.4
Approval for counselling sessions

Although ‘Listening Ear’ Operatives or a ‘Drop-in-Centre’ Organizer may identify a possible need for counselling they should notify the circumstances of particular cases to their Supervisor.  It remains the responsibility of the ‘Listening Ear’ Operatives and ‘Drop-in-Centre’ Organizer Supervisor to:

(a)
discuss, with the bereaved person, whether or not counselling paid for or part-paid for by the Rosie Crane Trust, is likely to prove helpful;

(b)
agree with the bereaved person an initial counselling plan, stipulating the number of sessions likely to be required and the financial support the Trust is able to offer;
7

(c)
in consultation with the Treasurer, give permission for the initial counselling to go ahead;

(d)
review with the bereaved person the results of the initial plan with the continuance of a longer (but financially limited) programme in mind.

10.5
Counsellors’ select list

The Supervisor will draw upon a list of Counsellors identified and approved by the Rosie Crane Trust.

10.6
Cases of doubt or difficulty

In cases of doubt or difficulty the Supervisor should consult with the Trustees.

10.7
Monitoring costs


The Treasurer should monitor the costs of counselling and keep the Trustees informed of expenditure and any concerns.

10.8
Measuring success

At the end of a counselling programme the Supervisor should seek to assess the usefulness of counselling to the bereaved person.

11.
Managing income

11.1
To make the management of income efficient the following directions apply:
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(a)
Except in the case of subscriptions, postal donations and approved grants, all income received by hand or from organized events, etc. will be accounted for and checked by two people, one of whom should be a Trustee.

(b)
All cash and cheques from fund raising activities will be paid into the Rosie Crane Trust bank account, in full and as quickly as possible.  Normally, this means making payment within a few 
8

days (ideally the same day where possible) but within a maximum of seven days.  If for some reason the maximum period is likely to be exceeded directions from the Chair of the Trustees should be sought.  Should the Chair be unavailable another Trustee must be consulted.

(c)
If for any truly exceptional reason, the Trust needs to use cash collected from fund raising prior to banking e.g. to pay for some on site facility or service, this must be approved in writing by two Trustees.

12
Fund raising – specific

121
Where fund raising is concerned the Trustees must:


(i)
make clear what the raised funds will be used for;

(ii)
draw up a contract where professional fund raisers are employed;

(iii)
approve fund raising methods and literature;

(iv)
pay any funds raised by fund raisers into the Rosie Crane Trust bank account before the deduction of expenses (but see paragraph 11.1 (c) above);

(iv)
be open and honest about the costs of fund raising;

(v)
offer narrative in the ‘Annual Report’ to explain calculations in the Trust’s accounts.

13
Petty cash

131
No cash will be retained as a ‘Petty Cash’ float.

14
Banking arrangements

14.
For details of the Rosie Crane Trust banking arrangements see Appendix ‘A’.
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14.2
At the end of any fund raising event where the income exceeds £500, for personal safety purposes, all proceeds will be deposited in the bank at the first opportunity.  Every effort should be made to find a known honest and trustworthy person to assist with the banking.  

15.
Taxation

15.1
As a registered charity the Rosie Crane Trust can benefit from tax concessions.  Every effort should be made to claim ‘Gift Aid’ from contributors and supporters who offer cash benefits.  Benefactors should be asked to complete and sign ‘Gift Aid’ forms provided by the Trust. 

15.2
However, where the Trust is unable to gain a lawful taxation advantage it must be in the position where it can meet the demands made upon it by the Inland Revenue Service.  This means that the Treasurer must set aside and protect sums of money due to the revenue service.
16.
Assets

16.1
The Trust will keep a register of assets with a value of £500 or more.

17.
Insurance

17.1
The Trust has an obligation to insure its activities to guard against risk and claim.  Cover should include for example, insurance protection for:

 (a)
public claims of negligence; 

(b)
injury and harm to employees and voluntary helpers;


(c)
buildings and office contents;

(d)
money, goods and materials in transit;
(e)
use of vehicles for Trust purposes.

N.B.


At some stage it may become necessary to consider Trustee liability insurance.  This will require the permission of the Charity Commission.
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17.2
Appropriate levels of insurance and the costs of insuring must be approved by the Trustees.

18. 
Register of Business Interests

18.1
Trustees may claim reasonable expenses, necessarily incurred e.g. travel expenses for attending Trust meetings or Trust hosted activities or events.  Otherwise the Trustees are obliged to ensure that their business interests do not conflict with the interests of the Rosie Crane Trust.  

18.2
To ensure openness of proceedings and to protect against impropriety the Rosie Crane Trust will maintain a Register of Business Interests.  The Register will cover the full interests of the Trustees.  

18.3
Although limited to the Trustees, it is clear that spouses, partners, relatives, friends and acquaintances, could gain financial and other benefits through their relationships with the Trustees.  Each Trustee must remain alert to this possibility and take all possible steps to ensure that it does not occur.  To this end, Trustees must be prepared to identify to other Trustees any conflict of interest when it occurs.  Further, should a Trustee wish to make an entry in the Register which identifies an immediate and continuing conflict of interest occasioned by a spouse, relative, friend or other acquaintance, they may do so.
18.4
The ‘Register of Business Interests’ will be held by the Chair of the Trustees and be updated annually.  The Register, which may 

include more than one interest, will record:

(i)
the entry date;

(ii)
the name and of the person to whom the entry refers and their address and status;

(iii)
the name of the business or organization concerned;

(iv) 
the nature of the business interest;

(v)
any supporting or additional comment.
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18.5
Finally, the Trustees should remain vigilant to the possibility that other persons working on behalf of the Trust could be the catalysts for a conflict of business interests.

19.
Data protection

19.1
The Data Protection Act 1998, administered by the Information Commissioner, governs the keeping of computer-based records showing personal data.  Manuscript records and certain specified functions are not covered by the Act, for example:


(a)
staff administration, including payroll, purposes;


(b)
advertising, marketing and public relations;


(c)
accounts and records. 

19.2
Although there is no need to notify the Information Commissioner of exemptions nevertheless there is still an obligation to comply with the provisions of the legislation. 
19.3
With or without compulsion the Trust would seek to notify the Information Commissioner of its intention to comply with data 

protection requirements.  This is in accordance with the wish of the Trustees that the operations of the Rosie Crane Trust should be open, honest and transparent.

19.4
This Financial Management Policy document must be read in conjunction with the Rosie Crane Trusts’ Data Protection Policy of May 2007.

20.
Retention of records

20.1
To act as a guide a list of retention periods for financial records is attached at Appendix ‘B’.
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21.
Conclusion

21.1
Without doubt the correct and honest management of financial resources is of vital importance to the Rosie Crane Trust.  The Trustees have a particular obligation to ensure that resources are used efficiently and effectively to fulfil the ‘Objects’ of the Trust.  Sound financial management is an important criterion upon which both the Trustees and the Trust will be judged.
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Appendix ‘A’

The Rosie Crane Trust Banking Arrangements

Lloyds T.S.B. Bank

Ilminster Branch

2 Silver Street

Ilminster

Somerset

TA19 0DL

Account name:  Rosie Crane Trust

Sort Code:
30-92-40

Account Number:  13457460

Cheque signatories:  Two nominated Trustees
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Appendix ‘B’


Retention of Records

Details of retention periods for key financial information.
This table was published in the Charity Commission News - Issue 13
Autumn 2000 and is reproduced with the kind permission of Buzzacott Chartered Accountants.

	Purchase invoices and supplier documentation



	 
	 

	Document type Required
	Retention period

	 
	 

	Payments cash book or record of cheque payments
	6 years

	Purchase ledger 
	6 years

	Invoice - revenue
	6 years

	Invoice - capital items 
	10 years

	Successful quotations for capital expenditure
	Indefinitely

	Petty cash records 
	7 years

	Other quotations
	6 years

	
	

	Income/Monies received
	 

	 
	 

	Bank paying in counterfoils
	6 years

	Bank statement
	6 years

	Receipts cash book 
	10 years

	Sales ledger 
	10 years

	Remittance advices 
	6 years

	Bank reconciliations
	6 years

	Deeds of covenant 
	12 years

	Correspondence re donations 
	3 years

	 


	 

	Other documents
	 15



	 
	 

	Investment certificates 
	Indefinitely

	Investment ledger
	Indefinitely

	Fixed assets register
	Indefinitely

	 
	 

	Agreements: 
	Under seal - 12 years after expiry

	 
	Other - 6 years after expiry

	With suppliers 
	 

	Leases
	 

	Rental and HP
	 

	Licensing agreements
	 

	Indemnities and guarantees
	 

	Loan agreements
	 

	Other contracts and agreements
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