REDEEMERS RELIEF AGENCY INTERNATION 

(RAIN)
FINANCIAL PROTOCOL

________________________________________________________________________


1. Project Budget Holder

The day-to-day management of the budgets will be under the control of the Executive Director who will ensure that:-

a) Spending is kept within the pre-agreed budget limits and is in accordance with funding requirements.
b) All expenditure is approved before passing supplier invoices for payment.

c) The most favourable payment terms are negotiated with suppliers.
d) Supplier invoices are issued in the name of Redeemers Relief Agency International (hereinafter called RAIN) and addressed to the registered office.
e) Payment is only made on original invoices and not on photocopies and faxed invoices. 
f) Payment is only made on copy of invoices if the supplier had certified that it is a true copy of the original invoice.

g) Receipts are promptly deposited into the RAIN’s bank account.

2. Petty cash

The petty cash holder (the Finance Administrator under the supervision of the Executive Director) will be issued with a petty cash float of £100.00 and must ensure that:-

a) Petty cash is only used to pay for small sundry items and limited to £10.

b) Petty cash is not used to pay travel or other expenses. 

c) Petty cash is not used to pay non-trading organisations or individuals.

d) Petty cash is only used to pay for goods and services that are within the scope of the projects.

e) A petty cash voucher is completed, original receipts attached and signed by the person requesting reimbursement and approved in accordance with current polices and procedures by the Executive Director or one of the Senior Staff in his/her absence.

f) Petty cash is not used to cash personal or any cheques from any individual.
g) Claims are recorded in the petty cash book in a timely and accurate manner.  

h) Petty cash is kept in a lockable tin and placed in a secure location when not in use.

i) The petty cash is reconciled at the end of the month against the physical cash in hand and any discrepancies investigated and rectified. 
The Executive Director shall check the petty cash on a monthly basis and if in order will arrange for the petty cash account to be replenished up to the agreed limit by cheque on the next schedule payment run.

The chair or the vice chairperson of the board of directors or the Treasurer may conduct spot checks on petty cash to ensure that it is being managed in accordance with financial guidelines.
3. Staff salaries 
Salaries will be processed through a payroll bureau and paid on a monthly basis by BACS in accordance with employee’s contracts of employment. Payroll transactions will be checked and approved on a monthly basis by the Executive Director or another director (preferably the Treasurer).
4. Expenses

Travel expenses incurred on official RAIN’s business will be reimbursed to directors, employees and approved individuals providing that they are reasonable and are within the scope of the projects. Reimbursement will be limited to:-

a) Second class rail travel, bus, and short taxi journeys providing receipts can be supplied to support the claim.

b) Directors, employees or authorised individual who use their car on official project business will be able to claim a mileage allowance of 40p per mile. 
c) Car parking charges incurred on official project business will be reimbursed providing receipts can be supplied to support the claim. 

d) Speeding and parking fines will not be paid.

e) Expense claim forms must be used to claim expenses incurred on official project business and supporting receipts attached. 
f) Before expenses are reimbursed they must be approved by the Executive Director or one of the directors and they have the right to refuse payment if the expenses in question does not come within the scope of the project or comply with funding requirements or pre-agreed financial guidelines.
g) Any expenses submitted by the non-executive directors must be approved by Executive Director or the chair or vice chairperson of the board of directors. The chair or vice chairperson cannot authorise their own expenses - they must be approved by another director.
h) The Executive Director’s expenses must be approved before payment is made by one of the directors. 

i) Claims must be submitted on a monthly basis. Claims that are more then two months old may not be reimbursed.

j) Employees will be reimbursed for expenses incurred vide cheque payment.  Expenses will not be reimbursed by cash.

5. Casual workers

Any payments made to individuals are subject to tax being deducted. In these instances they should be asked to complete a HMRC P46 form and if appropriate tax deducted at the basic rate and paid to HM Revenues and Customs. 
6. Reports 

The Executive Director will prepare financial reports to be submitted to the Management Committee at every meeting of the Board of Trustees. 
7. Accounting

The Executive Director through the Finance Administrator will ensure that:-

a) All project income and expenditure is correctly recorded and identifiable in the accounting records and annual statutory accounts.
b) Bank accounts are reconciled on a regular basis.
c) Salaries for employees and casual workers are processed in accordance with current payroll regulations and any tax and national insurance deducted is paid to HM Revenues and Customs.   

d) Approved supplier invoices, salaries and expenses are paid on a monthly basis.

e) All cheques are signed by two of the directors.

f) Any financial information requested by the funding bodies or their auditors is dealt with promptly.
g) A copy of the annual financial statements is sent to the Charity Commission, Companies House and the funding bodies as soon as they have been approved and in accordance with the organizations governing document. 
8.    Signatories to the Account
        Cheques shall be signed by the Signatories to the Account as stipulated in the Mandate

        agreed with the Bank.
9.     Conflict of interest
The Executive Director and senior employees must inform the board of directors if they have any financial interest in conflict with those of RAIN, either in person or through family or business connections.  
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