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	Rule 3 – Statement of Internal Financial Controls


1.
INTRODUCTION

1.1 
COSRT has a responsibility to its members and to the general public to ensure that it conducts its business in a timely and efficient way. In its financial affairs, COSRT aims to ensure that:

· its funds are managed properly

· it operates as cost effectively as possible

· the risk of fraud is minimised as far as possible.

1.2 
The following financial controls have been agreed by the trustees to help COSRT achieve its aims.  All trustees, staff, consultants and volunteers are asked to follow them carefully and honestly.  They are not exhaustive.  In some cases, special arrangements will be made with individuals that are more appropriate to their work demands.  These will be agreed and authorised by the Management Board in advance. These special arrangements will be recorded in an addendum to the Internal Financial Controls policy.  Where there is any doubt, a lack of clarity or exceptional circumstances, the CEO should be consulted at the earliest possible opportunity. 

2.
FINANCIAL RESPONSIBILITY

2.1 
Financial affairs are the responsibility of the Trustees. However certain responsibilities are delegated to ensure the smooth flow of work between trustee meetings. These are outlined below:

2.2
The Management Board, made up of the Chair of Trustees, the CEO and the Professional Standards Manager (PSM), the Events and Communications Manager (ECM) and the Business Manager (BM), holds delegated responsibility for financial management as outlined below. To avoid unnecessary delays, any three people, one of whom must be the Chair or the CEO, can make a decision on behalf of the Management Board who must then be informed at their next meeting.  See Section 4 for details on financial limits.
2.3
The BM (or the CEO in the BM’s absence) holds day to day responsibility for expenditure and for liaison with Dennis & Turnbull who are responsible for processing payments authorised by COSRT and the production of the management accounts and year end financial accounts.

2.4
Budget holders (PSM, ECM, BM and Editor-in-Chief) are responsible for managing their budgets to achieve their agreed targets and for ensuring that overspends are avoided.  Budget holders will be provided with information on expenditure against their budget lines on a quarterly basis.  The CEO will provide more information on request. 

2.5
Budgets are drawn up by the CEO and agreed by the Trustees before the start of each financial year to provide a guide to overall expenditure. They should not be regarded as “belonging” to the budget holder.  The trustees reserve the right to reallocate budgets during the financial year if this becomes necessary.

3.
FINANCIAL CONTROLS

3.1
All expenses must be signed by the claimant, countersigned by the designated signatory (normally the budget holder) and approved by the CEO or BM. 

3.2
All invoices should be initialled by the budget holder before being forwarded to the BM for payment.

3.3
All other paperwork for payment must be authorised by two people (one of whom is the BM) before being forwarded to Dennis & Turnbull.

3.4.
All cheques must be signed by two people who are on the banking mandate held by CAF Bank to sign cheques.  All online payments must be authorised by two signatories.

3.5
All contracts must be signed by the CEO after discussion at Management Board and/or Trustees meetings.
3.6
Sample signatures of all budget holders will be held by the CEO for checking purposes.

4.
LEVELS OF AUTHORITY

4.1
Budget holders will normally be authorised to sign off day-to-day expenditure items of up to £500.  Day-to-day expenditure includes regular or repeated budgeted expenditure such as travel to meetings.  Expenditure above this amount should be discussed in advance with the CEO.

4.2
One-off expenditure items above £100 should be approved in advance with the CEO.

4.3
The Management Board may authorise one-off or specific expenditure which is within the budget agreed by the Trustees. 

4.4
Non- budgeted expenditure of over £2000 must be discussed with the Chair and the Treasurer who may refer to the full Trustees Board. 

5. 
EXPENSES

5.1
Wherever possible, the cheapest form of travel should be used, normally second class rail fare or mileage at the current Inland Revenue rates.  Air travel and taxis should only be used in exceptional circumstances.  International air travel must be approved in advance by the authorised budget signatory.  Reasonable subsistence costs may be claimed including: hotels up to three-star and meals when away from home.  Entertaining or alcohol may not be claimed without prior authority from the authorised signatory. 

5.2
Trustees, committee members, volunteers and employees must use the standard COSRT expenses claim form. All consultants, speakers etc should invoice COSRT for any fees and expenses according to the terms of their contract.

5.3
All expenses claims must be submitted on the standard form within three months of expenditure. They should be typed clearly.  COSRT reserve the right not to pay expenses submitted later than three months after expenditure has been incurred.   

5.4
Expenses forms must be signed by the claimant and forwarded to the designated signatory, with original receipts, for countersigning before forwarding to the CEO for payment.  If for any reason the designated signatories are unavailable to sign expenses then a deputy will be agreed with the CEO.

6.
BANKING

6.1
Banking is done by the BM and Conference Organiser.  The appropriate form should be sent to Dennis & Turnbull, with a copy to the BM for her records, within seven days of banking.

7.
RAISING INVOICES

7.1
All invoices must be raised by COSRT to be sent to Dennis & Turnbull for issue. Details should be forwarded to the BM who will complete the appropriate form for Dennis & Turnbull.

8.
DESIGNATED BUDGET HOLDERS & SIGNATORIES FOR EXPENSES

Name







Designated signatory 

All trustees






Chair of trustees

Chair







CEO

CEO







Chair

PSM, ECM, BM





CEO

All committee members of PSB, ECC*


Relevant Chair

Editor in Chief






Chair ECC

Editorial and Advisory Board 




Editor in Chief

Editorial secretary





Editor in Chief

Training manager





Chair ECC

All committees reporting to PSB
Chair PSB

*Professional Standards Board (PSB)

 Events and Communications Committee (ECC)
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