Friends of Bradford Youth Players

Financial Policy

BYP’s original financial policies (then called financial rules) were been drawn up to meet the requirements of our auditor, funders and the Charity Commission. They were based on the BALCAS model and adapted to BYP’s individual circumstances. Trustees approved them unanimously in Jan 2005. Section 4 was approved and added to the financial policy on 11/12/2006

Implications of not following BYP Financial Rules

Our financial policies are part of the documentation that were submitted the Charity Commission with regard to our charitable status and to Bradford MDC for their grant. Other funders are made aware of there existence and some ask to see them. Failing to follow the polices will put BYP’s grant and possibly even our charitable status at risk. The Charity Commission and/or funders could take action against Trustees unless Trustees have taken the necessary steps to prevent any reoccurrence. Consequently Trustees must take appropriate action against any person who fails to follow the policies.

Financial rules

Budget 

Using all the financial and other information available at the time, the Treasurer will draw up, before the start of each financial year, a draft budget for the following year. This will be submitted to the Trustees for their amendment/approval. This budget will then be submitted to funders. Once the level of BYP’s main grant is known, a revised budget will be drawn up if necessary.

Income
1. Only those persons authorised by the trustees may approach parents, members of the general public, business organisations, charitable trusts, etc for donations etc. The persons that have this authorisation are the leaders of each BYP section and the Treasurer. Where another person is helping to raise money for BYP they must either be specifically approved by Trustees or any letters, etc must be countersigned by an authorised person.
2. The Treasurer, Section Co-ordinators and BYP’s Premises Officer may hold cash on behalf of BYP. With the approval of the Treasurer this may be delegated to another section leader. Where any other person collects the money (say from running a tuck shop) it must be passed on to the relevant leader on a weekly basis. 
3. Banking of Money. Cash in the hands of authorised persons is covered by BYP’s NODA insurance policy. However such cash (or cheques) must always banked within 5 banking days of the end of the month, or of the last section meeting of the month. The same day that the last banking of cash for the month is made, the relevant financial return form must be sent to the Treasurer by post or email.  There is a £100 excess on BYP’s cash insurance; there is also a £500 top limit. Leaders must, if necessary, bank money more frequently to ensure they never have more than £500 of BYP cash in their possession at any time.

Expenditure
1. General 


No individual member, leader, volunteer or Trustee may spend or commit the spending of any money on behalf of BYP unless:

(a) The expenditure forms part of the annual budget drawn up by the Treasurer and approved by a meeting of the Trustees.
(b) The expenditure forms part of an itemised budget for a show or other activity that has been approved by the Trustees. N.B. Deposits may be paid for Venue and Performing Rights provided the activity and an outline budget approved. Other expenditure must not take place until Trustees approve the itemised budget for the show. 
(c) The expenditure is on specific items approved by the trustees.
(d) The person spending, or committing the money, must have trustees authorisation to spend that part of the budget.
(e) Where the expenditure is for a special project for which a specific grant has been obtained any conditions imposed, as part of the grant must be met. Such conditions have precedence over any BYP conditions. Such projects are deemed to have budget approval if the grant awarded meets the original application that was approved by Trustees.
(f) When the Trustees impose special conditions about a grant e.g. obtaining estimates, reporting back to the Trustees etc then expenditure must not be committed until such conditions have been met.
2. Emergency expenditure
 

Where there is an urgent need that cannot wait until the next meeting of the Trustees the matter should be referred to the Chairman and/or Treasurer before any commitment is made. They must take into account the level of expenditure needed and whether there is either money in an appropriate reserve or the money can be vired from other budgets. The Chairman or Treasure should, if possible, consult other Trustees or even call an emergency meeting to approve the expenditure. A full report of any such expenditure must be presented to the next Trustees meeting.

3 Authorised expenditure
3.1 The Treasurer may spend, commit or authorise the spending/committing of money from any of the budgets approved by the Trustees. With the exception of specified budget items or payments to staff at the approved rates the Treasurer must obtain the approval of another trustee if any item of expenditure costs more than £100.
3.2 The coordinator of any section or the “project manager” of any special project, may spend, or commit the spending of any money from any budget that has been delegated to them by the Trustees. 
3.3 Volunteers’ travel expenses. Provide that the money to make the payment comes from an agreed budget held by a leader then, leaders may authorise, before the event, the payment of actual and genuine travelling expenses to any volunteer. The volunteer must record the actual details of journeys on the BYP travelling expenses form. Provided the total claim is within the limits set from time to time by trustees then any bus fares will be paid in full. For travel by car the agreed BYP mileage rate will be used. These claims must be submitted to the Treasurer for payment. Leaders do not have authority to make the actual payment of travel expenses to volunteers. Travel that goes beyond the boundaries of Bradford MDC must have trustee approval.
Whenever a budget holder approves the paymant of expenses they must notify the treasurer of the name of the volunteer, the budget he/she will receive expenses from and any other relevant information. This notification must be sent to the treasurer before the person starts any volunteer work for which expenses will be paid.
3.4 Other expenses for volunteers. Specific approval from trustees must be obtained before any promise is made with regard to any other payments to volunteers.
3.5 Payment of fees to Musicians or any other persons employed on a casual basis for a show or for any other casual work with BYP.
3.5.1 The budget holder for the show or other activity must, when the person(s) who will receive the fee is asked to take on the work, give the BYP treasurer a list of name(s), addresses and details of payments due. On receipt of an invoice from the persons concerned, the treasurer will issue the payment cheque. In no circumstances will musicians or other casual staff be paid in cash. Leaders must not make the payments to musicians or other casual staff.
3.5.2 All BYP contracted staff are paid for a fixed number of sessions a year and this includes all sessions during “show weeks”. Contracted staff members must not be paid any extra for work during show weeks unless they are undertaking work as a musician alongside other sessional musicians who are being paid at a higher sessional rate than the staff member. In these circumstance the staff member may, subject to prior trustee approval, receive an extra payment the maximum of which will be the difference between their own sessional rate and that for the sessional musicians. Such payments must always be made by the Treasurer.

3.6 Cash payments.
3.6.1 Where possible invoices should be obtained and passed to the Treasurer for payment.
3.6.2 Where (3.6.1) is not possible leaders may make the payment from the money they hold. For all such expenditure receipts must be obtained if at all possible.  A detailed emailed claim for reimbursement of the money is acceptable, where this happens the receipts should be all placed in one envelope with the date of the email claim and posted to the Treasurer within 7 days unless other arrangements have been made to get them to him.
3.6.3 Only in exceptional circumstances should the treasurer make any payment in cash to any person for work done for BYP. Such payments must have prior approval of the Chairman or Deputy Chairman. NB this does not apply to travel expenses claims under 3.5.
4 Show and Event Budgets
4.1 Contingency amount. When drawing up a budget for any show or other activity where costs might change an appropriate contingency amount must be included. This amount to be a minimum of 5%.
4.2 Items covered by the contingency. The contingency amount must be used solely to meet any unavoidable increases in costs that were specifically stated in the approved budget for the show or activity.
4.3 Other unexpected costs not covered by 4.2. Where it becomes apparent that some expenditure may needed on anything that was not included in the approved budget then the organiser of the show or activity must obtain Trustees or Officers approval before committing BYP to the expenditure.
Reserves Policy

The Charity Commission recommends that charities have a “reserves policy” to enable a “managed” wind down to closure should all “core” funding end (in the case of BYP our Bradford MDC funding).
To enable all BYP clubs to keep going for one year after all grants ended:
i. BYP would have to make all possible savings with immediate effect, and
ii. BYP would have to increase income by bringing forward the increase in subscriptions and making all shows “fundraisers”.
Taking the above into account, BYP need to set aside at least 75% of our annual core-funding grant from Bradford MDC.
A period of up to two years would be needed to enable the Trustees and Management Committee to try find new funding.
It is assumed that during this second year without core funding we would:

i. Cut BYP clubs from 3 to 2 with a corresponding cut in staff.
ii. Reduce staff of the remaining 2 clubs to just 3 contracted staff (or equivalent)
iii. End the employment of any staff not actually working at one of the clubs (i.e. admin, publicity, back stage and even cleaning).
iv. End all spending other than that is essential to keep the clubs going.
v. Not have any shows in a theatre or similar “expensive” venue. All shows to be fund raising.

If the above steps were taken the amount needed to keep BYP going during this year would be approximately 50% of our core Bradford grant. 








