
Financial Procedures 
 

Introduction 
 
1. Our funds are scarce and must be handled carefully and responsibly. All 

staff, volunteers and trustees are expected to treat Neath Port Talbot 
Stroke Group NPTSG (referred to as the ‘Association’) finances with the 
utmost care and probity. 

 
Responsibility of Trustees 

 
2. Trustees are responsible for the overall management of the Association 

funds.  
3. The procedures set out below are to be followed by all staff, volunteers 

and trustees. Trustees will review the procedures annually. 
4. Any departure from these procedures, for whatever reason, should be 

reported to trustees. 
 
Annual Budget 
 
5. The financial year is from 1st August to 31st July. The Treasurer will 

prepare a budget for the coming financial year for consideration by 
Trustees. At least a draft budget for the financial year must be approved 
by Trustees before the beginning of the year. 

6. The Treasurer or assistant treasurer will present monthly reports to the 
Trustees (every trustee meeting) of actual income and expenditure 
compared with the annual budget. The Trustees must consider and 
approve these monthly reports and revise financial plans if required.  

7.  
Banking Arrangements 
 
8. Trustees must authorise the opening and closing of any bank account 

held in the name of the Association.  
9. The Association shall not undertake any loans, overdrafts or credit 

arrangements without the express authority of all the Trustees.  
10. The bank security details shall be known only to the Chair, Treasurer, 

and other appropriate trustee, who shall make every effort to ensure 
their confidentiality is maintained at all times. In addition the treasurer 
and appropriate trustee’s (signatories) will have access to view the 
online bank account. 

11. The aim is to make all payments via bank payment or cheque. All bank 
payments and cheques must be authorised by two of the three 
appointed cheque signatories.  

12. Blank cheques must never be signed.  
 
Expenditure 



 
13. Quotations are required as follows:  
 

Up to £500 No quotes required 

Over £500 Three quotes required (where 
possible) 

 
 
14. All decisions to approve expenditure over £500 shall be recorded in 

writing. 
 
 

Payments 
 
15. All payments received will be controlled by the Treasurer, in liaison with 

the Finance Sub-committee. Payments received by cash or cheque will 
be banked regularly.  

16. Payment will normally be made on receipt of an invoice or similar 
request for payment. Payment will normally only be made when goods 
have been received.  A record will be kept of all cheques posted out and 
BACS transactions. 

17. The Association operates a petty cash system which is to be fully 
recorded and all transactions to be signed for. 

18. Where the Association may need to manage cash, there will be a £100 
cash float. It will be recorded at the end of the day. The record should 
be signed off by at least two members of the Association, one of whom 
both must be a Trustee. Cash should be banked within three working 
days.  

19. All trustees collecting monies for an event are to have an events cash 
log which is to be signed be all payees at the time of payment and 
signed received by a trustee running the event.  

 
 
Assets 
 
20. The Trustees will compile and maintain an inventory of assets, as and 

when assets are acquired. This includes IT equipment and 
programmes. 

21. The Trustees are responsible for ensuring the Association’s assets are 
adequately insured. 

 
 
 
 

 
 



Record keeping 
 
22. The Treasurer or assistant treasurer is responsible for recording all 

petty cash financial transactions.  
23. Bank reconciliation will take place on a monthly basis.  
24. The Trustees will be responsible for reviewing the records on a regular 

basis.  
 
Annual Accounts 
 
25. The Trustees will have their Annual Accounts externally verified. The 

external verifier will be agreed at each AGM. The Annual Accounts must 
be approved by the Trustees for the year ending each 31st July within 
three months of the end of the financial year, that is by the 31st Oct of 
that same year. 

 
 

 
Adoption and Review 
 

26. These Financial Procedures shall be adopted by the Trustees who will 
each be provided with a copy. They will be reviewed at least once 
during each financial year.   
 

 

Implementation Date: 16/3/23 
Review Date:  16/3/24 

 


