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KEY ISSUES

The PCC will annually ensure a review is conducted of the effectiveness of the agreed internal financial
controls. This should include an assessment of whether the controls are relevant to, and appropriate
for, the PCC and not too onerous or disproportionate.

Segregation of Duties
A key feature is that no single individual will have sole responsibility for any single transaction from
authorisation to completion and review.

Budgets and Monitoring

The Finance Committee will, in November each year, prepare proper and realistic estimates to form the
budget for the following year for each area of church activity. An overall budget will be set, which will
be agreed by the PCC before the start of the financial year to which it relates.

Monthly (or regular) monitoring will include a review of expected sources of income and the actual
income received by Finance Committee.

Reporting to PCC
PCC meetings will be used to communicate information concerning the finances and financial
management of the church.

All decisions by PCC members concerning the church will be taken collectively and significant decisions
and action points noted in writing and recorded in the Minutes of the PCC.

The financial information provided at each PCC meeting will include details of the current financial
position. The financial information ideally will be sent to each PCC member before each meeting and
will include:-

e the latest monthly statement of accounts

e a comparison of budget to actual figures

e details of cash flow and closing bank balances

PCCs responsibilities
PCC members have a number of legal duties that must be met in relation to accounting and financial
reporting. These include:-
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St Stephens, Chatham

¢ to keep accounting records to explain all transactions and show the charity’s current financial

position;

¢ to prepare an annual report and statutory accounts to meet the legal requirements;

¢ to consider the need for a reserves policy, managing the level of reserves held and the
disclosure in the Annual Report;

¢ to formally approve the Annual Report and Accounts and ensure that they are subjected to

external scrutiny by an Independent Examiner;

¢ to ensure that the Annual Report, accounts and annual return are filed on time with the Charity

Commission and relevant returns are made on time to the diocesan authorities as required;

¢ to meet requests for public copies of the latest Annual Report if requested;

¢ to safeguard the assets of the church and ensure proper application of resources;

¢ to take steps for the prevention and detection of bribery, fraud, financial abuse and other

irregularities.

Risk
The PCC will ensure that overseas projects with which it is linked are secure and any funding reaches
the intended recipients;

Emergency

In the event of an emergency likely to affect the finances of the Church such as a pandemic, the Finance
Committee will be convened urgently to examine the possible effects on the finances of the church and
will undertake a risk assessment identifying potential changes to income and expenditure. It will make
recommendations to the PCC of short term and longer term action required to ensure the stability of
the financial position of the church.

INTERNAL FINANCIAL CONTROLS IN PRACTICE — INCOME

Gift Aid scheme
The PCC actively engages in gift aid and ensures the following procedures are carried out and recorded
accurately:

¢ checks to ensure that all amounts from committed donors have been received

¢ checks to ensure tax repayments have been received

e records are kept for a minimum period of 6 years

Trading income

Trading income includes all goods and services provided for a fee and can include activities where fees
are charged, as well as those trading activities that can raise funds for the church. The PCC has discretion
over fees charged for weddings and funerals.

The PCC policy is to ensure that all income is received and recorded as soon as possible and thatincome
is banked regularly (usually at least once a month).

Invoices are issued by the Parish Administrator who also manages the credit control. Cheques received
are kept in the safe and included with the monthly banking.
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St Stephens, Chatham

Cash held is always secured in the safe and that the safe limits as agreed with the insurance company
are not exceeded. Regular banking should ensure that there is no excess cash held on church premises.

Cash Handling

The PCC policy on cash handling is that :
¢ Money will be counted as soon as possible after collection,
e Money will be counted by two (unrelated) people,
¢ Money will be banked at least monthly.

SumUp machine donations / payments

The Treasurer or the sides-people will explain how to use the machine for anyone wanting to make a
donation. The Treasurer will log into the SumUp website on a monthly basis to obtain information
regarding payments.

Financial Controls on income
It is a requirement that the PCC makes regular checks to ensure that the accounting records are being
accurately maintained.
The PCC will:
¢ Monitor monthly management accounts
e Ensure that an annual independent examination is carried out.

Additionally:
The Finance committee of the PCC will:
e Monitor the monthly management accounts

The PCC also requires that the Treasurer:
e Ensures that the cash collection sheets correspond with the paying-in books and that payments
to the bank are timely.

NB. Note that the confidential nature of donations, especially standing orders through the bank and
cheque donations, make direct checking by PCC members inappropriate. Itis PCC’s view that the Annual
Independent Examination is sufficient for this purpose, alongside the monthly reporting and monitoring
by PCC and the Finance Committee.

INTERNAL FINANCIAL CONTROLS IN PRACTICE — PURCHASES AND PAYMENTS

Authorisation of expenditure on goods and services
The PCC has the following authorisation limits:

e Expenditure up to £2,500 — must be approved by the Incumbent or the Treasurer
e Expenditure above £2,500 — must be approved by a full PCC with 3 quotes having been obtained
e PCC expenses are checked and approved by the Treasurer
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Payment by cheque and electronic payments
The PCC has approved the following procedures:
e All cheques and electronic payments MUST be signed by two authorised signatories one of
which must be a PCC member.
e Atnotimeis it permissible to sign a blank cheque, in any circumstance.
e The PCC will review the signatories annually to ensure that there are sufficient signatories and
that appropriate people are included in the list.
e The Current signatories are:
David Parry, Barry Linney, Alan Minnerthey
o The cheque book will be kept safe and secure in the church safe
o The Treasurer will ensure that payments are promptly recorded and that the all payments are
supported by appropriate documentation (i.e. invoices, expense claims etc.)

Payments by direct debit, standing order
e Direct debits and standing order payments must be signed in accordance with the bank
mandate.
e Two signatures are required for all Direct Debit and Standing Order payments

Payments Direct from the bank
The PCC has approved the use of electronic banking with CAF Bank Online whereby:

The Treasurer obtains authorisation to pay an invoice from a supplier

The Treasurer sets up payments on-line

The Treasurer notifies the signatories, who approve the payments

The signatories are the same as those mentioned above

The vicar and parish administrator may make payments using the church’s Credit Card

Payments in cash
The PCC accepts that some small petty cash expenditure is inevitable.
e  Petty cash payments should be kept to a minimum
e Petty cash payments should be for small amounts only
e (Cashis paid out of a separate float held by the parish administrator and kept in the safe
e The petty cash float is maintained at £65
e (Cash payments are recorded along with any cash receipts
e Receipts should be retained for all payments
e Regular checks should be made and agreed by a second person. Once a year the petty cash
should be reconciled and included with the Annual Accounts.

Wages and salaries
The PCC has two employees —the Church cleaner and the Annexe cleaner. These employees will receive

the Living wage, increased in April each year to the then current rate.

Payment and reimbursement of expenses
The PCC will pay reasonable expenses incurred on behalf of the PCC, in particular and usually to the

clergy and assisting staff for expenses incurred in the course of their duties in, around and for the PCC.
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Other expenses may be payable to PCC members or members of the congregation for expenses incurred
e all claims for expenses must be supported with receipts
e all Claims must be approved by the Treasurer
o reimbursement will be by BACS payment
e mileage will be paid at the current HMRC rate

Internal controls on expenditure records
The PCC treasurer will ensure that:
¢ records of payments are checked periodically to cheque stubs and bank statements
¢ checks are made to confirm that payments are supported by an invoice
¢ regular reviews of standing orders and direct debit payments are made to ensure payments
remain in accordance with valid instructions given to the bank or building society; and

The Finance Committee will ensure that:
¢ expenditure from restricted funds is in line with the restriction placed on how funds are to be
used.

INTERNAL FINANCIAL CONTROLS IN PRACTICE — ASSETS

Fixed assets used by the charity
The PCC has a duty to safeguard the assets of the church from loss or damage and to ensure their proper
use within the organisation.
The Churchwardens will maintain:
¢ a list or register of all assets, whether purchased by or donated to, the church for its continuing
use (and the asset’s location should be identified); and
o fixed assets should be inspected at regular intervals to ensure that they exist, remain in good
repair and are being put to appropriate use.

The church wardens have a specific duty to carry out this task and the records of any assets should be
noted in the Terrier and updated each year.

Cash held on deposit
The Treasurer and Finance committee will ensure:
¢ bank reconciliations are prepared at least monthly for all accounts
e direct debits, standing orders and other transfers are checked each month for correctness
¢ the bank account(s) are operated in accordance with the agreement with the issuing Bank and are
not used for any money transfers from the private benefit of individuals or third parties under any
circumstances
e if acting as an intermediary to transfer funds on behalf of another charity, the PCC is satisfied that
the transaction is to further a relevant charitable activity that the PCC would wish to support and
does not constitute money laundering
e a list of all its bank accounts is kept
* the opening or closing of accounts must be authorised by the PCC
e third parties should not be allowed to open bank accounts in the church’s name, or use the church’s
bank account to receive or transfer money
e a minimum of £10,000 is held in reserves in the CAF account to be able to cover day to day expenses
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¢ the costs and benefits of the current and deposit accounts held are regularly reviewed

Electronic banking

Where electronic banking is used, the same level of internal financial controls should be in place as for

more traditional forms of banking, for example:-
¢ there should continue to be clear segregation of duties to prevent any single person from being
able to control substantial resources or obtaining unauthorised access to account information; and
¢ there should be proper approval for movements between, and payments from, bank accounts

One person should never have sole authority over the bank account. In order to maintain the security
over electronic bank accounts there are a number of basic precautions that can be put in place,
including:-

¢ retaining print outs of statements as part of the accounting records

* keeping all the password(s) and PIN(s) secret

¢ changing passwords periodically and following changes in authorised staff and trustees

e treating emails received relating to bank accounts with caution

This Financial Policy will be reviewed every three years from the date below.
This Financial Policy was agreed by the PCC of St Stephens Church, Chatham on:
Signed (Chair of PCC):

Barry J. Linney

Date: 2/6/2026
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