HAWKESBURY HOSPITAL HALL -FINANCIAL PROCEDURE
[bookmark: _GoBack]Accounts will be prepared for each monthly management meeting. They will show the Income and expenditure for the previous month. The accounts will be issued in format in Appendix 1. The monthly account will be distributed to all committee members prior to the monthly meeting 
The Hawkesbury Hospital Hall has three accounts
· Main Treasurer’s Account 
· Skate Park Account
· Improvement Account 
All transactions are made through the main treasurer’s account and money will transferred to other accounts as required
The policy of Hawkesbury Hospital Hall is to promote all payments into the Hall accounts via BACs payment
All payments to the Hall will be in line with the rates published on the Hawkesbury Hospital Hall website. Changes to the rates for events can only be subject to agreement at the Hawkesbury Hospital Hall monthly committee meeting
All invoices issued by Hawkesbury Hospital Hall will be format as in appendix 2. All invoices will be retained by the treasurer and a register will be maintained (see appendix 3)
All receipts will be retained in folders by the treasurer.  
All expenditure for the Hawkesbury Hospital Hall will be controlled by the treasurer. All payment will be sanctioned in the following way
· Cheques – all cheques issued require two signatures. One of the two signatures will be the treasurer. The current authorised signatures (with Lloyds Bank) are William Cullen, Fiona Steeds and Angelo Sauro
· Online payments need to be authorised by two online clearances. The online statements will be controlled by the treasurer.  The current authorised signatures (with Lloyds Bank) via the Internet Banking are William Cullen, Kate Bashford and Chris Rispin
Accounts will be complied for the calendar year (see appendix 4) and presented to the community at the Annual General Meeting (AGM). In addition the treasurer will prepare a report which will be communicated at the AGM
The yearly account will be over checked by a suitable independent person. This person will be nominated by the treasurer and agreed by the committee 
The accounts will be submitted to the Charity Commission by Hawkesbury Hospital Hall chairman at the time required by the Charity Commission       
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Appendix 2
INVOICE
Hawkesbury Upton Village Hall
High St, Hawkesbury Upton, South Gloucestershire GL9 1AU

Date: 
Invoice Number: 
Customer: 	

Comments:	 

	

Amount due

(Please note cheques payable to Hawkesbury Hospital Hall or Bank Details Sort Code XX-XX-XX A/C no. XXXXXXXXX)

Appendix 3
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Appendix 4
HAWKESBURY HOSPITAL HALL
STATEMENT OF INCOME & EXPENDITURE
Year ended 31st December XXXX

[image: ]

I hereby certify I have prepared the above figures in conjunction with the books and records submitted to me and that they are in accordance therewith as far as I am able to ascertain

TREASUER 
ADDRESS
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Invoice 

Number

Date of 

Issue  CUSTOMER Value

YEAR/0001

YEAR/0002

YEAR/0003

YEAR/0004

YEAR/0005

YEAR/0006

YEAR/0007

YEAR/0008

YEAR/0009

YEAR/0010

YEAR/0011

YEAR/0012

YEAR/0013

YEAR/0014

YEAR/0015

YEAR/0016

YEAR/0017

YEAR/0018

YEAR/0019
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Previous Year

Donations

Grants

Lettings

Fund raiser

Car park donations

Hire of Tables etc

£0.00

Bar sales

Purchases

Opening stock

Less closing stock

£0.00

Bar profit £0.00

Total income £0.00

Expenditure

Rates & water

Licences & insurance

Accountancy

Caretaker

Cleaning & maintenance

Bins

Electricity

Oil

Phone

Internet & website

Bar expenses

New equipment

Car park refurbishment

Floor refurbishment

Toilet hire

Sundries

£0.00

£0.00

£0.00 £0.00

Current Account

Improvement fund

Bar Stock £0

£0

Accumulated fund B/F

£0

£0

Income

Difference between  Income and Expenditure

BALANCE SHEET AS 31st DECEMBER 2017

Difference between  Income and Expenditure
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Main Account  XXXXXXXXXX

Date Description IN out COMMENTS

Total Income in month 0.00

Total Expenditure in month 0.00

Difference - Income and Expenditure  0.00

0.00

MONTH

BALANCE AT BANK @ END OF PREVIOUS MONTH

BALANCE AT BANK @ START OF NEXT MONTH
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Skate Park A/C  XXXXXXXXX

Date Description IN out COMMENTS

Total Income in month 0.00

Total Expenditure in month 0.00

Difference - Income and Expenditure  0.00

0.00

Improvement  A/C  XXXXXXXXXXXX

Date Description IN out COMMENTS

0

0.00

Total Income in month 0

Total Expenditure in month 0.00

Difference - Income and Expenditure  0.00

0.00

BALANCE AT BANK @ START OF NEXT MONTH

BALANCE AT BANK @ END OF PREVIOUS MONTH

BALANCE AT BANK @ START OF NEXT MONTH

BALANCE AT BANK @ END OF PREVIOUS MONTH


