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East Essex County Netball Association - Finance Policy & Procedures

POLICY STATEMENT

The East Essex Netball Association is a not for profit, unincorporated, member association and as
such all revenues generated must be re-invested in the development of the game, its people and
its organisations.

East Essex Netball Association (East Essex) is responsible for:

e Safeguarding the assets of the County Association
Preventing fraud
Avoiding mistakes
Utilising funds to support member & participant activity within the geographic confines of the
County.
e Keeping financial records in accordance with the Constitution.
e Preparing Annual Accounts, independently examined, in accordance with the Constitution.

A copy of this policy and procedures will be accessible to all members of the County committee
upon their election/appointment and to all other volunteers as part of their induction.

In the course of administering its business in connection with this policy, East Essex may need to
process personal data and will do so in compliance with our Privacy Policy in accordance with
GDPR.

The Chair is responsible for ensuring the policy is implemented effectively. The Treasurer is
responsible for the effective and efficient day to day implementation of the policy all other
Committee Members are expected to facilitate this policy.

East Essex does not accept liability for any financial commitment unless properly authorised. Any
orders placed or undertakings given must be made in accordance with the Expenses Policy.

The Association will always adhere to good practice in relation to its finances, e.g., when relevant
it will set up and maintain a fixed asset register stating the date of purchase, cost, serial numbers
and normal location of assets.
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2. DEFINITION OF TERMS

AGM
Bank Mandate

Bribery

Budget Holder

Bursary/Grant
Claimant
Corruption
Expense

Fraud

Honorary Officers
Independent Examiner

Member/ Organisation

Reserves

Signatory

FINANCIAL PROCEDURES

Annual General Meeting of East Essex

A document that lets a bank know who is authorised to access an
account.

An act of offering someone money or something valuable in order to
persuade them to do something for you.

An East Essex lead officer or Chair of an East Essex Technical Support
Group or Working Group with an assigned budget as outlined in the
Role Profile.

A sum of money awarded to a member or member organisation for a
specified purpose and matched against specified criteria.

A person making an expense claim.

An abuse of power by a member or a participant for personal gain.

A legitimate cost incurred by an individual on approved East Essex
business.

Deliberate deception in order to gain something unlawfully and/or
unfairly.

Committee members of East Essex

A person approved at the AGM to carry out an external review of East
Essex accounts to confirm the financial statement complies with
accounting requirements.

A person of organisation holding a current membership of England
Netball, East Region and East Essex

A financial contingency held by East Essex to support unexpected
and/or unplanned circumstances/events.

A person authorised by East Essex to make transactions on the bank
accounts.

3.1 Organisational Information

3.11
3.1.2

3.2 Bank Accounts
2.2.1

Financial Year — 1% April to 31 March
Independent Examiner — to be appointed annually at the AGM.

East Essex will bank with Barclays Bank plc and accounts will be held in the name of

East Essex Netball Association. The following accounts will be maintained:

e Community

e Deposit (Business Premium ME)
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The bank mandate will be approved and minuted by the Committee as will any
changes to it.

The Treasurer will access on-line banking to provide statements, and these will be
reconciled with the cash book every month.

East Essex will not use any other bank or financial institution or use overdraft facilities
or loan without of the agreement of East Essex committee.

A copy of the monthly bank statements will be available at East Essex committee
meetings for openness and transparency purposes.

2.3 Signatories for the bank accounts

Mandy Hales, East Essex Treasurer
Helen Preston, East Essex Chair
Dawn Bullimore, East Essex Vice-Chair

2.4 Annual Budget

241
242

The draft budget must be compiled along the lines of the two-year business plan.
PDP Officers, Officiating Leads and TSG chairs are required to submit their budget
proposals to the Treasurer for consideration within the timelines set out by the
Treasurer.

Remembering that East Essex is a not-for-profit organisation all activities must either
reach a breakeven position or operate at a level of subsidy approved by the
Committee. Therefore, proposed fees and charges for activities, competitions and
events must be submitted to the Treasurer with budget proposals.

The draft budget will be submitted to the Committee along with a proposal for
membership fees for approval within the timelines set out by the Treasurer.

Within the context of the budget PDP officers, TSG chairs and Officiating Leads should

consider all opportunities for revenue generation to support planned activity.

Financial Reports

251

2.5.2

A simple financial report must be tabled by the Treasurer at each East Essex committee
meeting to show actual income and expenditure.

A detailed end of year Financial Report, independently examined by the approved
examiner must be presented to the Membership at the AGM. The Report should
include a detailed Profit and Loss account (income and expenditure) and Balance
Sheet).
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2.6

EAST ESSEX
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Accounting and other financial records

2.6.1

2.6.2.

2.6.3

2.6.4

2.6.5

2.6.6

2.6.7

2.6.8

2.6.9

Financial records must be kept so that:

e East Essex meets its statutory obligations, such as its Constitution and common
law.

e The East Essex committee have proper financial control of the organisation.

e The Association meets the obligations and requirements of its members.

The Treasurer must keep financial records that record and explain the transactions and

financial position of the Association.

The books of accounts will be maintained electronically using software approved by

the East Essex committee.

The books of accounts must include a cashbook analysing all the transactions

appearing on the bank accounts.

Accounts must be drawn up at the end of each financial year within 2 months of the

financial year end and presented to the Annual General Meeting in June.

Prior to the start of each financial year, the Treasurer will submit a budgeted income

and expenditure account for the following year.

A report comparing actual income and expenditure with the budget should be

presented to the committee every committee meeting or whenever possible.

The AGM will appoint an appropriately qualified auditor/ independent examiner to

audit or examine the accounts before presentation to the AGM.

Financial records will be kept for seven (7) years.

Authorisation and payment

2.7.1

Authority to spend is at the discretion of the committee. For all expenditure over
£1000 approval must be obtained and quotes submitted to the committee at a
meeting for approval.

All expenditure must be supported by an invoice from the service provider, which
should be scrutinised and physically signed off by the committee member before
submitting to the Treasurer. Any anomalies, in the first incidence, should be clarified
with the supplier by the budget holder.

The only exception to payments not being supported by an original invoice are items
such as advanced booking fees for future courses, a venue deposit, VAT etc. Here a
proforma will be sufficient until such time a VAT invoice is received.

No volunteer may authorise payment to themselves, their partner or relatives. The
claim must be approved by an Honorary Officer before passing to the Treasurer for
validation and payment.

All invoices and expenses claims will be processed as swiftly as possible from the
correct bank account by the Treasurer. Where possible all payments will be made
through BACS transfer but in cases where this is not possible a cheque payment will
be made with two signatories as per mandate.

East Essex does not accept liability for any financial commitment unless properly
authorised. Any orders placed of undertakings given must be made in accordance with
this Financial Policy and/or the expenses policy.
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3. EXPENSES

3.1

3.2

3.3
3.4

Claims for reimbursement of expenditure may be made by those engaged on official
business of East Essex.

Claimants must seek to ensure the most cost-efficient options are pursued to minimise
the cost to East Essex.

Rates and thresholds for expenses will be set by the Committee.

The appropriate East Essex Expenses form must be completed for all expense claims
(either paper or electronic) and forwarded the to the Treasurer no later than 4 weeks
after the first item of the claim has been incurred. Receipts must be provided to
support all items of expenditure.

East Essex reserves the right to refuse reimbursement for any claim that does not
conform to this policy.

FRAUD, BRIBERY & CORRUPTION

4.1

Members of the East Essex committee must not:

Accept any financial or other reward from any other person in return for providing
them with a favour.
Request a financial or other reward from any person for providing some favours
or
Offer any financial or other reward to any other person in return for providing
some favour.
The prevention, detection and reporting of fraud, bribery and corruption is the
responsibility of everyone associated with East Essex.
Anyone who has concerns regarding acts or potential acts of fraud, bribery or
corruption should contact the Netball East Chair. All reports will be treated with the
utmost confidentiality. Further information about reporting concerns is available in the
England Netball Whistleblowing Policy.

5. INVESTMENTS, GRANTS AND LOANS

e East Essex will not utilise funds to support investments, although monies will be invested in
appropriate accounts to earn interest.
East Essex funds may not be loaned to any individual.
East Essex has the discretion to support any Member Organisation.
East Essex has the discretion to offer Grants, Bursaries or Subsidies to support members,
subject to eligibility criteria approved by East Essex committee. Applications must be
approved by East Essex committee.

6. RESERVES
The target minimum operating general reserve fund will be equal to 36 months of average
operating costs.
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7. ASSOCIATED DOCUMENTS
England Netball Whistleblowing Policy.
East Essex Finance Policy.
East Essex Expenses Policy.
Grant, Bursary and Subsidy Criteria.

REVIEW OF POLICY
East Essex will review this policy at three-year intervals although amendments to the policy are
permitted at any time following a decision of the committee, which must be minuted.




