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Financial Controls Policy for the Friends of Broomfield Park (FoBP)
As a voluntary and community organisation working for the public benefit, Friends of Broomfield Park (FoBP) recognises the importance of managing its finances with integrity, transparency, and accountability. It is essential that all funds received are used responsibly and in line with the group’s aims and objectives.
Sound financial management not only ensures the effective use of resources but also protects the reputation of the organisation and those involved in its governance. Even unfounded concerns about financial mismanagement can cause significant reputational harm.
Ultimate responsibility for the financial affairs of FoBP lies with its Trustees. If FoBP operates as a registered charity, the Trustees also have specific legal obligations under charity law. To meet these responsibilities and to promote good governance, FoBP maintains clear, written procedures for the handling, recording, and reporting of all financial matters. These procedures are regularly reviewed to ensure they remain effective and compliant with current best practice and legal requirements.
Basic principles of financial policy:  
To promote accountability and protect both individuals and the organisation, FoBP follows these principles of financial management:
· Shared Responsibility: Financial responsibilities are never assigned to a single individual. Wherever possible, at least two people are involved in authorising and overseeing financial transactions, to safeguard both the individual and the organisation.
· Documented Transactions: All income and expenditure must be supported by appropriate documentation, such as receipts, invoices, or grant award letters.
· Use of a Bank Account: All financial transactions should, where feasible, be conducted through the organisation’s bank account to ensure transparency and accurate record-keeping.
· Regular Financial Oversight: Routine checks and reconciliations are carried out to verify financial records, monitor budget adherence, and identify any irregularities at an early stage.
1. Introduction 
1.1 Financial records will be kept so that FoBP can: 
a. Meet its legal and other obligations, e.g., Charities Acts, Inland Revenue, Customs & Excise, Companies Act, Common Law.
b. Enable the Trustees to have control of FoBP’s finances.

c. Enable FoBP to meet contractual obligations and the requirements of funding bodies.  
1.2 FoBP will keep proper books of account, which will include: 
a. A cash accounting record analysing all the transactions in the organisation's bank account(s). 
b. A petty cash book if cash purchases and sales are being made. 
c. Anything necessary for the Inland Revenue for the purpose of reclaiming Gift Aid 
1.3 The financial year for FoBP will end on 31st March each year.  
1.4 An independent examiner will be appointed by the Trustees to examine the accounts annually before presentation to the Annual General Meeting (AGM) and filing with the Charities Commission
1.5 Accounts will be drawn up after each financial year within 6 months of the end of the year and the examined accounts will be presented to the next AGM.  
1.6 Accounts will be filed with the Charities Commission with seven months of the financial year end
1.7 Before the start of each financial year, the Trustees will approve a budgeted income and expenditure account for the following year.  
1.8. A paper comparing actual income and expenditure with the budget will be presented to the Trustees every year as a minimum.  
1.9. The AGM or in the case of the first AGM following incorporation as a Charity, the Trustee Board will appoint an appropriately qualified independent examiner to examine the accounts for presentation to the next AGM.

2. Banking 
2.1 FoBP will bank with the HSBC Bank at its Enfield branch where the accounts will be held in the name of “The Friends of Broomfield Park”. Should a change in banking organisation be made, this policy will be updated accordingly. The Trustees will determine if any banking the stated banking organisation be changed. The following accounts will be maintained: Charities and BMM and any other project accounts as agreed and approved by the FoBP Trustees.
2.2 The bank mandate (list of people who can sign cheques / operate electronic banking on the organisation's behalf) will always be approved and minuted by the Trustees as will all changes to it.
2.3 FoBP will require the bank to provide statements every month and these will be reconciled with the cash accounting record every 6 months. The Treasurer or another Trustee (if the reconciliation is carried out by the Treasurer) will spot check that this reconciliation has been done at least twice a year and sign the cash accounting record.
2.4 FoBP will not use any other bank or financial Institution or use overdraft facilities or invest speculatively unless authorised, approved and minuted by the Trustees.

3. Receipts (income) 
Sources of income include grants, fund raising events. Plant and honey sales, donations and membership.
The aim is to demonstrate that FoBP has received all the income to which it is entitled and that it is all reasonably evidenced.
3.1 All monies received will be recorded promptly in the cash analysis book and banked without delay (note this includes sundry receipts such as payments for telephone calls, photocopying, etc.) FoBP will maintain files of documentation i.e. letters from funding bodies to back this up.

4. Payments (expenditure) 
The aim is to ensure that all expenditure is on FoBP’s business and is properly authorised and that this can be demonstrated. The latest approved budget provides the bank signatories with authority to spend up to the budgeted expenditure, not beyond it.
4.1 Payments in cash should be kept to a minimum and generally for small amounts through the petty cash system. Otherwise, all payments should be by electronic banking or cheque. Please see Annexe 1 on cash management
4.2 The Treasurer will be responsible for holding the cheque book (unused and partly used cheque books) which should be kept under lock and key.
4.3 Blank cheques will NEVER be signed.
4.4 Whenever possible, the same person should not be responsible for ordering, processing and checking invoices as well as making payments.
4.5 The relevant payee's name will always be written on the cheque before signature, the cheque stub will always be filled in.
4.6 No payments will be made / cheques will be signed without original / electronic documentation.
4.7 Money will only be spent to meet conditions and requirements of the funding bodies and in pursuance of the Charitable Objects of the Constitution.
4.8 The signatories shall not approve an overspend on a particular budget heading of more than 10% unless this approval should be written down, signed by both people approving it, and reported to the next Trustee meeting.
4.9 Electronic Payments of / Cheques up to £1000 may be signed by authorised persons. Above that number a second authorised person is also required.

5. Payment Documentation 
5.1 Every payment out of the organisation’s bank account will be supported by an original paper or electronic invoice (never against a supplier's statement or final demand). That original will be filed and kept for seven years. The person who makes the payment / signs the cheque should ensure that the invoice is referenced with the relevant details.
5.2 The only exceptions to payments not being supported by an original invoice would be for such items as advanced fees (deposit) for a future event, VAT, etc. Here a record of the requirement will be kept and a bank record of the payment kept.
5.3 Petty cash will always be maintained as required by the interest group, which is trusted with a float as agreed by the Trustees. When that is more or less expended, more funds can be drawn sufficient for bringing up the float to the agreed sum, the sum being supported by a complete set of expenditure receipts, totalling the amount spent, analysed as required.
5.4 Expenses/Allowances 
5.4.1FoBP will, if asked, reimburse expenditure paid for personally by staff / volunteers / Trustees/ members, providing expenditure is evidenced by original / electronic receipts and is in accordance with the guidance contained in the FoBP Constitution.
6. Cheque Signatures, use of cards and electronic banking 
6.1 Each cheque will be signed by at least two Trustees (preferably unrelated).
6.2 No cheque must be signed by the person to whom it is payable or connected to personally or through a business relationship.
6.3 If FoBP applies for debit, credit or charge card then a policy on each card's use will be agreed by the Trustees including any restriction on user, amount per transaction, types of retailers, cancellation/destroying, etc. Evidence of each transaction must be obtained and recorded in the cash accounting record.
6.4 If electronic banking is used for payments, then a double authorisation system must be used above £1000 and an electronic or paper record filed with other evidence of expenditure. Any computer must be secure and passwords/PINs kept secret and periodically changed.

7. Budgeting
7.1 the budgeting period will run from 1/4 to 31/3 each year
7.2 Each interest group will prepare a budget for submission to the last Trustee meeting of the year for approval
7.3 The budget will consist of planned sources of income and items of expenditure
7.4 Each groups budget will allow for up to 10% of income being allocated to FoBP overheads
7.5 For large items of expenditure (above the likely income) groups can apply to the Trustees for funding saying how the expenditure meets the charitable objects and the FoBP priorities. At the first Trustee meeting in the new financial year the Trustee committee will assess and allocate funds according to affordability, charitable objects and FoBP priorities
7.6 A pro forma budget form can be found as Annexe 2
8. Other Undertakings 
8.1 FoBP does not accept liability for any financial commitment unless properly authorised. Any orders placed or undertakings given, the financial consequences of which are, prima facie, likely to exceed in total £1,000 must be authorised and minuted by the Trustees. In exceptional circumstances such undertakings can be made with the FoBP Chair's approval who will then provide full details to the next Trustee meeting. (This covers such items as new service contracts, office equipment, purchase and hire).
8.2 All fund raising and grant applications undertaken on behalf of FoBP will be made in the name of Friends of Broomfield Park with prior approval of the Trustees or in urgent situations the approval of the FoBP Chair who will provide full details to the next Trustee meeting. The cash accounting record will record expenses against what is stipulated in the grant as authorised

9. Confidentiality 
9.1 Trustees, volunteers and employees will at all times act in the best interest of FoBP and if they experience a conflict of interest they will not divulge sensitive information.

10. Other rules 
10.1 The Trustees will consider the level of reserves that is prudent for the FoBP to have at its first meeting after the AGM. Consideration will be given to any significant factors that should be taken into account were the FoBP to close.

10.2. FoBP will adhere to good practice in relation to its finances at all times, e.g. when relevant it will set up and maintain a fixed asset register stating the date of purchase, cost, and normal location of the asset(s). If it holds stocks of goods of significant value, it will maintain proper records.
10.3. This policy and controls will be reviewed within 3 years after the AGM at the Trustee meeting.



Annexe 1 
Procedures for cash handling and deposits
FOBP teams take payments (plants, honey, crafts etc), tickets (events and activities) donations, etc.
Wherever possible we should promote card payments as a more secure method of making sales. Cashless sales are becoming the norm and we should move towards electronic payment technology.
However, there may be times when cash payments are still made and it’s important that we have common internal controls in place to mitigate risk and prevent errors.
It would be helpful to have an agreed set of processes across all teams and activities. For example:
Handling cash:
Use a cash form (see below for a draft example) to record the cash at the start of a sale or event. Wherever possible have two people to check separately to agree the amount in the cash box.
Use a consistent process when counting cash, such as counting from highest to lowest denomination.
Count in private: Do not count cash out in the open, which could put you at risk of theft. Instead, count in a private area with at least two FoBP representatives present.
Ensure the cash box is attended at all times by a responsible FoBP representative.
Count cash box at the end using the same process as at start. Again, have two separate people to count up and agree on totals.
Check your work: It’s a good idea to count cash twice and review your deposit slip thoroughly before completing a deposit.
When donations are given to an FoBP representative, find another representative to count the donation with you. Confirm by email to the Treasurer and pay to the Treasurer in cash or deposit into the FoBP bank account


Annexe 2 Funding Policy :
1. Purpose of this Policy
The purpose of this policy is to set out how Friends of Broomfield Park (FoBP) trustees will allocate and manage the charity’s funds. It ensures that all expenditure is consistent with the charity’s objects and provides clarity for members, volunteers and partners.

2. Charity Objects
FoBP’s charitable objects are:
· To promote and encourage the conservation, preservation and improvement of Broomfield Park (“the park”) to ensure that the park remains and is enhanced as an area of natural beauty, a habitat for wildlife and an attractive parkland and public amenity; and
· To provide or assist in the provision of facilities in the interests of social welfare for recreation or other leisure-time occupation of all local residents, especially individuals who have need of such facilities by reason of their youth, age, infirmity, disability, financial hardship or social circumstances.

3. Funding Criteria
Funds may be allocated to projects, activities or initiatives that meet one or more of the charity’s objects:
A. Conservation, Preservation and Improvement
· Protecting and maintaining trees, planting, water features, heritage structures, and landscape.
· Enhancing the beauty and sustainability of the park.
· Preventing or mitigating environmental damage.
B. Habitat for Wildlife
· Creating or improving habitats for birds, insects, amphibians and mammals.
· Supporting biodiversity and ecological resilience.
· Wildlife-focused education and engagement activities.
C. Attractive Parkland and Public Amenity
· Improving visitor facilities that promote safe, responsible and enjoyable use of the park.
· Small-scale infrastructure to support accessibility and sustainability.
· Events that encourage positive community use of the park.
D. Facilities in the Interests of Social Welfare
· Activities and projects that promote recreation, health and wellbeing.
· Initiatives with particular benefit for people disadvantaged by youth, age, disability, infirmity, financial hardship or social circumstances.
· Community projects that increase inclusivity, accessibility and participation.

4. Conditions for Funding
· All activities must take place in or directly benefit Broomfield Park and its users.
· Funds cannot be used for purposes outside FoBP’s objects.
· Applications must demonstrate:
· Clear alignment with the charity objects.
· Value for money.
· Sustainability (environmental and financial where relevant).
· A measurable benefit to the park or its users.
· Partnership projects may be supported where there is a clear public benefit to Broomfield Park.

5. Application and Approval Process
· Proposals may be initiated by trustees, members, volunteers, partner organisations or third parties.
· Applications should be submitted in writing, setting out aims, budget, timeline and expected outcomes.
· One nominated individual must take responsibility for liaising with the trustees and being accountable for delivery and outcomes.
· The trustees will review applications against this policy and the charity objects.
· Approval of funding requires a majority decision of the trustees and, for funding provided by the Palmers Greenery Community Café (PGCC), that majority shall include the PGCC nominated trustee.
· Where necessary, the trustees may request additional information before making a decision.

6. Monitoring and Reporting
· Projects receiving funds must provide evidence of expenditure (e.g. receipts or invoices).
· For larger projects, progress reports may be required.
· For all projects, a report assessing delivery against the stated objectives and impact will be required within [3] months of completion of the project
· The trustees will review funded projects annually to assess impact and ensure compliance with charity objects.



Example of budget plan and draft funding application form:

	FoBP - Example Budget Plan



	Income
	£

	Sales
	£200.00

	Donations
	£100.00

	Grants
	£75.00

	other
	£18.00

	other
	£12.00

	Gross Income
	£405.00

	10% contribution to Overheads
	£40.50

	Net Income
	£364.50

	 
	 

	Expenditure
	 

	Purchases
	£75.00

	Repairs
	£20.00

	Expenses
	£15.00

	Other
	£5.00

	Other
	£10.00

	Total Expenditure
	£125.00

	 
	 

	Income less Expenditure 
	£239.50





Friends of Broomfield Park (FoBP)
Funding Application Form
1. Applicant Details
Key contact (also responsible for feedback and reporting):  
FoBP group/ other organisation: 
Contact email: 
☐	Annual group budget completed
2. Project/Activity Title
(Briefly describe what you want to do)

4. How does your project support FoBP’s charitable objects?
(Tick all checkboxes that apply and explain briefly below)

☐	To conserve, preserve and improve Broomfield Park as an area of natural 	beauty and wildlife habitat

☐	To maintain and enhance the park as an attractive public amenity for all 	local residents

☐	To provide or assist in providing recreational and leisure facilities that 	promote social welfare

☐	To ensure accessibility of park facilities for people of all ages and abilities

☐	To support individuals experiencing youth, age, infirmity, disability,	financial hardship or difficult social circumstances

☐	To improve the quality of life and conditions for the local community 	through enhanced park facilities and activities
5. Brief explanation: 

6. Benefits and outcomes
(Who will benefit? How many people? What difference will it make?)

7. Budget
(Please list main costs and total amount requested)
	Description
	Cost
	Match funds

	
	
	

	
	
	

	
	
	

	
	
	

	Total project costs
	
	



Total funding requested: £150
8. Timescale
	action
	Target date
	notes

	
	
	

	
	
	

	
	
	

	
	
	


Practicalities
Any permissions needed? (e.g., Enfield Council) 
Does it need a risk assessment? 
Any ongoing costs or maintenance? 
9. Additional Information
(Anything else trustees should know)
10. Declaration
I confirm that the information provided is accurate and that funds will only be used for the purposes described above.

Signed: 			    Date:  
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