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Village Life Community Project (VLCP) fully understands that internal financial controls are
important. They are essential checks and procedures to help protect its money and property,
make informed decisions about our financial position, and meet our legal duties such as to
manage our resources responsibly.

Fraud and financial mismanagement can happen at any charity. Using suitable internal
financial controls helps us identify and manage risks with our finances and assets, keep
good quality accounting records, prepare timely and relevant financial information, and
ensure our financial reporting complies with the relevant legal requirements

General Principles

The detailed work on financial controls is delegated to the VLCP treasurer, but all trustees
remain responsible for VLCP’s financial management and for implementing and monitoring
internal financial controls.

VLCP is a small charity with under 10 trustees, providing and maintaining community
defibrillators to local communities, in association with Whitecastle and Skenfrith Community
Councils. Our income is substantially less than £10000pa and we have few financial
transactions per annum.

All trustees have access to clear, accurate and up-to-date financial information to help them

check VLCP is operating as a ‘going concern’ and isn’t facing insolvency. Our financial

position and performance are standing agenda items at trustee meetings and are sent by the

treasurer to each trustee before the meeting. These include:

® the latest management accounts. These include bank statements and usually report
performance against budget and may include estimates for future periods.

® the reasons for any differences between our financial forecasts and our current financial
position.

® details of cash flow and closing bank balances.

VLCP keeps accounting records and prepares annual accounts and a trustees’ annual
report. When new trustees are appointed, they are given copies of the latest accounts.
VLCP’s internal financial controls apply to all trustees and volunteers.

The trustees monitor VLCP’s financial performance on a regular basis and agree a budget
which is set for each financial year. The budget sets out planned income and spending for
the coming year.

The trustees regularly review the financial controls to make sure they are still suitable. This
is done at least once a year and always after a significant financial loss or narrowly avoided
significant financial issue, or before or after a significant change in how VLCP operates, for
example, increased funding. Reviews and any responses are recorded and new risks
considered.
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Regular reviews help make sure that:
® all controls such as bank and other reconciliations are carried out.
® all trustees are aware of and are following VLCP’s policies and processes, for
example if they suspect there is a problem.
® VLCP complies with its authorisation and approval procedures.

VLCP is a very small charity and due to a lack of people cannot always fully split financial
transaction duties between more than one person. To mitigate the risk of one trustee being
overburdened or exercising sole responsibility, all trustees regularly review transaction
reports and bank reconciliations, included in the accounts review.

VLCP records any incidents of financial crime, abuse or breakdown of financial controls, and
reports any serious incidents to the Charity Commission. For example, a significant or
potential loss to VLCP’s money or assets. Depending on the type and level of the incident,
VLCP also reports:

e all types of fraud to Action Fraud

e tax fraud to HMRC

e data breaches to the Information Commissioner’s Office (ICO)

Operational Risks

Fraud poses a serious risk to any charity’s assets, including its data. VLCP has a separate
policy on Data Protection.

VLCP does not operate internationally or transfer funds overseas.

VLCP is at extremely low risk of issues with bribery and corruption. VLCP maintains a
register of interests for trustees to identify any conflict of interest.

Bank Accounts

VLCP has two bank accounts in its own name, regulated by the Financial Conduct Authority
and the Prudential Regulation Authority. The opening or closing of any account is
authorised by the whole trustee body, and accounts which are no longer used are closed.
The Treasurer regularly reviews the costs and benefits of the account, checking that any
charges and interest rates are competitive.

VLCP ensures:
® bank account access is split between Treasurer, Chair and Secretary to prevent any
single person from being able to control charity funds exclusively.
e the Treasurer compares accounting records and bank statements each month to
make sure they reconcile.
e trustees review reconciliations to identify any discrepancies.
e VLCP’s bank account is not used for any individuals’, or third parties’, private use.

VLCP manages its bank account by:
® keeping a clear record of who is named on the bank mandate.
e regularly reviewing whether the bank mandate is appropriate.
e advising the bank of trustee changes.
e® requiring minuted authorisation from all VLCP trustees for any request to change
account details.


https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity
https://ico.org.uk/
https://www.gov.uk/report-tax-fraud
https://www.actionfraud.police.uk/

POLICY:

VLCP-21 INTERNAL FINANCIAL CONTROLS
Rev. No:1/26

Date: 17/04/26

Source: LG

Online Banking

VLCP uses a single authorisation system for its bank accounts. As there are few
transactions, which are all reviewed by the trustees, the risk is considered acceptable.

To help keep online banking safe VLCP:
® Kkeeps details of all online banking transactions
keeps statements as part of the accounting records
checks that the recipient is known and trustworthy
keeps all devices with access to online banking facilities secure
keeps all devices up to date with anti-virus, spyware and security system software
keeps all passwords and PINs secure
e changes passwords periodically and following changes in authorised staff and
trustees
e users do not share their security details with one another.

Cash Held on Deposit
Money held in VLCP bank accounts is sometimes called cash ‘held on deposit’.

The Treasurer:
e prepares monthly reconciliations for all accounts. These reconciliations are reviewed
periodically by the trustees.

e checks monthly that direct debits, standing orders and other transfers are correct.
Currently there are none.

e follows any requirements from the bank or building society
Banking cash and cheques

VLCP does not regularly hold cash and cheques and considers insurance cover for the small
amounts of money unnecessary. When these are received the Treasurer:

e records and banks cash and cheques promptly

e stores cash and cheques not yet banked in a safe or locked cash box

e® banks funds gross, this means without deduction for costs or expenses

Income from donations

VLCP records donors and donations as part of its accounts and details of the donation only
are regularly reviewed by the trustees. The Treasurer retains donor information which is
available to trustees upon request.

Any suspicions about donations, tainted donations or potential money laundering will be
reviewed by the trustees.
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Donations from public collections and fundraising events

VLCP complies with the law which covers public collections and fundraising events. Card
payments are not collected, and no external fundraisers are used.

When collecting cash, VLCP ensures:
@ collection boxes are individually numbered
e collection boxes are sealed before use
e at least two people count public collections in front of the collectors and handle and
record the cash
e itis banked as soon as possible without deducting expenses
e records for each fundraising event are kept
e how much has been collected and the costs incurred is identified

When selling tickets, VLCP ensures:
e they are numbered
who has which ticket number is recorded
sold tickets are recorded
all money and any unsold tickets are collected
receipts against tickets sold are reconciled

Income and donations received by post and online

VLCP does not collect donations using card readers, but accepts donations received online
with the following safeguards:
® uses correct bank account details
® Kkeeps passwords secure
e the Treasurer understands when to expect payments so can easily identify if there is
an issue
e the Treasurer carries out regular reconciliations to match the transaction history with
the income in your charity’s bank account
Income received in the post is:
e held securely
e opened promptly
e accurately recorded

Claiming Gift Aid on donations

VLCP claims Gift Aid on many donations from individuals, following HMRC’s guidance.
Other Income

VLCP has no income from cryptocurrencies, trading or legacies.

Expenditure on goods and services

VLCP has very little expenditure on goods or services. However, it has a requirement to
only buy things it needs and within budget, to only pay for goods or services it receives and
at agreed prices, and to get good value for money.

In furtherance of these aims, VLCP ensures:
e a trustee has clear written authority for placing orders and approving limited
payments within the trustee agreed budget.
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e spending outside agreed budgets is authorised by at least two other trustees
e® the purchaser checks invoices against orders and the receipt of the goods or
services ordered

e the treasurer pays invoices on time and includes any relevant discounts

e the treasurer reconciles accounting and bank records

Payments by Debit Card

VLCP does not use credit, or mobile payment systems, such as Google Pay and Apple Pay.
Business Visa Debit cards are issued to the Secretary, the Chair and the Treasurer. They
have a spending limit of £100 and may be used for purchasing budgeted items.

Users should:
e always ask for receipts, including for contactless payments
e provide receipts for checking against account statements
e return the card to the Treasurer if their circumstances change, for example, they
leave VLCP.
e the Treasurer ensures all receipts and invoices are matched to statements

The Treasurer cancels and destroys the relevant payment card if:
e tis lost or stolen
e the card holder is no longer involved with VLCP
e the authorisation of the card’s use is withdrawn

Payments by bank transfer, Bankers’ Automated Clearing Services (BACS), Direct
Debits and Standing Orders

VLCP usually makes payments by BACS, and has no standing orders or direct debits. Bank
signatories listed on the Bank Mandate are authorised to set up BACS payments. The
Treasurer monitors the payments regularly and cancels payments if VLCP stops using the
goods or services.

Payments by cheque
VLCP does not normally make payments by cheque and requires only one signatory on
cheques. Authority limits are reviewed annually and cheque books are kept in a secure
place.
The Treasurer:
e prohibits the signing of blank cheques
e promptly records payments in cash books, which includes details of the cheque
number, nature of the payment and the payee
® gets confirmation that the goods or services have been received
Wages and Payments by Cash

VLCP does pay any wages or make payments by cash
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Payment or reimbursement of expenses

Expense payments are refunds of payments which a trustee or volunteer has had to meet
personally to carry out their duties for VLCP. To make a claim, the claimant provides
receipts for the expenditure to the Treasurer. These should preferably be originals but
scanned copies are acceptable.
® someone who is not the claimant (usually the Treasurer) authorises the payment and
checks it for accuracy
e claims are paid securely by BACS transfer
@ any mileage rate for motor travel is within HMRC rates that do not result in a tax or
national insurance liability for VLCP or the claimant.
Internal financial controls for payments to related parties

VLCP may make payments to a connected person or organisation. Where that person is a
trustee, or an organisation connected to a trustee, specific authority from the other trustees
is required to make the payment. VLCP should not use a company controlled by a trustee
to provide a service simply because it is the easiest option.

Internal financial controls for fixed assets

VLCP’s assets used during its activities are recorded in accounting records and include
AEDs, heated cabinets and training equipment.

VLCP has not identified any intangible assets, which are not physical.

To keep tangible fixed assets recorded and safe VLCP:

® has a register of all fixed assets, including the cost, or value, of each asset and has
enough detail to enable each asset to be identified

e regularly inspects fixed assets to ensure that they still exist, are in good repair and
are being used appropriately

e authorises the disposal or scrapping of fixed assets appropriately and records this in
accounting records and in a fixed asset register

e regularly reviews insurance cover to make sure it is adequate

Restricted funds, endowment funds, investments and loans

VLCP currently has no restricted funds, endowment funds, investments or loans.
Internal financial controls for hospitality, including gifts

VLCP is dedicated to provide emergency potential life-saving equipment for use by
everyone. Therefor no incidental personal benefit is identified and there is no perceived
requirement for controls for hospitality or bribes.

Audit functions and audit committees

VLCP is a small charity with gross income below Charity Commission thresholds, and no
formal internal or external audit is deemed necessary. This policy is kept under regular

review and the trustees review its policies on a regular basis using the government’s
‘Internal Financial Controls Checklist’.



