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If you want your organisation to be successful in the longer term, managing your finances is key.  Any decision-making for your organisation’s work and activities should be informed by its financial situation and many funders will only invest in organisations that can prove they can look after the money.
What do I need to consider?
The following bullet points are a starting point of things you should consider.  Take a look at the ‘where to go for further support’ box on page 3 to find out more.

· Financial strategy - Having a strategic financial plan can play an enormous role in helping you to achieve your vision and mission.  This should include a risk assessment to minimise any risk and maximise financial opportunities.
· Cash-flow forecasts and budgeting - Keeping track of your income, spending and planning ahead is one of the most important parts of managing your finances.
· Accounting - The system of recording, reporting, and analysing your organisation’s financial activities.  It includes things like payroll, book-keeping, financial planning and an annual record of your accounts.  There are many services and models that can help you to manage your financial records.
· Payroll - If you are a smaller organisation that employs paid staff, you can use a payroll service to calculate PAYE (Pay as You Earn), national insurance and to issue pay slips.  This may also be done by the treasurer or a paid finance worker.
· Audit - An audit is an examination of your organisation’s financial accounts (either internal or external)

· Full cost recovery - This means recovering the full costs associated with your service or project (including all direct and indirect costs that your organisation will incur when delivering a service).
· Managing resources - getting the most from the resources you have.
· Reserves - Your organisation should aim to set aside between 15-25% of annual expenditure to increase your financial sustainability and meet any unexpected costs (such as sickness, maternity pay or redundancy).
· Insolvency - Any organisation should have a plan of what you would do should your organisation fail to pay any debt or meet its financial obligations.

· Tax - If you are a registered charity, you may be entitled to certain tax reliefs and you must make sure that you are aware of your tax situation.
How does it work?
Your committee, board or trustees are ultimately responsible for managing your organisation’s finances, though staff may be involved in drawing up the budget on a practical level and managing everyday costs.  The committee, board or trustees should receive regular financial reports that are clear and accurate and they should approve the annual budget before the start of each financial year.  
Whilst the treasurer is responsible for reviewing the finances and ensuring they are on target, many book-keeping and other tasks can be delegated to paid staff and the overall financial responsibility is shared by the committee, board or trustees as a whole.  After all, the term ‘trustee’ means someone who is trusted with charitable money.  For smaller organisations without paid staff, the treasurer may take on a variety of the financial tasks on a voluntary basis.  For a larger organisation, this time may be more focused on managing finances as they outsource tasks to paid staff or accountancy firms.  
What is the role of the treasurer?
The treasurer is responsible for reviewing the organisation’s overall finances.  A good treasurer will know what the current financial situation is and have an idea of where the organisation is going over the next few years and how it will be financed.  Specific treasurer duties might include:
· Funding applications - Checking the budget of any funding application to ensure the organisation has sufficient resources and that the application fits with the organisation’s objectives.  In some cases they may also choose to write funding applications.

· Cheque signatory - Along with at least one other committee member, board member or trustee, the treasurer is usually someone able to sign cheques on behalf of the group.  They do not necessarily have to sign each individual cheque, but are responsible for making sure that bills and invoices are paid on time.
· Book-keeping - The treasurer should check the accuracy of any book-keeping at least twice a year, including bank reconciliation.  Bank reconciliation is a check to ensure that the money in the accounts book matches that on a bank statement.

· Management accounts or financial reporting - presenting quarterly updates to the committee, board or trustees on the budget, comparing actual income and expenditure with what was planned and highlighting any differences.  The treasurer should ensure that all members of the committee or board understand the budget because it is their main financial tool for financial planning.  The updates also indicate the financial health of the organisation as it should show any significant underspending or overspending.  The update may have been prepared by the treasurer, book-keeper, finance worker or volunteer, depending on the size of the organisation.  
· Completing the annual accounts and presenting them at the Annual General Meeting (AGM) - The annual accounts are an overview of your organisation’s finances over the past year, a summary of the financial prospects for the future and an opportunity to feedback to members 

and key partners.  Some use it to demonstrate viability for further funding.  Depending on the size of the organisation, the annual accounts may be prepared and/ or checked by an independent examiner or auditor.  The treasurer should make sure that auditors have any appropriate records and information, as well as checking that auditors complete any work on time.  A finance worker may also attend the AGM to help answer technical questions about the finances.  

· Annual returns - the Charity Commission require any registered charity to complete and send annual returns, along with a copy of the annual accounts nine months after the end of the financial year.  There may be stricter deadlines for some organisations, such as companies.  They may also have to complete a corporation tax return (CT200).



For any further information, guidance and support, please visit www.gmvss.net
Where to go next:


Community Accountancy Services offer help and support with managing your finances, including payroll, book-keeping, financial planning and training for the voluntary and community sector.  Based in Manchester, � HYPERLINK "http://www.gmvss.net/cas" �www.gmvss.net/cas� or Oldham, www.ocas.org.uk/


GMCVO and many local CVSs offer a ‘payroll service’ for voluntary and community organisations in Greater Manchester, contact Mike Thomas on 0161 277 1005 or mike.thomas@gmcvo.org.uk or to find your local CVS visit www.gmvss.net/members


Audit and accountancy Ian Pickup & Co is one of the few registered auditors that provide a specialist audit and accountancy service exclusively to the charity and not-for-profit sector.  Their service includes independent examinations, budgeting, financial planning and systems, mergers and charity registration, book-keeping, internal audit, and charity taxation.  Based in Leeds, contact Ian Pickup to see if he can help on 0113 2583343 or email admin@ianpickupandco.com


Tax and benefits guidance to help your organisation pay the right tax and claim the reliefs you are entitled to, � HYPERLINK "http://www.hmrc.gov.uk/charities" �www.hmrc.gov.uk/charities�   


Financial advice and training for small charities and voluntary groups, � HYPERLINK "http://www.cash-online.org.uk/" �www.cash-online.org.uk�   


NCVO offer a vast amount of information on their website, including model job descriptions for finance roles, discounts for financial solutions and a vast amount of information on the above topics in far more detail, www.ncvo-vol.org.uk/advice-support/funding-finance/financial-management/financial-management








Financial management





Key words:





Financial strategy - A plan of your organisation’s finances for the future





Treasurer - The committee member, board member, or trustee with overall responsibility for the finances





Financial reports - written report detailing the organisation’s financial situation





Budgeting - generally refers to a record of all expenses (costs) and revenues (income)





























