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Porthcawl u3a Financial Policy – Source: Third Age Trust finance advice.

1. Trustee’s financial responsibilities

The Trustees of Porthcawl u3a are responsible for:

· Safeguarding the assets of the charity.

· Identifying and managing the risk of loss, waste, theft, or fraud.

· Ensuring the financial reporting is robust and of sufficient quality.

· Keeping financial records in accordance with governing documentation and relevant legislation (e.g., Constitution and Charities Act).
· Preparing the Annual Accounts in accordance with governing bodies legislation. The accounts must show a true and fair reflection of Porthcawl u3a’s financial position.

Trustees are jointly responsible for keeping full financial records. These include any nominated members who collect money on behalf of Porthcawl u3a, e.g., visits, events, study days, lunches, and any ad hoc activity.

To enable Trustees to carry out these responsibilities, the financial procedures detailed below will be followed and a copy must be given to all trustees on their election to the committee and made available to all members via the Porthcawl u3a website.

This is a living document and will be kept under review and revised as necessary.

2. Banking.

· All bank accounts are in the name of ‘Porthcawl u3a’ and are operated by the trustees.

· New accounts can only be opened by a decision of the Trustees, which must be minuted.

· Changes to the bank mandate can only be made by a decision of the trustees, which must be minuted.

· The authorised signatories are the Treasurer and three other Trustees as agreed by Porthcawl u3a’s committee. This responsibility cannot be delegated.
· All cheques must be signed by two signatories.

· The Treasurer will normally be the first signature on the cheque, this ensures that they are satisfied that the payment made is complete and appropriate.
· The signatories are responsible for examining the cheque for accuracy and completeness.

· The signatories must know what they are authorising, (purchase invoice, expenses etc.)

· Blank cheques must never be issued.

· Any cash received on behalf of Porthcawl u3a must be receipted and signed by both relevant parties.


2.2 Online Banking.

For online operation of bank accounts, only designated signatories will have full access to this facility, while other members can be granted view only access. The security of the online system is in line with the arrangements offered by our bank.

Access to the online banking varies from bank to bank. The accounts held by Porthcawl u3a are accessed by logging on to the bank system with a personal password.

Porthcawl u3a has maintained a dual authorising system for online banking, the Treasurer will make the payment and a second authorised Trustee will review and release it.

The Membership Secretary has ‘read only’ permission for processing online membership fees. They also have permission to receipt membership cheques online.
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1. Standard recurring payments such as room hire and newsletter printing, are authorised annually by the committee. No further authorisation is required to process the payment online.
2. In the case of ‘Ad Hoc’ payments such as reimbursement of expenses or single purchase items, these will be approved by two third party committee members and then processed by the Treasurer and a signatory.


Note: Porthcawl u3a does not hold any credit cards in the charity’s names.

2.3 Personal Debit or Credit Cards.

The use of personal credit cards for any u3a activities may be reimbursed if the Trustees feel that there is no other viable way to make payments, but must be closely monitored and the committee’s or Officer’s permission must be sought, and proof of payment attached to any reclaim documentation.

3. Group Finances.
The only groups or roles within Porthcawl u3a that have the Trustees permission to accept any cheques or cash on its behalf are the Visits, Events, Theatres teams and the Membership Secretary.

3.1 Payments and Receipts for u3a Activities.

When a trip is organised on behalf of Porthcawl u3a, but paid for by the members, it will be the responsibility of the team organiser. All expenditure (coach hire invoices, theatre tickets etc.) will be processed by the Treasurer and all income (payments received from members) must be given to the Treasurer. All debtor invoices pertaining to individual activities must be made out to Porthcawl u3a, failure to do so could leave the member liable for non-payment of that debt should an error occur.

3.2 Outside speakers

Should an outside speaker be used, they must be asked to state their fees and any travel costs at the times of booking and the Treasurer informed and approval of the committee sought. Any paid speaker or tutor must provide evidence of their self-employed status or sign a ‘Speaker’s Form’ declaring that they take responsibility for their tax affairs.

3.3 Group Leaders Lunch.

If there are sufficient funds the Trustees authorise an annual ‘thank you’ lunch for the group leaders and committee members in recognition of all the hard work they carry out on behalf Porthcawl u3a membership.

Note: Porthcawl u3a holds no ‘Petty Cash’

4. Purchase of equipment and Asset Register.

Porthcawl u3a has a designated Trustee with responsibility for purchasing equipment and maintaining the ‘Asset Register’. No equipment can be purchased without committee approval. Porthcawl u3a holds no Assets of Value.

All equipment purchased for the use of specific groups remains the property of Porthcawl u3a.

5. Membership fees for Porthcawl u3a.
The membership fee is reviewed on an annual basis. Porthcawl u3a is committed to keeping the membership subscription as low as possible to ensure that the u3a remains accessible to all members. Porthcawl u3a does not reduce the membership fee for members of another u3a.

6. Social Activities.

Events such as visits, theatre trips, days out or social gatherings such as meals must be charged at cost and all participants pay appropriately. The payment made by members must cover out-of-pockets expenses of any member involved in organising the event and any tips given for service, e.g., coach drivers.

The organiser of the event must not benefit from any discount (e.g., free place) offered by the organisation providing the event. The value of free places if received, must be shared out equally among all participants to the event.

7. Payments to other charities.

In line with charity law, a u3a cannot donate funds to another charity or raise funds on behalf of another charity that does not have similar charitable objectives. Porthcawl u3a will make payment of a speaker’s fee to their nominated charity provided the speaker completes and signs a speaker’s fee form requesting this.


8. Expenses Policy

Out of pocket expenses incurred by volunteers who are involved in running the u3a will be reimbursed. Expense claims must be submitted with receipts. Expense claims will be authorised by the Executive Committee (Officers) and no committee member can authorise their own claim.

All claims must be made on the appropriate form (copies available on the Porthcawl u3a website or from the treasurer) and must give sufficient detail as to the nature of the expense.

If travelling on behalf of Porthcawl u3a, expense claims must reflect the cheapest travel option available.

9. Reserves Policy

The reserves are held to enable Porthcawl u3a to meet all of their financial commitments in the event of an unplanned closure. The membership fee for the following year will be set to prevent the reserves falling below their required level.

This is a living policy and the actual amount held in reserve should be reviewed annually at the beginning of every year after the Annual financial Statements have been completed and accepted by the Trustees. The reserves will be set by examining the monthly financial commitments and determining how much is needed to conclude the affairs of Porthcawl u3a.
At each venue Porthcawl u3a hires an appropriate period of notice for cancellation of meetings without incurring charges will be agreed in writing.

10. Conclusion

All transactions need to be recorded by the Treasurer in order to:

· Keep accurate accounts for presentation to the AGM, for discussion with the Trustees and to meet regulatory/statutory requirements.
· Allow the members to understand how their money is being managed.

· Maintain transparency and trust for all concerned.

· Minimise the risk of error and potential loss of funds.

Completed by Jaci Russell, Treasurer 28th August 2023.
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