Carbery Housing Association

Financial Standing Orders.

1. All expenditure undertaken by CHA shall take place after a Budget for the year has been agreed and on the basis of that Budget. The Budget shall ensure that funds area available to cover the expenditure agreed.

2. It is the responsibility of the EC and in particular the Finance Sub Committee, the Treasurer and other Officers of CHA, to ensure that expenditure is monitored and the budget adhered to.

3. Expenditure that is outside the agreed Budget may only be carried out in exceptional circumstances and with the specific agreement of the Finance Sub Commitee.

3. West Cork Business Services have been commissioned by the EC to carry out bookkeeping and accounting duties for CHA. In principle, WCBS shall be make all payments on behalf of CHA and pay in and record all income on behalf of CHA. It shall also keep a running track of expenditure and report regularly to the Treasurer and the Finance Sub-Committee of CHA, and in particular the Treasurer delegated by the EC.

4. The Treasurer shall be responsible for overseeing the work of WCBS and dealing with any issues that arise, and approving payments to WCBS for this service The Secretary and other Directors of CHA shall perform this role in his/her absence.

5.  The Finance Sub Committee (which will include the Treasurer and other officers of CHA) will be authorised signatories (2 out of 3). In principle, the Treasurer should always sign. If the Treasurer is unable to sign, the other officers may sign as but the agreement of the Treasurer to this payment must be recorded. Exceptions are cheques made to the Treasurer, which should approved and signed other FSC officers

6. No signatory may sign a cheque that is intended to cover his or her own salary, expenses, or other personal costs.

7. The Treasurer (or in his/her absence, other authorising signatories) should check that that the claim is within the agreed budget and properly supported receipts and invoices prior to authorising payment or signing cheques for payment. If they are not satisfied that this is the case, the claim should be deferred for a decision by FSC, or if it is a significant payment (over € 100), the EC.

9. No individual officers of CHA may make payments or issue cheques directly. All invoices claims or receipts, which are seeking payment, must in the first instance be presented to WCBS authorised or for authorisation. WCBS will make the necessary payments once they have authorisation from the Treasurer, and signatures on the cheque requisitioned.

10. All expenditure undertaken by Committee or Sub Committee Members shall be authorised before being undertaken. Authorisation should be either made by a minuted decision at Executive or F&FSC meetings, or if such a meeting is not convenient, by the verbal agreement of three members F&FSC, this decision to be reported at the next EC or F&FSC meeting. Expenditure that is not so authorised will only be paid at the discretion of the EC.

11. Payments that may be authorised are:

· Payments that have been agreed by the Executive Committee of CHA as part of a Budget.

· Specific payments authorised by FSC. These must be presented to the EC for ratification at the earliest possible opportunity.

12. In exceptional circumstances, the Treasurer may approve an urgent payment that does not fall under the above, subject to the agreement of two other FSC memebrs. Before doing so they must ascertain that the payment is a legitimate and reasonable expense and is supported by invoices, receipts or a completed claim for expenses. Such exceptional payments shall be to FSC at the earliest possible opportunity and to the EC for ratification.

13. Outgoing payments will be made solely by WCBS to ensure that they are properly accounted for. Lodgements of funds from whatever source must also be lodged by WCBS into the bank and an official receipt issued. The Company chequebook must remain at all times in the WCBS office and only be removed for the purpose of signing cheques (not making payments).

14. Cheques should not be signed in advance, but drawn up once the claims or requisitions have been presented to WCBS. Officers signing should ascertain that sums put forward for payment are in order and properly supported by receipts, invoices or expenses claims.

15. All Membership Fees should be paid by the officer collecting the Fee to WCBS, stating the name and address of the Member paying this Fee. WCBS shall post a receipt for the Fee received to each Memebrs as soon as it records and lodges this payment. 

16. Membership Fees or any other cash income may in no circumstances be used for direct payment of any costs or expenses, but lodged with WCBS for payment into the Bank. A receipt shall be given for all cash lodgements.

Approved by Executive Committee,

June 10th 2003, Amended 3rd November 2003
