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Friends of Errington

Finance Procedures
Financial procedures for Friends of Errington are as follows:
The financial year for Friends of Errington runs September – September

Minimum to be left in the account is £500 which is to be reviewed termly to ensure we have enough funds to cover commitments that PTA have each year.
1 Income

The Friends of Errington will undertake a variety of fund-raising activities, which will inevitably vary the method of income collection.  

a. Ticketed Events / General fundraising – These events will be administered via the school office via Parentmail. All events that require tickets to be issued by the office need to be paid for via Parentmail to adhere with Academy policy for a cashless school.
If an event or items can be purchased using cash, the cash needs to be put in a sealed envelope with the following information
· FAO PTFA

· Child’s name and year group

· What event / purchase the money is for
· Amount of money in the envelope
The money then needs to be collected that day by either the chair or vice chair and it needs to be recorded in cash book and signed by the person collecting the cash and a member of staff.
b. General Fundraising Events – where an event collects an unknown sum of money, the cash should be collected and counted on site and in the presence of another member of the organising event team prior to the cash leaving the venue.  A Float and Cash count form should be completed and countersigned by the other member prior to cash removal from the venue to ensure the safeguard the individual, whether that be the Treasurer or another Committee Member.   (See Appendix B)
2
Expenditure/Requisitions

a. Regular Expenditure – to facilitate the events supported by Friends of Errington, a general stock of refreshment consumables will be maintained, including soft drinks, sweets, crisps, tea, coffee etc.  When stocks are low, it is agreed that the Secretary or other nominated member can purchase replenishments without further agreement by the Committee.  Other consumables which have been purchased for an event previously held but with a short shelf life may also be purchased without further agreement e.g. hot dog buns, milk etc.  

b. Irregular Expenditure (planned) – Events/activities that have been agreed and minuted by the Friends of Errington and have associated expenditure should have the specific expenditure agreed by the Committee prior to purchase. 

c. Irregular Expenditure (unplanned) – In extraordinary circumstances the Committee can agree via email to purchases which are of a timely nature and the email confirmations should be kept in order to maintain transparency.  

3
Reimbursements

Should the Friends of Errington need to reimburse an individual for a purchase, the individual should complete a Payment Request form and attach all appropriate receipts.  This should then be forwarded to the Chair or school office to be authorised by the treasurer who will ensure that a cheque is raised within 7 days to reimburse the individual. A Payment Request Form must be completed in order to receive a reimbursement, loose receipts will not be accepted. (See Appendix C)
4
Friends of Errington Deposits

An Income Receipt Form, clearly identifying the origin of the funds, the date deposited and the individual paying the funds into the account, should support all deposits payable to the Friends of Errington bank account.  All Income Receipt Forms should then be forwarded to the Treasurer.  The Income Receipt Form can be seen in Appendix 3.

5 General Donations

Any donations received for Friends of Errington should be deposited to the Friends of Errington bank account with accompanying Income Receipt Form completed.  A thank you letter should be sent to the donor in acknowledgement.

6 External Grant Applications


Should Friends of Errington be eligible for any external grants, members should make the Committee aware and these will be investigated in relation to any relevant activity/project.  Where appropriate a small working group may be established to support the completion of grant applications and management of the activity/project.   

7
Match Funds


Where possible the Friends of Errington should identify and maximise the potential to match fund their fundraising efforts by identifying appropriate organisations/employees that could support.

8 School Requests for Funding

All requests for financial support from Errington School will be considered in conjunction with the objectives of the constitution. A Funding Request Form should be completed and any requests for funding should be brought to full Friends of Errington meetings for discussion and feedback.  The decision will then be made by the members of the PTA by majority vote of the people present at the meeting through an anonymous voting system (a minimum of 3 members of the committee need to be present at the meeting for financial decisions to be confirmed)
(See Appendix D and E)
12th October 2023
To be reviewed annually: 12th October 2023
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Cash Form

	Event :

Float amount:




	Date
	Total
	Signed
	Signed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Notes
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Float and Cash Count Form
	Event & stall


	

	Float Amount


	

	Signed x 2
	………………………………………………………….  &   ……………………………………………………………………




	0.01p
	
	

	0.02p
	
	

	0.05p
	
	

	0.10p
	
	

	0.20p
	
	

	0.50p
	
	

	£1.00
	
	

	£2.00
	
	

	£5.00
	
	

	£10.00
	
	

	£20.00
	
	

	Total
	
	


	Signed x 2


	…………………………………………………… & …………………………………………………….

                                                                                                                            Date……………………………
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Payment Request Form

	Date
	

	Name 
	

	Amount to be paid
	

	Event(s)

If more than one receipt please give breakdown of costs.


	


Receipts attached            yes [   ]



Signed ………………………………………………………..

                                            No  [   ]

For Treasurers use:

	Approved by:
	                                                                                     Signed ……………………………………………………….

                                                                                     &         …………………………………………………………..

                                                                                           

	Cheque No
	

	Received by :
	                                                                                    Signed …………………………………………………………….



	Date:
	


Appendix D

PTA Funding Request Form


All requests for funds should be given to Mrs Rule prior to the monthly PTA meeting.

Appendix E


Why the Item is needed and why the PTA should fund it:




















Estimated cost: ………………………………………


Authorised by: ………………………………………………


[  ] Item to be purchased by PTA


[  ] Item purchased and receipt / invoice included


Date: ………………………………………..





Item for which PTA funding is requested:








Vote for funding


Date:


Yes	[ ]		No       [ ]


Comments











Vote for funding


Date:


Yes	[ ]		No       [ ]


Comments











Vote for funding


Date:


Yes	[ ]		No       [ ]


Comments











Vote for funding


Date:


Yes	[ ]		No       [ ]


Comments














