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Procedure 8.1 Service Management Finance      
	BTP008.1




	PROCEDURES
8.1 – SERVICE MANAGEMENT: FINANCE



	
Number
	
Procedure

	
Related Nation Disability Insurance Quality Practice Standard

	8.1(A)
	Meeting Financial Requirements
	

	8.1(B)
	Banking – Types of Accounts
	

	8.1(C)
	Banking – Financial Controls
	

	8.1(D)
	Financial Delegation
	

	8.1(E)
	Operating within a Budget
	2

	8.1(F)
	Monthly Financial Reporting
	

	8.1(G)
	Managing Incoming Funds
	

	8.1(H)
	Managing Purchases and Payments
	

	8.1(I)
	Managing Payroll Expenditure
	

	8.1(J)
	Maintaining Financial Records for Service Users
	

	8.1(K)
	Managing Sponsorship and Donations Requests
	




8.1(A)		Meeting Financial Requirements

The Manager and staff are required to:
encourage other staff to take a proactive role in the cost reduction and revenue enhancement opportunities
present clear updated budget statements to the Management Committee along with corrective actions where necessary. All reports are to be:
concise, comprehensive, accurate and timely
ensure sufficient money is always in the bank to pay expenses.  Invoices must be settled on a timely basis and any disputed accounts must be settled as soon as possible
comply with legal and contractual obligations. All legal documents of value, for example, contracts from funding bodies, are to be:
acknowledged where appropriate, referenced, recorded and filed in a place of security.  Any directions must be authorised through Management Committee Meeting Minutes.
take responsibility for communicating financial policies and procedures to staff so that they fully understand the implications of failing to comply with a policy or particular procedure. If a procedure is not practical it must be modified as soon as possible so that the high level of effectiveness and efficiency of the financial system is maintained (see 8.1- Reviewing this Policy).



8.1(B)		Banking – Types of Accounts

The Management Committee will ensure all monies are banked in Better Together’s name, in a bank of their choosing. To enable full reporting and control of funds, all money received must be placed in the appropriate account. Better Together will maintain a minimum number of bank accounts.

The Better Together Constitution includes a provision for the winding up of the organisation. Better Together will use any gifts of money or property in accordance with the objectives of the organisation. 

Definition

A Public Benevolent Institution (PBI) is a non-profit institution organised for the direct relief of poverty, sickness, suffering, distress, misfortune, disability or helplessness.

A Charity is an entity established for altruistic purposes that the law regards as charitable.
Donations or Gifts have the following characteristics:
they are made voluntarily 
they do not provide a material benefit to the donor
they essentially arise from benefaction and proceed from detached/disinterested generosity

Better Together operates the following account types:
General Account (Working Account, Westpac) 
Term Investment Accounts (Westpac)
Debit Card Account (Westpac)
Donations Account (Westpac)
Australia Post Debit Card Accounts

Procedure

General Account:
operates as a working account where deposits will be documented fully to allow the audit trail to be maintained
handles all payments relating to Better Together operations
is replenished from the Term Investment Accounts when required
the General Account balance is kept to a minimum to allow the Term Investment Accounts to take full advantage of high interest rates

Term Investment Accounts:
all receipts funding are paid into this account
deposits will be documented fully to allow the audit trail to be maintained 
provides Better Together with interest on money received for grants prior to the funds being out laid and after quarterly grants are received
funds are only transferred to the General Account as required on a weekly/fortnightly basis thus allowing maximum funds to receive maximum interest 

Debit Card Account:
operates as a working account
withdrawals will be documented fully to allow the audit trail to be maintained
handles small payments relating to Better Together operations
is replenished from the Term Investment Accounts when required

Donations or Gift Account (will be created once the need arises):
is a separate account held by Better Together for the purpose of receiving gifts donated to Better Together. 

Australia Post Debit Card Accounts 
· operates as a working account for operational cost for staff members for costs of support as well as projects
· withdrawals will be documented fully to allow the audit trail to be maintained
· handles small petty cash type payments related to direct support and project costs
· is replenished from the Term Investment Accounts or Debit Card Account when required 

Better Together is registered as a PBI. Better Together is also registered as a Charity and is endorsed by the ATO as an Income Tax Exempt Charity. As a PBI, Better Together is classed as a Deductible Gift Recipient (DGR) and must meet the requirements of such under the Australian Taxation Act. When receiving a gift Better Together will provide a receipt as required by its DGR status.  

Better Together understands that the following are not considered as gifts: 
mileage expenses and service fees;
purchase of raffle or art union tickets;
purchase of chocolates, pens, etc;
the cost of attending Better Together fundraising dinners;
membership fees.

Bank statements should be issued on a monthly basis.  This enables the Manager to review reconciled accounts and confirm all processes are correct. 

8.1(C)		Banking – Financial Controls

Signatories
The Manager will:
give the name, type of account, bank and branch and the list of signatories to the Management Committee for ratification when:
 an account is opened; and/or if any changes occur,
 notify the Treasurer or the Management Committee immediately.
advise the bank if there is a change to the list of officers authorised to sign cheques or carry out electronic transfers. The form used should list the names and addresses of the new officers 
arrange appointments for new signatories with the bank.  This usually occurs after the Annual General Meeting when there has been a change of committee.
All cheques:
must contain two (2) eligible signatures
eligible signatories are committee members or staff who have been previously nominated and endorsed by the Management Committee
eligible signatures are made up of one (1) of two (2) authorised members of the Management Committee and the nominated member of staff
issued when needed will be recorded and provided to the Treasurer

Electronic Access
The two (2) levels of electronic access are:
Level 1:  	Inter account transfer	
			Payment of expenses via electronic transfer
			Payment of expenses via BPAY
Level 2:	Read-only accounts 
			
All EFT payments:
must be made by two (2) eligible authorities
eligible authorities are committee members or staff who have been previously nominated and endorsed by the Management Committee
eligible authorities are made up of one (1) of two (2) authorised members of the Management Committee and the nominated member of staff 
issued each week will be recorded and provided to the Treasurer

Debit Cards
Better Together has one debit card held by the Manager and Australia Post debit cards with one located in the office safe for staff to use once approved, and other with Project Manager, whereby a Credit Card Acceptance Form has been signed.

Funds are transferred into these accounts on a need only basis with a limit of two thousand dollars ($2,000.00) for the debit card and $600 for the Australia Post debit cards. Additional funds may be transferred on approval by the Management Committee when extenuating circumstances occur.

Cardholder’s Responsibilities
The cardholder will:
in all cases obtain and retain sufficient supporting documentation to validate the expense (e.g. tax invoice) or shall in lieu provide a statutory declaration;
notify the bank and the Treasurer immediately if:
the card is lost or stolen;
any unauthorised transaction is detected or suspected;
take adequate measures to ensure the security of the card;
return the card to the Treasurer if:
the cardholder resigns;
the Manager determines that there is no longer a need for the cardholder to retain their card;
the card has been cancelled by the bank;
be personally liable for any unauthorised transaction unless the card is lost, stolen or subject to fraud on some part of a third party.
The cardholder will not:
exceed any maximum limits set for the organisational Debit Card from time to time;
obtain cash advances through the organisational Debit Card;
use the card for any proscribed purchases;
claim double allowances (i.e. request reimbursement for an expense already paid by the card).

Debit Cards Expenditure
the card will only be used for those activities that are a direct consequence of the cardholders’ function within the organisation;
although a card may have a limit higher than the cardholders financial delegation, the cardholder must comply with Procedure 8.1(E) Financial Delegation and authority to make a purchase on the Debit Card must be obtained according to Procedure 8.1(E) Financial Delegation;
where doubt exists as to whether or not an item is function-related, prior authorisation should be obtained from the Manager (or, in the case of the Manager’s own card, the Treasurer);
the use of the corporate card for ‘services of a dubious nature’ is expressly prohibited; (‘services of a dubious nature’) are defined as any goods or services that might bring the name of the organisation into disrepute.

Debit Cards Misconduct
wherever a breach in this policy occurs, the Treasurer must assess the nature of the breach and if significant report the breach to the police for criminal investigation or if lesser in nature, institute an appropriate disciplinary process:
in the first instance, counselling and or verbal warning (and diary or file note created);
in the second instance, a written warning;
in the third instance, or if the dollar amount is greater than one thousand dollars ($1,000) the card is to be immediately withdrawn;
if a breach has occurred, the Treasurer will report to the next Management Committee meeting:
the investigation of the circumstances of the breach;
police reports and action (if any);
disciplinary action taken (if any).




8.1(D)		Financial Delegation

The committee members and the financial management team will be made aware of the following delegations:

authority to authorise funds for purchase of goods, services, equipment and assets
Manager			Limit: 	$ 1,000
All items of more than $1000 value require three quotes. Assets will be entered in an asset register at the time of purchase and details of assets updated as required;
where items are on an approved Asset Grant the Manager may approve expenditure up to the amount of the Grant;
the Manager is also able to authorise funds for the fortnightly payroll commitment, salary sacrifice payments, rent, payments to ATO and Superannuation Guarantee commitments; 
all other purchases of items of more than $1,000 value must be approved by a delegated Management Committee member.
authority to access bank accounts and to sign cheques
a payment by Better Together of $100 or more must be made by cheque or electronic funds transfer (EFT); 
the invoice/account is attached;
the Manager authorises the appropriate processing of the payment either by cheque or EFT;
· if the amount exceeds $1,000 the payment requisition must also be authorised by a delegated committee member prior to processing.

payment by cheque
the cheque must be signed by the President or Treasurer and the Manager;
all cheques must be crossed not negotiable.

payment by EFT
payment is processed electronically by the nominated staff;
payment is then authorised electronically by the President or Treasurer and the Manager.

authority to use the Better Together debit cards
Better Together has one debit card that has been allocated to the Manager and Australia Post debit cards with one located in the office safe for staff to use once approved, and other with Project Manager, whereby a Credit Card Acceptance Form has been signed;
these cards are to be used in situations where cheques or EFT is not available or appropriate;
all purchases on the debit cards have to be authorised as per the above delegations.

certification of payroll documents
Manager	
· regular wages
Management Committee  	
· long service payments
· redundancy
· back-pay

authority for incremental increase in pay
Manager		
· after formal Staff Appraisal

authority for increase in pay to a higher level
Manager	
· all staff other than self
Management Committee 
· Manager

contribution or donation to other organisations
as per financial delegation

sign a contract for the provision of goods or services (other than for items on approved Asset Grants which the Manager may approve up to the amount of the grant)
Manager			Limit: $1,000
Service Delivery Coordinator	Limit: $1000

approve a variation of a contract (other than for items on approved Asset Grants which the Manager may approve up to the amount of the grant)
Manager			Limit: $1,000
Service Delivery Coordinator	Limit: $500

sign a grant from a government body
Manager with approval of Management Committee 

sign a lease / rental agreement 
as per financial delegation

authority to authorise funds to be used for staff to attend a training and development event
Manager			Limit: $1,000 

authority to authorise funds to be used for an entrepreneurial/fundraising event
Manager			Limit: $1,000

authority to invest funds on behalf of the organisation (other than to move funds to and from the Term Investment Accounts, Debit Card Account and General Account)
Management Committee

authority to open new bank accounts or close existing accounts on behalf of the organisation
Management Committee

authority to dispose of surplus or unwanted plant, equipment or stock
Manager			Limit: $1,000

authority to write off unrecoverable debts
Manager

authority to place advertisements on behalf of the organisation for vacancies
Manager			Limit: $1,000
SQW coordinator	Limit: $400 per intake

authority to approve insurance policy
as per the financial delegation

authority to approve auditor
Management Committee 

authority to approve solicitor
Management Committee 

financial delegation misconduct
wherever a breach in this policy occurs, the Treasurer must assess the nature of the breach and if significant:
·  report the breach to the police for criminal investigation; or
·  if lesser in nature, institute an appropriate disciplinary process;
in the first instance, counselling and or verbal warning (and diary or file note created);
in the second instance, a written warning;
in the third instance, the person will be removed from having any financial delegation;
if the misconduct is severe instant dismissal may result;
at the next Management Committee meeting the Treasurer shall report:
· the investigation of the circumstances of the breach;
· disciplinary action taken (if any).


8.1(E)		Operating within a Budget

The Annual Financial Budget is a planning and control tool which will be prepared each year by 30 June, to manage funds for the next twelve (12) months of operation.

Better Together has limited resources to achieve its objectives and recognises the benefit of planning and timing income and expenditure throughout the financial year. This allows management to plan and achieve specific objectives within allocated resources.



A budget will be used to:
identify how much money Better Together has, how much money Better Together receives and how much money Better Together has spent;
plan individual budgets for specific projects;
monitor expenditure;
identify available funds for future disbursement.

When the budget is produced:
it projects how much Better Together will spend in each month;
what the money will be spent on, which will ensure:
 the organisation has enough money to meet operational expenses throughout the year;
it shall be approved and ratified by the Management Committee.

The Finance Officer will:
enter the monthly budget figures into the Financial Management Accounting System once the Annual Financial Budget has been ratified by the Management Committee;
report each month the actual income and expenditure; and 
compare these figures with the budget.


8.1(F)		Monthly Financial Reporting

Better Together will ensure that all income, expenditure and provisions are inputted on a weekly basis. Budget and actual income and expenditure figures for each project will be shown and any operational variations for the month highlighted.  Also the year to date budget and actuals will be provided.

The Finance Officer will:
generate all income and expenditure figures in accordance with source documents from the various accounts throughout the month using the Financial Management Accounting System;
at the end of each month, email all income and expenditure statements for examination by the Manager in readiness for the Management Committee meeting, with explanations to the manager and treasurer of any discrepancies;
the Treasurer will present financial reports at the Management Committee meeting for ratification.


8.1(G)		Managing Incoming Funds

Better Together will establish and maintain control over the generation and receipt of income in accordance with legal and accounting requirements. A modern computer financial management system is used to accurately execute the recording of moneys received.

The Manager will:
maintain internal controls of all income from grants and auspicing;
ensure that all grants and auspicing monies paid to Better Together are identified;
oversee all procedures associated with income control including invoicing of service user hours;
ensure grant monies are deposited in the Term Investment Accounts and that all deposits are to be cross-referenced with an electronic receipt number for money being deposited;
all other income is deposited into Better Together General Account;
ensure that all cash/cheques received are banked regularly.

Modern accounting practice does not require receipts to be issued however; Better Together may issue receipts when requested. 


8.1(H)		Managing Purchases and Payment

Better Together will establish and maintain controls over outgoings in accordance with legal and accounting requirements. A modern computer financial management system is used to accurately execute the recording of payments made.

Purchases
The Management Committee will ensure:
the Manager is responsible to the Management Committee for supervising the procedures of purchasing goods and services so that appropriate supplies are provided in the most cost effective manner;
all expenditure (excluding those through the petty cash system) is authorised by staff according to the guidelines in 8.1(E) Financial Delegation;
all payments are issued by staff according to the guidelines in 8.1(E) Financial Delegation;
staff seek the most competitive price, considering time costs and two quotations are obtained for all capital items;
the Manager is aware of their responsibility to confirm that funds are available when payments for expenditure are prepared;
staff are authorised to approve expenditure according to the guidelines in 8.1(E) Financial Delegation;
the Manager and delegated staff conduct business activities with supply agencies in an ethical business-like manner;
the Manager and delegated staff meet the requirements associated with conflict of interest, restraint of trade, price discrimination and unfair competition;
the Manager and delegated staff exercise sound business judgement and personal integrity. 

When selections or recommendations for purchases are made, many factors must be considered including:
pricing;
delivery;
after-sales service - including availability of spares;
feedback from users of the product;
the period of time the supplier has been operating.

Payment of goods and services
The Management Committee will ensure:
payment of goods and services only occurs when
the invoices agree with the original order
receipt of the goods has been certified
a Payment Requisition form has been completed if necessary
any variation can be approved only in accordance with the guidelines in 8.1(E) Financial Delegation.

The Finance Officer will:
check the original order was correctly approved;
check the invoice agrees with the original order;
present invoices for signed approval according to the guidelines in 8.1(E) Financial Delegation;
make the payment via cheque/ electronic transfer/debit card or BPAY; 
after the payment has been processed:
enter the expenditure into the accounting system;
file invoices/orders in the Creditors Filing System in alphabetical order under the name of the supplier or with the weekly summary of bills.  


8.1(I)		Managing Payroll Expenditure	

The Manager will approve all salaries and allowances in accordance with the relevant industrial awards (see also Policy 10.0 Staff Recruitment, Employment and Development).

Wages
Better Together will:
pay employees fortnightly in accordance with authorised rates;
expect all staff to complete timesheets;
expect the Manager to authorises all timesheets;
expect the Finance Officer to:
prepares timesheets for entry into the Financial Management Accounting System;
enter pay information for staff and generate an electronic file to be imported into the organisations bank account;
prepare Pay Advice Slips, showing composition of pay for all staff and send by email to staff; 
the Manager has no authority to pay any more than accrued entitlements;  
the recreation leave payments will be recorded as such on the system and the 17.5% leave loading will be calculated for the period of leave specified on the Annual Leave Form;
Other entitlements/allowances/reimbursements must be authorised by the Manager before payment.

Group Tax Payments
Better Together will ensure:
tax instalments are deducted from all payments of salary and wages received by staff, unless staff has a notice to the contrary from the Tax Office;
tax deductions are made according to the relevant Schedule of Rates;
the Manager authorises a payment to the Australian Taxation Office (ATO) for the appropriate amount of group tax owing for that month on or before the date required
reporting and payments to the ATO is completed using written forms which allows for a payment via BPAY to the ATO.

Superannuation Payments
As an employer, Better Together is required to pay contributions to a superannuation fund on behalf of staff, for every dollar they earn. This will be paid in accordance with the Superannuation Guarantee percentage.  

Superannuation Funds
An employee may choose which superannuation fund they wish to belong to.  If staff do not nominate a superannuation fund they will be registered with the Better Together default superannuation fund.

Following the final salaries payment for any given quarter, the Finance Officer will:
make payments to the relevant superannuation funds on behalf of staff for the appropriate amount of contribution for that quarter
prepare the payments accompanied by the appropriate documentation (Contribution Return form)
electronically process

Long Service Leave Payments
As an employer, Better Together is required to pay contributions to a QLeave on behalf of staff each quarter.  This will be paid in accordance with the QLeave percentage.  

Salary Sacrificing Payments
As an employer, Better Together is required to pay contributions to Paywise on behalf of staff each fortnight.  This will be paid in accordance with the agreed amounts between the workers and Paywise.  

Child Support Payments
As an employer, Better Together is required to pay contributions to a Services Australia on behalf of staff each fortnight for Child Support.  This will be paid in accordance with the rate agreed between the worker and Services Australia.  




8.1(J)		Maintaining Financial Records for Service Users

Rationale

Better Together provides service users’ with an accurate up–to-date report describing how funding received on their behalf is utilised by the service.

Detailed Procedure

Better Together will:
acquit funding by outputs (hours)/(kms)
therefore all service users receive funding in hours/kms;
Better Together records all hours/kms for each individual and reports to the relevant organisation;
[bookmark: _Hlk117007147]annually review a service user’s Individual Support Plan and record details of unused hours,  
informing them if they have overspent or under spent their funding;
giving them the opportunity to increase or decrease their support as needs require
(see Policy 2.0- Developing and Implementing an Individual Support Plan).



8.1(K)		Managing Sponsorship and Donation Requests

Rationale

Better Together may receive requests from individuals, families, community groups and other organisations seeking donations, sponsorship or financial contributions. As a charity and Public Benevolent Institution, Better Together has a responsibility to ensure that any outgoing financial support:
· is applied in a manner consistent with the organisation’s charitable objects and mission;
· is financially sustainable and does not compromise operational requirements or restricted funding obligations;
· is considered fairly and transparently; and
· is appropriately authorised, recorded and acquitted.

This procedure ensures requests are managed consistently, reduces the risk of perceived favouritism or conflict of interest, and supports the Management Committee to make decisions that meet fiduciary and governance responsibilities.

Detailed Procedure

Better Together will ensure that:
· all donation and sponsorship decisions are discretionary and not guaranteed;
· requests are only considered where there is a clear and documented alignment to Better Together’s charitable purpose and objectives;
· no donation or sponsorship will be paid from restricted funds, unless explicitly permitted by the funding agreement and authorised by the Management Committee;
· approvals do not create precedent or ongoing obligation; and
· decisions are made with consideration of equity, reputational risk, and organisational sustainability.

How Requests Are Submitted
All requests must be submitted in writing to the Manager (or nominated delegate) and include, at minimum:
· applicant name and contact details (and ABN/registered status if applicable);
· the purpose of the request and the amount/value requested;
· how the funds will be used and the date(s) relevant to the request;
· how the request aligns with Better Together’s mission/charitable purpose (as stated in the Constitution);
· whether the applicant has sought other funding sources; and
· any proposed recognition/acknowledgement (if sponsorship).
Requests will not be progressed if insufficient information is provided.

Initial Screening by Manager (or Delegate)
Upon receipt, the Manager will:
1. acknowledge the request in writing (where appropriate);

2. screen the request against the following criteria:

Eligibility Screening Criteria
· aligns with Better Together’s charitable purpose and objectives;
· does not conflict with Better Together values, policies, or reputation considerations;
· does not involve prohibited or high-risk purposes (e.g., private benefit unrelated to charitable purpose, gambling, political donations, items/services that may bring the organisation into disrepute);
· can be funded from available and appropriate sources (i.e., not restricted funds); and

3. identify any actual or perceived conflicts of interest and apply the Conflict of Interest process.

If the request clearly does not meet eligibility criteria, the Manager may decline the request and record the decision (see Recording).

Financial Capacity Check
Before any recommendation is made to the Management Committee, the Finance Officer (or delegated staff member) will confirm:
· whether unallocated funds are available;
· the request will not jeopardise current obligations (payroll, rent, project delivery);
· the request does not draw on restricted funds; and
· the amount requested fits within budget constraints.

A brief financial note will be provided to support decision-making.

Approval Pathways (Delegations)

All outgoing donations and sponsorships must be approved  in line with Financial Delegations (Procedure 8.1(D).
All donations require committee approval:
· the Manager will provide a brief recommendation to the Management Committee, including:
· purpose alignment statement;
· financial capacity note;
· risk considerations (including precedent and reputational issues);
· proposed amount and any conditions.

Note: The Management Committee may approve, partially approve, defer, or decline the request. The decision is final.

Conditions of Approval (Where Applicable)

Where support is approved, Better Together may apply conditions including:
· funds must be used only for the stated purpose;
· evidence of expenditure or outcome must be provided (e.g., receipt, short acquittal note);
· Better Together’s name/logo is used only with written permission;
· acknowledgement wording must be approved by Better Together;
· the support is a one-off contribution and does not constitute ongoing sponsorship.

Recording and Payment

For all approved donations/sponsorships, Better Together will ensure:
· the decision is recorded (including purpose alignment and approval authority) in:
· Management Committee minutes and
· an internal Donations/Sponsorship Register;
· payments are processed in accordance with purchasing/payment procedures (8.1(H));
· supporting documentation is retained to meet audit and governance requirements.

The Donations/Sponsorship Register will include:
· date of request and decision;
· applicant name and purpose;
· amount approved (if any);
· funding source (confirming not restricted);
· approval or declined
· any conditions placed on funding;
· acquittal received (if required).


Declining Requests

Where a request is declined, Better Together will:
· communicate the outcome respectfully in writing (where appropriate);
· avoid providing detailed financial information or subjective reasoning;
· record the decision and a short reason category (e.g., not aligned with purpose, insufficient funds, restricted funds, risk/precedent). 
· Add the donations register



Related Better Together Policies and Procedures

Policy 8.0	Service Management: Governance
Policy 10.0	Staff Recruitment, Employment and Development
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PROCEDURE S   8. 1   –   SERVICE MANAGEMENT:   FINANC E  

 

  Number    Procedure      Related  Nation  Disability Insurance   Quality  Practice  Standard  

8.1 ( A )  Meeting Financial Requirements   

8.1( B )  Banking  –   Types of Accounts   

8.1( C )  Banking  –   Financial Controls   

8.1( D )  Financial Delegation   

8.1( E )  Operating within a Budget  2  

8.1( F )  Monthly Financial Reporting   

8.1( G )  Managing Incoming Funds   

8.1( H )  Managing  Purchases and Payments   

8.1( I )  Managing Payroll Expenditure   

8. 1 ( J )  Maintaining Financial Records for Service Users   

8.1(K)  Managing Sponsorship and Donations Requests   

    8.1( A )     Meeting Financial Requirements     The  M anager and  staff are required to:      e ncourage  other  staff to take a proactive role in the cost reduction and revenue  enhancement opportunities      present clear  updated budget statements to the  M anagement  C ommittee along with  corrective actions where necessary. All reports are to be :      concise, com prehensive, accurate and timely      ensure sufficient money is always in the bank   to pay expenses.  Invoices must be settled  on a timely basis and any disputed accounts must be settled as soon as possible      comply   with legal and contractual obligations. All legal documents of value, for example,  contracts from funding bodies, are  to be:      acknowledged where appropriate, referenced, recorded and filed in a place of  security.    Any directions must be authorised through  M anagement  C ommittee  M eeting   M inu tes .      take   responsibility for communicating financial policies and procedures to  staff   so that  they fully understand the implications of failing to comply with a policy or  particular  procedure. If a procedure is not practical it must be modified as soon as possible so that  the high level of effectiveness and efficiency of the financial system is maintained   (see  8.1 -   Reviewing this Policy) .      

