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Financial Policy


1. The Governing Body is responsible for:
· Safeguarding the assets of BLESS
· Preventing fraud
· Avoiding mistakes
· Keeping financial records in accordance with the governing document and relevant legislation (Society Act).
· Preparing Annual Accounts in accordance with the governing document and relevant legislation

2. To enable the Governing Body to carry out these responsibilities effectively, the Financial Procedures detailed below must be always followed by Governing Board members, staff and volunteers.

3. A copy of this policy and procedures will be given to all the Governing Body members on their election/appointment to the Governing Body, and to all relevant staff and volunteers. The policy and procedures will be reviewed annually by the Governing Body and revised as necessary.

Financial Procedures


1. Organisational Information
a) Our Financial Year runs from April to March.
b) Name of Bankers : The Punjab National Bank , South Indian Bank, Indian Bank, State Bank of India
c) Name of Auditor/Independent Examiner: Mr. Joseph.










2. Bank Accounts

a) All bank accounts must be in the name of the organisation.
b) No account may ever be opened in the name of an individual or individuals.
c) New accounts may only be opened by a decision of the Governing Body, which must be minuted.
d) Changes to the bank mandate may only be made by a decision of the Governing Body, which must be minuted.
e) All cheques must be signed by two signatories.
f) The signatories are responsible for examining the cheque for accuracy and completeness.
g) All Internet Bank Transfers must be authorised by two signatories.
h) The Executive Secretary is responsible for ensuring accuracy and completeness prior to transmission.
i) The signatories are responsible for examining the payment documentation (purchase invoice etc) prior to signing the cheque or authorising an Internet Transfer.
j) Blank cheques must never be signed.


3. Signatories to the accounts:


i) Name: L.S. Anthony Samy


Role/Job Title: Executive Secretary


ii) Name: K. Umadevi


Role/Job Title: Vice President














4. Annual Budget
a) An annual budget, setting out the organisation’s financial plan for the year, will be prepared so that the Governing Body can approve it before the start of each financial year.
b) The draft budget will be prepared by the following four personnel:


· President
· Executive Secretary
· Treasurer
· Finance Manager (Staff of BLESS)
5. Financial Reports
a) A financial report will be prepared for every Governing Body meeting by the Treasurer with the support of the Finance Manager.
b) The financial report will consist of:
· Income and Expenditure
· Balance Sheet
c) Each Financial Report will be circulated to the Governing Body members and discussed at the following committee meeting.
6. Accounting and other financial records


BLESS maintains its accounts electronically using Tally. The records are:
a) Cheques and cash received and banked
b) Cheque payments, Internet Banking Transfers and other amounts paid from the bank accounts
c) Every transaction will be entered into the appropriate book and will include:
· The date of the transaction
· The name of the person from whom the money was received or paid to and the full amount
· A brief description of why the money was received or paid
· An analysis of each amount under its relevant budget heading, where applicable
d) All documents relating to receipts and payments will be filed manually and subsequently they are input into the system.

A regular backup copy will be taken, saved to CDROM.




7. Authorisation and Payment
a) All purchase orders must be recorded in the Purchase Order book and allocated Purchase Order Number.
b) The Purchase Order Number must be given to the Supplier and quoted on their invoice.
c) The Governing Body must approve the purchase of any item over INR.200,000
d) No member of the Governing Board or staff member may authorise payment to themselves, their partner or relatives.
e) Invoices (or other receipts) should be matched and checked against the Purchase Order book before payment is authorised. All goods received must be signed for; if unchecked they must be checked for completeness before payment.
f) The Finance Manager can approve payments up to the limit of Rs.10,000
g) Before cheque or Internet payment is made, it must be authorised in writing and entered in the Cheque Authorization Register.
h) For Internet Bank Transfer the two signatories must sign the Authorisation form.
i) Once payment has been made the invoice (or other receipt) should be marked “Paid,” together with the cheque number and date.
j) All payments must be entered in the computerised accounting system only after being authorised.

8. Cash Handling & Transaction:


a) Cash Account & Transactions: Cash transactions are resorted in case of small expenses and when/where banking services are not available.

b) Daily Cash Balance: Closing balance cash denomination are entered under the Cash Book and signed by the Finance Manager.

c) Withdrawing Cash from Banks: When there is a need to withdraw cash from banks, a Cash Withdrawal register is used. The cash withdrawal registers duly filled up and signed by the staff, involved in handling cash

d) Cash Payments: For making cash payments, use a payment voucher. When a cash payment is to be made, the voucher is approved by the responsible authority. The payee also signs the voucher on receiving the payment. This voucher is then filled and recorded.
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e) Cash Verification: It is mandatory to verify the cash balance at the end of the month. The Executive Secretary ensures that the cash account record has been signed by the person handling cash and the person handling finance. In case of any discrepancy noticed during this period, the physical verification is recorded and reported in written document to the concerned person immediately.

f) Controls to be exercised: Some of the important controls which are in practice include:
· No access to third parties towards the safe or Finance Manager.
· Only one person is designated to handle cash and is solely responsible for it.
· A fixed time period is specified for cash disbursements. Emergency payments can only be released during other times.
· Strict observance of minimum and maximum cash limits. Maximum cash payment is INR.5,000
· Cash receipts/payments accounting is done on day-to-day basis.


g) Petty Cash: The Finance Manager is the one and only designated person for handling petty cash. The person in charge of funds will reimburse for any incongruity. All petty cash requests are duly signed by the Executive Secretary on printed voucher.

h) Cash Book maintenance: Cashbook is devoid of any alteration or cutting. Any correction fluid is never used in cashbooks. In case of any mistakes, it is corrected by passing an entry of rectification. Cashbooks are regularly written to maintain transactions, up to date. Cash balances are also inked up, on daily basis.

i) The competent authority tallies, checks and signs the cashbook, on monthly basis.













9. Stock Management:
a) Maintaining Stock Register: Stock Register keeps record of all goods that are purchased and stored. Usually, an enclosed format is maintained while entering details in the stock register. The stock register is preserved at the office where the goods are purchased or stored centrally. With arrival of fresh stock, the register needs to be updated with accurate quantity and other data.

b) Purchasing: It includes identifying potential suppliers and procuring at least three estimates and finally getting into negotiation about trading terms and conditions. After mutual agreement on payment terms, orders are placed. Goods/services that had been ordered are received and paid. After complete payment, accountings and archiving expenditures are prepared.

8. Salary

a) All employees (including regular and part time employees) must sign the salary register before they receive any payment.
b) All staff changes and changes to terms and conditions of employment must be authorised by the Governing Body.
c) Monthly salary calculations will be made by Finance Manager and authorized by the Executive Secretary.
d) In case of emergency, salary may be advanced in 3 proportions per year. The appropriate reason musted be filled in and signed by the respective employee in the Salary advance request form authorized by the Director and Finance Manager. With respect to the Director, any member of the governing body can sign the form for approval.

9. Insurance


a) All vehicles purchased for the work of BLESS should be insured.
b) An inventory of all physical assets of the organisation will be kept and regularly updated.


10. This Financial Policy, and the Financial Procedures detailed above were agreed by Governing Body.
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