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Hanover Day Association 
 
Financial procedures 
 
The association’s financial year runs from 1st October to 30th September. Working funds are held 
in a current account, reserves are held in a deposit account. 
 
1. Statement of intent 
These procedures have been developed to enable us to deal efficiently and systematically with our 
finances. They relate mostly to the work of the HDA committee and in particular to the officers. 
They also serve as a reference point for committee members and others keeping a check on the 
way we use public money and carry out our financial responsibilities. 
 
2. General principles 

• All receipts are recorded and banked as soon as practicable. 
• No expenditure is made without proper authorisation. 
• No payment (cheque/ direct payment/ cash withdrawal) is made unless signed by two 

approved signatories. 
• No one can authorise a payment or sign a cheque to themselves or a close relative. 
• In no circumstances (including emergency action) may the person placing an order 

authorise payment for that item. 
 
3. Specific procedures 

• All expenditure requires approval by the committee. 
• No petty cash account will be maintained. 
• In cases of emergency or urgency only, officers may authorise payments between 

meetings. Any such payments must be ratified at a properly constituted meeting at the first 
practicable opportunity. 

• While decision-making may be delegated to sections or sub-committees, all payments 
made under such arrangements are subject to these procedures, including all requirements 
for banking receipts and the authorisation of payments. 

• The treasurer shall report on the financial position at each meeting, and shall report in 
detail whenever the meeting or officers request a detailed report. 

• Officers shall at all time pursue economy and value for money when authorising 
expenditure. 

• Whenever practicable, major expenditure shall be subject to competitive tendering. 
• The accounts of the organisation shall be independently audited after accounts are closed 

at year-end, and a report on the accounts presented to the committee. 


