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WCU Financial Policy   






Background

Elected officers of the WCU will necessarily be involved in financial transactions on behalf of the WCU from time to time. As part of their duties, some officers will spend a high portion of their time on such affairs. It is expected that these officers will at all times comply with the highest standards of probity when conducting the affairs of the WCU. The WCU and its officers must comply with all legal requirements and not leave themselves open to possible charges of irregularity.

The WCU recognises that officers provide their time free of charge. In conjunction with this, there will be circumstances when it is appropriate for those officers to be compensated for demonstrable financial loss (eg loss of earnings or extra unavoidable cost). Officers may incur expenses in conducting WCU business, and should be entitled to refund without expectation of profit. 

Officers may purchase equipment and supplies to enable the WCU to conduct its affairs. The WCU is entitled to expect all such costs to be reasonable and not profligate, and the transactions to be subject to normal, prudent financial controls. 

The following protocol is intended to ensure that the best interests of the WCU are served, whilst ensuring that the officers themselves are protected from spurious allegation etc arising from misinterpretation of their actions.

Overall objectives

In the course of these matters, officers must ensure that any financial liabilities arising are incurred wholly, necessarily and exclusively for the WCU.  

Procedures

Honoraria

The Annual General Meeting may, at its discretion, approve payment of an honorarium to a specified officer. This is deemed to recompense officers for small value expenses incurred in the previous financial year without the need for them to maintain records or produce documentation to justify their claims. The honorarium should cover, for example, telephone costs, postages, printer ink etc. 

Should the AGM not authorise such a payment, the officer will have no recompense against the WCU. However,  expenses of significant value may be claimed subject to compliance with the rules on Officer Expenses (see below).

Officer expenses

Out-of-pocket expenses incurred by an officer wholly, necessarily and exclusively in the conduct of his WCU duties will normally be reimbursed by the WCU, subject to compliance with the procedures below. This will not include items considered to be covered by the honorarium, nor will it include reasonable travel costs for attendance at WCU meetings.  (There may be an exception to this in the case of long journeys, subject to the agreement of the FD).

1. Any such expenses incurred must fall within the approved budget of the relevant WCU committee, or within the Administration budget.

2. Expense claims will be submitted to the FD within 1 month of the officer having made the payment. 

3. Any claim for reimbursement of expenditure should be supported by documentary proof of payment from a third party.  Wherever possible, that documentation should make reference to the WCU and the activity / event involved.

4. Allowable expenses claimed for the use of a private car will be limited to the incremental running costs actually incurred for that journey.  The calculation of those costs is determined as a rate/mile, as defined in the appropriate standard published by the Automobile Association in July each year. The rate/mile will include “running costs” as defined in the AA standard (ie petrol, tyres and service), based on a mid-sized car in the AA table (ie costing £18,000 - £25,000).  The precise rate will be determined by the FD in August each year, and published to the members of the management board.  
Setting and compliance with budgets

A budget will be prepared by each committee chairman and agreed with the FD each financial year. If there is no agreed budget, the approval of the FD is final for all items of expense. Agreed budgets will be subject to the following controls:

· Officers have freedom of choice within the agreed budget limit

· The FD will monitor compliance with the budget and will notify the Committee Chairman when net expenditure approaches the budget limit (normally  within 15% of the total budget). However, the FD may apply this check on a phased monthly or quarterly budget if such is available.

Dealing with suppliers of goods and services

It is essential in all dealings with suppliers that WCU officers recognise their responsibility to the WCU, and also to avoid any suggestion of collusion or malpractice.

1. All costs incurred with outside suppliers should be reasonable in value and wholly, exclusively and necessarily incurred for WCU purposes.

2. Supplies and services exceeding £300 should be subject to a minimum of 3 competitive quotes. In normal circumstances, the cheapest quotation should be used, but the officer may use another in exceptional circumstances and subject to prior agreement with the FD.

3. Where 1 supplier provides values £1,000 in a year (based on past experience) and it is likely that this service will continue, the annual spend in the next year must be subject to quotes for the value of expected supplies in a full year – eg chess equipment, trophies, scoresheets and printing.

4. Documentary evidence of quotations must be retained for examination by FD and for audit purpose.

Fees charged by Officers

It is unusual for WCU officers to charge a fee for their services, and they will not normally be party to a commercial relationship with the WCU. However, it is recognised that an officer may be employed by a commercial body operating in chess-related activities. Whilst maintaining strict probity, it may not be reasonable for the WCU or in its best interests to prevent that officer working on behalf of the WCU during his/her normal working hours. In such circumstances, the officer may need to make a charge on the WCU, but only subject to the following conditions:

· Any fee must be fair and reasonable for the services provided

· Any fee must be wholly and exclusively for the benefit of, and in the best interests, of the WCU and have been necessarily incurred in the discharge of the officer’s duties to the WCU.

· Charges must not exceed values which may be charged by 3rd parties – and there should be no expectation that 3rd party values will always be acceptable or paid

· Charges by Officers must be agreed specifically with FD

· In exceptional circumstances, loss of earnings may be claimed at rates agreed with the FD, but will in no case exceed what may be charged by a comparable third party. If requested, the officer must be able to demonstrate that such financial loss was real – ie that their income was actually reduced by not less than the value of the claim. 

· If an officer incurs any significant, unavoidable expense in pursuance of his/her WCU duties , recompense may be claimed from the WCU subject to approval of the FD.

Cash transactions 

Payments in cash must be strongly discouraged at all times. Officers who are requested to make payment in cash should recognise that this can lead to irregularity and possible failure to comply with UK tax regulations. The WCU must not condone such matters.

In cases where payment by cash is unavoidable, the paying officer must ensure that:

· Expenses are accompanied by a receipt signed by the recipient

· Where a number of cash payments are incurred together (eg tournament prizes), the officer making the payments must complete the standard WCU Cash Payments return, obtaining a signature from each recipient.

A cash payment should never be made to a corporate body.

Income

Officers may from time to time – and especially whilst organising an event or tournament – collect money on behalf of the WCU. To ensure the best financial control and minimise any potential risk for officers, the following procedures are encouraged:

1. Persons making payments to the WCU should be encouraged to pay by bank transfer, direct into the appropriate WCU bank account. Bank account details may be provided by the FD from time to time.

2. Officers may accept cheque payments (made payable to the Welsh Chess Union) ensuring that these are banked into a designated WCU bank account with a minimum of delay. Appropriate advices detailing the nature of the transactions should be given to the FD. 

3. Payments to the WCU (or to a tournament organiser) in cash must always be discouraged. 

4. If such cash receipts are unavoidable, the receiving officer must always issue a receipt to the payer, retaining a copy or counterfoil for subsequent financial audit.  Alternatively, and subject to prior agreement with the FD, the receiving officer may prepare a simple list of cash received, listing each payer and requiring the signature of those individuals. 

5. Such cash received must be banked into the appropriate WCU bank account intact – ie without any deduction  - other than in very exceptional circumstances.

6. The officer receiving the cash must account for it fully to the FD within a maximum of 15 days of receipt.  However, if these funds are part of an event or tournament, the organiser may, subject to the prior agreement of the FD, submit a full reconciliation of the financial results of that event within 15 days of the end of the event. Such a reconciliation must be in a format authorised by the FD.

Should any office find that compliance with these rules is difficult in a specific instance, he may exceptionally discuss and agree an alternative procedure in advance with the FD.

Use of bank accounts

Income received and payments made in respect of WCU activities should always be routed through a bank account in the name of the WCU. An officer may open such an account only with the approval of, and subject to financial controls required by, the FD. The FD will always have right of access to such an account and will also be a signatory to that account.

Officers who have been permitted to open / use a WCU bank account should provide the FD with a full record of transactions through the account each quarter, together with a reconciliation of the bank balance.
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