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FP1
RESPONSIBILITIES

1.1
Responsibilities of the Board 

All members of the Board and employees of the Company are responsible for ensuring that they use the resources and assets entrusted to them in a responsible and lawful manner. They should strive to achieve value for money at all times.

1.2
Personal Responsibilities

Any person charged with the use or care of the Company’s resources and assets should inform themselves of the Board’s requirements under Financial Procedures.  If anyone is in any doubt as to their obligations, then they should seek advice.  Unresolved questions of interpretation should be referred to the Financial Director and the Finance Committee.
1.3
Financial Director

1.3.1
The Financial Director is responsible for ensuring the proper financial administration of the Company’s affairs and will act as financial advisor to the Board and its sub-committees. The Financial Director is responsible for ensuring Finance committee meet at a regular frequency and that they reach a consensus on the content of the required reports to inform the Board

1.3.2 The Financial Director should ensure adequate and effective systems of internal control and accounting records are maintained.

1.3.3 The Financial Director will report to the Board as necessary on the financial implications of its decisions and where in their opinion the Board is likely to make a decision which would cause a loss, not represent value for money or be unlawful.

1.4
Finance Committee

1.4.1 The Board shall annually appoint a Finance Committee consisting of the Financial Director who will act as Chair of the Committee, the Chief Executive ex officio, and such other members as are determined by the Board and the extant decision within the Governance framework.

1.4.2 The role of the Finance Committee will be as follows:-

a) To consider and recommend to the Board an annual budget for the forthcoming year;

b) To monitor quarterly financial statements and report to the Board accordingly;

c) To approve additional expenditure from approved budgets of up to 5% of existing budgets to meet agreed activities;

d) To monitor and control the Company’s financial affairs in consultation with the Financial Director;

e) To consider and report to the Board on the financial implications of its decisions and those of its sub-committees, including the level of fees and charges to be levied;

f) To review and decide on the award of work for which tenders and/or quotations have been received by the Company;

g) To put in place, and monitor, suitable arrangements for the maintenance of the accounting records, compilation of, and auditing of the year end accounts;

h) To ensure compliance with requirements under Company legislation for timely submission of financial statements, as required;

i) To approve the annual accounts prior to their submission to the Board and the AGM for adoption;

j) To prepare a Medium Term Financial Plan and associated income strategy.

k) To prepare an investment strategy for each financial year, and to recommend to the board suitable investment vehicles for any surplus funds.

l) To monitor and report at least twice a year to the board, all investment transactions undertaken by the FD under delegated authority, and the performance of all investments held in the name of the Company.

m) To ensure the provision and management of such bank accounts as are deemed necessary for the effective processing of all financial transactions in accordance with existing legislation.

FP2
FINANCIAL PLANNING AND BUDGETS

2.1
The Financial Director shall prepare, in consultation with the Chief Executive and the General Manager, a budget for the Company for the forthcoming year.

2.2
The draft budget shall be considered initially by the Finance Committee prior to it being considered by the Board.

2.3
The budget will be submitted to the Board for consideration prior to the beginning of the relevant financial year, i.e. 1 January.  The budget will be as complete and accurate as possible and include provision for all running costs, salaries and wages and any other outgoings and income which are anticipated.

2.4
The Financial Director will produce and maintain medium term financial forecasts covering the current and at least two subsequent financial years.  These forecasts will be updated regularly and considered by the Finance Committee when the budget is set for the forthcoming year and after the mid point in the financial year.

2.5
The annual budget and medium term financial forecasts will take into account the Company’s objectives and Business Plan as agreed annually by the Board.

2.6
The following will provide details of their proposed expenditure and income by the 31 October prior to the beginning of the relevant financial year for approval by the Finance Committee:

i. Chairs of Working Groups;

ii. Chairs of Special Interest Groups;

iii. Chairs of Country/Regional Groups; 

iv. Chairs of Sector Groups, and

v. Delegated Budget Holders.

FP 3
BUDGETARY CONTROL

3.1
Once approved by the Board, the Chair, Secretary, Financial Director, Chief Executive and Delegated Budget Holder shall be authorised to incur expenditure necessary for the Company to exercise its functions provided that:-

i. the expenditure is legal and within Board policy and law;

ii. Contract Procedure Rules, if applicable, have been complied with;

iii. expenditure is within the approved budget; and

iv. any necessary consultations have take place with appropriate Board members.

3.2
When expenditure is required to be met in an emergency, it can be incurred provided that the Executive Committee are in agreement and the matter is reported to the Board at the earliest opportunity.

3.3.
The Finance Director and the General Manager shall monitor income and expenditure against budgets on an ongoing basis and report any major variances immediately to the Executive Committee; 

3.4
The Chief Executive and Financial Director shall report on a quarterly basis to the Finance Committee and Board with a comparison of income and expenditure against budgets; and

3.5
Where a Country/Region operates banking arrangements outside ALARM Ltd’s main bank account, the Chair of that Country/Region shall also submit a report on a quarterly basis to the Finance Committee and Board comparing income and expenditure against budgets, and submit year end accounts.

3.6
Virement (transfers) between budgets should only take place where additional expenditure to be met is consistent with Board policy. 

3.7
Authority for virement is required as follows:-

a) for sums up to £10,000 – approval of the Financial Director;

b) for sums in excess of £10,000 up to £50,000– approval of Finance Committee;

c) or sums above £50k -  by the Board except when required under paragraph 3.2 above;

d) a list of virements is to be reported to Finance Committee at the first available meeting, and to the Board as part of the standard reporting requirements.
FP4
ACCOUNTING

4.1
The Financial Director shall:

a)
Determine accounting systems and procedures and the form of financial records and statements which will then be approved by the Finance Committee. Changes to accounting procedures shall be notified to the Board as part of the standard reporting requirements.

b)

Provide guidance and advice on all accounting matters;

c)
Monitor accounting performance to ensure an adequate standard;

d)
Arrange for the appropriate certification of financial returns and other periodic financial reports required of the Company; and

e)
Arrange for the preparation of the Accounts and Audit of the Company.  

4.2
The General Manager shall:

a)

Implement accounting procedures and adopt the form of financial records and statements as determined by the Financial Director;

b)
Obtain the approval of the Financial Director prior to changing the form or method  of accounting systems and procedures, financial records or statements;

c)
Complete and pass to the Financial Director financial returns and other financial reports requiring certification; and

d)

Keep, as far as possible, a separation of duties for staff with financial responsibilities.

4.3
The following principles shall be observed in connection with accounting systems:-

a)
The duties of providing information regarding sums due to or from the Company and of calculating, checking and recording these sums shall be separated as completely as possible from the duty of collecting or disbursing them; and

b)
Officers/contractors charged with the duty of examining and checking the accounts of cash transactions shall not themselves be engaged in any of these transactions.

4.4
The General Manager shall:

a)
Ensure that the company is properly registered for VAT and corporation tax purposes

b)
Ensure that all financial transactions undertaken by the Company comply with the prevailing tax and VAT legislation and are properly recorded for VAT and corporation tax purposes.

c)
Ensure that all statutory tax and VAT returns are promptly completed and submitted to the relevant authorities.
FP 5
AUDIT

5.1
The Board shall recommend to the Annual General Meeting the appointment of an external auditor who will audit the annual accounts of the Company.

5.2
The auditor must be CCAB qualified and carry an amount of professional indemnity insurance cover acceptable to the Board.

5.3
The auditors report will be submitted by the Board to the Annual General Meeting along with the accounts to which the report refers.

5.4
The Financial Director shall be informed of any financial irregularities or failures in financial control and investigate and report on these .

5.5
The Financial Director will report all financial irregularities to the Finance Committee in the first instance and as soon as practicable to Board.

FP6
PURCHASING ARRANGEMENTS

6.1
The Chief Executive, the General Manager and any delegated budget holder, including County Regional & Sector Chairs may procure goods, materials, services or works up to the value of £10,000 provided prior budget approval exists,, but must be able to demonstrate via appropriate records (e.g. quotations or price lists) that value for money has been demonstrated.

6.2
For goods, materials, services or works between £10,000 and £50,000, a minimum, where practicable, of at least 3 written quotations from suitable contractors or suppliers must be supplied. The results of this exercise will be subject to a report and approval by the Finance Committee and reported to the Board. Where less than 3 quotations can be obtained, the reason for this should be documented. 

6.3
Procurements that are valued above £50,000 shall be classed as a high value procurement, and such a procurement shall be conducted in such format as the Chief Executive decides is the most appropriate and efficient in each case.  This will apply to all high value procurements other than those exempted in paragraph 3.2 above. The Company’s Contract Procedure Guide provides further information on the various options available if a formal tender option is chosen.
6.4
The Chief Executive shall liaise with the General Manager to ensure that value for money is achieved by arranging that where possible central purchasing arrangements are in place for all activities of Alarm nationally and regionally.

FP7
INCOME

7.1
The objective of this financial regulation is to ensure that all income due to the Company is collected, banked and properly accounted for.

7.2
The collection of all sums due to the Company shall be under the supervision of the Financial Director who shall, in conjunction with the Chief Executive make and maintain adequate arrangements for prompt and proper accounting for all cash, including its collection and deposit.

7.3
The Finance Committee shall maintain and keep under review, a fees and charges policy and shall consider and make recommendations to the Board  on any proposal with regard to charges for subscriptions, and all other services of the Company.

7.4
All transfers of cash between staff, Board or committee members shall be evidenced by the signature of the receiving officer.

7.5
All cheques must be payable to Alarm Ltd. All cheques, Postal Orders, money orders, and bankers’ drafts shall be crossed in a manner approved by the Financial Director. 

7.6
All money received on behalf of the Company shall be held securely and paid intact and without deduction to the Company’s bankers at least weekly.  Where the amount held exceeds the insurance limit the money shall be paid into the bank as soon as possible.

7.8
No deductions shall be made from money received except as expressly authorised by the Financial Director.

7.9
Income should be collected in advance of service, or where this is not possible by a prompt official invoice.

7.10
Arrangements for the ordering, controlling and issuing of all financial forms shall be approved by the Financial Director and monitored by the Chief Executive

7.11
Arrangements for the security and retention of keys must comply with the insurer’s requirements.

7.12
Authorisation of the Finance Committee must be obtained before any bad debt is written off.  Such write offs must be notified to the Board as part of the standard financial reporting requirements.
7.13
Personal cheques must not be cashed out of money held on behalf of the    Company.

7.14
The General Manager shall be responsible for ensuring that income is allocated correctly to the appropriate accounting code.

7.15
The General Manager shall, as soon as required after the year end, notify the Financial Director of any accounts not yet raised for the previous financial year.

FP8
BANKING ARRANGEMENTS & CHEQUES

8.1
All arrangements with the Company bankers shall be approved by the Financial Director and undertaken by the General Manager.  At least four members of the board shall be authorised to operate such banking accounts as the FD may consider necessary; all changes to these arrangements shall require at least two authorised signatories to approve the changes. Such banking arrangements will be duly authorised and recorded with the Company Secretary.  

8.2
Payments by cheque, BACS Company Purchasing Card or other electronic means shall be authorised as follows:-

a)
For payments for goods and services up to £10000 in value certification will be by the General Manager except where the amount is payable to the General Manager or any company owned and operated by him/her, when it will be certified by the Chief Executive or in their absence, by the Finance Director.

b)
For payments for goods and services over £10000 and under £50,000 in value, certification shall be by the Chief Executive.  For all other payments any of the two signatories authorised by the Board shall be required who shall be:-

Chairman

2 Vice Chairs

Financial Director

Secretary

Chief Executive (except where the amount is payable to the Chief Executive).

8.3
Transfer of monies between the Company’s operational accounts shall be approved by the Financial Director.  The General Manager is authorised to carry out such transfers on a day to day basis 

8.4.
The movement of money between operational accounts and investment accounts, shall be as determined in section FP14, Treasury Management, 
8.5
All blank cheques shall be kept secure and issued in consecutive numerical order.

8.6
No officer of the Company, other than the Company Secretary, may open any bank account whose title is associated with the Company.

8.7
All variations in the company’s banking terms and overdraft arrangements shall be agreed with the Financial Director on behalf of the Company, subject to consultation with the Finance Committee, and reported to the Board as part of the standard reporting requirements.

8.8
The security arrangements for the control and ordering of cheques shall be subject to the approval of the Financial Director and monitored by the Chief Executive.
FP9
ORDERS FOR GOODS AND SERVICES

9.1
The objective of this regulation is to ensure that work, goods and services are only ordered for the purposes of Company business and that the resulting expenditure is within budget and properly approved.

9.2
The Finance Director shall be responsible for ensuring that safe and sufficient arrangements exist for the ordering and payment of all goods and services in accordance with these regulations ( Note: the Contract Procedure  Guide should be followed, if applicable), and that adequate budget provision exists for all purchases.

9.3
Official orders used by the Company shall be in a form approved by the Financial Director and signed by the Chief Executive, the General Manager or such other person duly authorised by them, or duly authorised as a delegated budget holder.

9.4
Whenever practicable, the duties of ordering, and receiving goods and certifying the respective invoices for payment shall not be performed by one person.

9.5
The purchase of equipment, goods, materials and engagement of contractors shall be effected through the most economically and practical means, and in accordance with these Procedures and the Contract Procedure Guide, if applicable.

9.6
Verbal orders shall only be given in an emergency and must be confirmed by a written order within 24 hours.    

FP10
PAYMENT OF ACCOUNTS

10.1
The purpose of this regulation is to ensure that all payments made by the Company are lawful, properly authorised and within the amount provided in the Board’s budget.

10.2
The only methods of payment of money due from the Company shall be by cheque, BACS, an authorised credit/debit/purchasing card or direct debit on the Company’s bank accounts.  For incidental items under £50 cash may be used subject to the provision of a suitable receipt.
10.3 The Chief Executive is ultimately responsible for certifying accounts for payment and certification shall mean that:-

a) The goods have been received, the work done or the services rendered, and that they are satisfactory as to quality and correct as to quantity; In the case of a delegated authority, The Chief Executive will confirm with the delegated budget holder the goods have been received, the work done or the services rendered, and that they are satisfactory as to quality and correct as to quantity.
b) The goods or services have not been paid for previously;

c) Prices are in accordance with the agreement, contract quotation or current market rate, whichever is applicable; that all trade or cash discounts have been deducted;

d) Any special authority for the purchase has been obtained

e) The payment is in accordance with Board policies and complies with its Financial Procedures and Contract Procedure Rules, if applicable.

f) The expenditure is within the annual budget or approved additional budget and that it has been charged in the financial year in which the work was done or goods received irrespective of the year in which provision has been made in the budget.

g) Appropriate entries have been made in inventories or stock or stores records

h) The account is arithmetically correct

i) The General Manager shall be responsible for ensuring that expenditure is allocated correctly to the appropriate accounting code.

10.4
All invoices and other financial documents supporting the accounts shall be retained for at least 6 years or such longer period as is prescribed by law or advised by the Company Auditor.

10.5
The General Manager shall as soon as possible after 31 December each year, notify the Financial Director of all outstanding expenditure relating to the previous financial year, and normally if accounts are not received during the month following that in which goods were delivered, services rendered or work completed, the creditor shall be asked to supply an account forthwith.

FP11 
PAYMENT OF EMPLOYEE RELATED EXPENSES

11.1
The Financial Director will make suitable arrangements for the payment of employee related expenses either by direct payment through the Company’s financial systems or by an agency arrangement.

11.2
The Administration Office of Alarm Ltd shall keep a personal record file for each employee of the Company with sufficient information to identify service, salary scale, current amount payable, sickness leave taken and annual leave.  The Chief Executive shall ensure these details are correct.  The Company Secretary shall ensure the Chief Executive’s details are correct.

11.3
The Chief Executive will notify the payroll contractor/officer of all matters affecting payment of emoluments (other than those pertaining to the Chief Executive’s pay and emolument details, in which case the Chairman shall notify the contractor) and in particular:

· Appointments, resignations, dismissals, suspensions, secondments and transfers;

· Absences from duty for sickness or other reason, apart from paid leave;

· Changes in remunerations including normal increments and pay awards and agreements of general application;

· Information necessary to maintain records of service for superannuation,   income tax, national insurance and the like. 

11.4
Any employee / contractor claiming reimbursement of necessary expenses as part of their official duties shall maintain a record in a form specified by the Financial Director, and shall produce, as required other such relevant records and documents.

FP12
PETTY CASH BALANCES

12.1
The Financial Director, in consultation with the Chief Executive, may provide such amounts as may from time to time be required for the purpose of paying minor expenses which should not exceed £50 in value. 

12.2
A petty cash payment slip must be completed for every reimbursement that is made, signed by the claimant by the Chief Executive or other authorised person and signed by the person making the payment.  Receipts must be obtained to back up all expenditure made and reclaimed through the petty cash account and attached to the petty cash payment slip.  Please note that this is an agreed pre requisite with the Inland Revenue.

12.3
No income received may be paid into petty cash but must be separately banked as provided in these Procedures

FP13
RISK MANAGEMENT AND INSURANCE

13.1
The objective of this financial regulation is to ensure that the Board manages all potential risks and liabilities and to limit the authority for arranging insurance cover to the Financial Director.

13.2
The Financial Director and Chief Executive shall devise and annually review appropriate insurance cover for the Company and the Board.

13.3
The Chief Executive is responsible for indentifying and arranging appropriate insurance cover for the Company.

13.4
The Finance Director is responsible for monitoring and reporting identified financial risks from the Risk Register to the Board and maintaining the appropriate entries in the risk register.

13.5
The Financial Director and Chief Executive shall process all claims against the Company’s insurances and negotiate settlements where liability is accepted within the limits and conditions agreed with the insurers.

13.6
The Financial Director shall keep a record of all insurances effected, and the property and risks covered thereby including valuations of insured property. A similar record will be kept by the administration office and be available to the Chief Executive. The insurance arrangements will form part of the standard reporting requirements to the Board. The Chief Executive shall notify the Financial Director of all new risks, which may need to be insured and of any alterations affecting existing risks or insurances and provide all information requested by insurers in connection with these and current risks.

13.7
All employees, contractors and elected officials of the company concerned with the receipt, custody and/or disbursement of the monies and property of the Company shall be included in a suitable fidelity guarantee insurance.  

FP14
TREASURY MANAGEMENT

14.1
All investments and borrowing shall be undertaken by the Financial Director and in the name of Alarm Ltd, in accordance with the treasury management policy approved by the Board.

14.2
All securities which are the property of, or are in the name of, the Company shall be held securely at the registered office of the Company or by the Company’s bankers and recorded with the Company Secretary.

14.3
The Financial Director will consult with the Finance Committee regarding any significant changes in investments, and once approved by the Board shall be authorised to conduct the necessary financial transactions in accordance with the Treasury Management Policy.  Any changes in investments should be reported to the Board as part of the standard reporting requirements.

14.4
The Financial Director shall produce a report on the Company’s investments not less than twice a year which shall be submitted to the Finance Committee and Board at regular intervals.

FP15
RE-IMBURSEMENT OF EXPENSES AND PAYMENT OF ALLOWANCES

15.1
The objective of this financial regulation is to ensure that the reimbursement of allowances and expenses to Board members is in accordance with the appropriate agreements and legislation.

15.2
All claims for expenses shall be submitted at monthly intervals to the General Manager in a form approved by the Financial Director.

15.3
Before submitting claims for payment the General Manager shall certify the claim form which shall mean that the claim is correct as to the amount claimed.

a. Receipts for expenses must accompany claim forms wherever possible.

b. Claims for expenses by the Chief Executive shall be submitted to the Chairman who shall certify them before payment.

c. All claims for a financial year are to be submitted not later than one month following 31st December in any year, except with the express approval of the Financial Director.  Any claims not submitted within this timescale may be subject to forfeiture.

d. Certification of a claim shall be taken to mean that the journeys were authorised and the expenses properly and necessarily incurred; and the allowances are properly payable by the Company in accordance with the rates approved by the Board and claims submitted must provide sufficient information to allow such certification to take place.

e. The Financial Director shall annually review all allowances and be authorised to apply increases / decreases up to a maximum of 20% and report such actions to the next meeting of the Finance Committee.

f. Alarm Ltd Corporate Purchasing cards are to be used wherever possible for the payment of appropriately incurred expenses or other purchases on official Alarm Ltd business. Forms to record and declare such expenses are to be approved by the Financial Director and must be completed and returned to the Alarm administration office by the 15th of the following month the expenditure was incurred. 

g. Under no circumstances should Corporate Purchasing cards be used for any other purpose than official Alarm Ltd business. 

h. All Corporate Purchasing Card Holders must abide by the rules of the issuer of those cards at all times

FP16
SECURITY AND CONTROL OF PHYSICAL ASSETS

16.1
The objective of this financial regulation is to ensure the proper use and safeguarding of assets owned by the Company or for which the Company has responsibility. This financial regulation applies to all assets, including stocks, stores, furniture, equipment, vehicles, land and buildings, which are owned by, or are in the possession of the Company and for which the Company is responsible.

16.2
The use of assets is restricted to solely and absolutely authorised Company business. Surplus assets shall be disposed of in accordance with procedures agreed by the Finance Committee.

16.3
Inventories shall be maintained by the General Manager and kept up to date.  They must contain an adequate description (including serial numbers where appropriate) of furnishings, fittings, equipment, plant, machinery, vehicles and other property of the Company except that the extent of the record and the form of the inventory is to be determined by the Financial Director.

16.4
The Chief Executive is responsible for making checks of such inventories not less than once per year and certifying with the inventory documentation that the check has taken place.  No property of the Company shall be removed otherwise than in the ordinary course of business or used otherwise than for the Board’s purposes except in accordance with specific instructions issued by the Chief Executive.

16.5
Inventory items found to be obsolete or in excess of requirements shall be disposed of in a manner approved by the Finance Committee.

FP17
REVIEW OF FINANCIAL PROCEDURES

17.1
The Financial Procedures of the Company shall be reviewed annually as to their relevance.

17.2
The review will be carried out by the Finance Committee which shall report to the Board accordingly.

17.3
Approval of or variations to the Financial Procedures shall be only with the approval of the Board.

24 January 2011
Alarm Financial Procedures
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